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About This Guide

The SEDAR® Filer User’s Guide explains how filing
service subscribers can use the SEDAR system to
process filings electronically and perform related
tasks.

Assumptions

This guide is written with the following assumptions:

* You are familiar with the securities regulatory
process and the national and provincial rules
pertaining to the filing of securities documents.

* You have installed SEDAR, complying with the
hardware and software requirements.

* You have made arrangements for electronic
payment with a Canadian financial institution
offering financial electronic data interchange (EDI)
services.

* You are familiar with the Windows environment
and have the documents to be filed electronically
prepared in the acceptable PDF, XML and XLSX
format, as described in the National Instrument
and the SEDAR Filer Manual.
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SEDAR Documentation

For more information on using SEDAR, consult the
following documentation:

+ SEDAR Installation Guide—Provides step-by-step
instructions on installing SEDAR.

* National Instrument—Contains the regulations
governing electronicfiling.

+ SEDAR Filer Manual—Contains the procedures
and guidelines for electronicfiling.

Getting Help

If you have problems using SEDAR, select Help for
online information. If your specific problem is not
addressed, call the CSA Service Desk for assistance
at1-800-219-5381.

Filer User's Guide 8.054 Page 6



Chapter 1

Introduction to SEDAR

Welcome to SEDAR—the System forElectronic
Document Analysis and Retrieval. SEDAR isa
client-server software application designed to facilitate
and enhance the securities filing process in Canada.

SEDAR provides the following services:

+ Cost-efficient filing of electronic filings
* Electronic payment of filing fees

* Electronic communication with filing partners, the
Canadian Securities Administrators and market
centres

* Access to a growing database of information on
Canada’s issuers.

Prior to SEDAR, issuers filing in more than one
jurisdiction had to assemble multiple copies of all
necessary securities documents with attached
cheques for each agency. SEDAR enables all relevant
documents and fees to be electronically assembled
and filed to all the desired agencies while the payment
instructions are submitted to the financial institutions
simultaneously.
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Introduction to SEDAR

SEDAR provides the subscriber with a series of blank
electronic forms containing fields for information
required by the agencies for filings sent to them. The
subscriber fills in the forms and then electronically
“attaches” the underlying securities documents and
payment instructions to the completed forms for
submission.
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Introduction to SEDAR

1.1 Accessing and Exiting SEDAR

The SEDAR main window is the launch point for
accessing all modules in SEDAR. Help can be
accessed from here as well as from all the other parts
of the system. The SEDAR main window has a File
menu from which you can select Database
Maintenance, Receive Items from SEDAR Server,
View Error Log and View Virus Logs.

Only one module can be accessed from the main
window at a time, except for Customer Assistance and
System Information. You cannot close the SEDAR
main window until all modules have been closed.

Accessing SEDAR

To connect to the SEDAR server:

* If you are using a site-to-site Internet VPN
connection, you automatically connect to SEDAR
whenever you take an action that requires that you
access the server (e.g., refreshing the information
in the User Information dialog box).

+ If you are using a standard Internet connection
(high-speed or dialup), you must open your access
to the SEDAR server. On the Start menu, point to
Programs, select SEDAR and click VPNConnect.
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Introduction to SEDAR

The following message displays:

Flease wait, while you are being connected to SEDAR.

Once connected, the following message displays:

SEDAR ¥PN Connect |

L3
\lj) You have been connected ko SEDAR.,

To access SEDAR, for all supported Windows
operating systems, on the Start menu, point to
Programs, select SEDAR and click SEDAR, or
double-click the SEDAR shortcut if you created
one.

The SEDAR main windowdisplays.

. System for Electronic Document Analysis and Retrieval s |
Fil= Help

Filing Service Uzer Functions General Functions

Filing b anagement b ail Functions

L ]
Profile b anagement W

* Uzer Profile and Defaults

Seaich Fiings Customer Assistance

Search Profiles Systern Information
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Introduction to SEDAR

Exiting SEDAR

To close SEDAR, on the SEDAR main window, from
the File menu select Exit.

i System for Electranic Document Analysis and Retrieval [_ 5] x]
File WEETS)
Datahase Maintenance
Receive items fram SEDAR. server
Wiews Etrar Log

General Functions

View Vius Logs

[
% Profile Management |I'|-|

Search Filings % Customer Assistance
o
%..’

il Search Profiles

il Functions

* User Profile and Defaults

System Informatian

To disconnect from the SEDAR server:

* If you have a site-to-site Internet VPN connection,
you are automatically disconnected when you exit
SEDAR.

+ If you have a standard Internet connection (high-
speed or dial), you must disconnect. On the Start
menu, point to Programs, select SEDAR and click
VPNDisconnect.

The following message displays:

Flease wait, while you are being disconnected from SEDAR,
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Introduction to SEDAR

Once disconnected, the following message
displays:

SEDAR VPN Disconnect =

| You have been disconnected from SEDAR.
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Introduction to SEDAR

1.2 Using SEDAR

SEDAR uses two types of windows:

+ A standard window with both pull-down menus and
buttons. If both options are available for the same
operation, the button method is usually given in this
guide. These windows are like this example:

To 3o the profile indarmation for an Isswer, sekect ithom the list Sien press Opan

T 10 SEDAFR, the k31, than pross Submit
Mogser Mumber Type Last Updated/Status
Ce=1_ | R | |

+ Atype of window that uses the notebook format
with tabs like this example:

Investment Fund Group Profile Information - New

£ Name and Manager | Fiincipal Regulator |

~ Mame
Group Mumber. [TMPOODOD
Aame EF I
Hawm g |
i Manager
Mame fFF I
Al 5 I

Madiprdotzass Hand (fiea Adtdars

— Manager Contact

Contact Name, I

Telephane: I Extenzion: I
Fax:

Submit | Save I Cancel Help
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Click...

Introduction to SEDAR

You can do the following within either window:

* Move between buttons or fields by pressing TAB.
SHIFT+TAB moves back to the previous button or
field.

* Move within a field using the arrow keys.

* Move between tabs in the notebook type window
by clicking the name of the tab at the top of the
window.

The Filing Service User Functions are specific to the
tasks performed by filing service subscribers in
processing electronic filings. The General Functions
are common to all SEDAR users. These functions
enable informal correspondence and e-mail and
provide system- and user-relatedinformation.

To read any files that were attached to either a
comment letter or a receipt, you must download the
files from the SEDAR server and view them using
Adobe Acrobat™ Reader. For more information, refer
to the SEDAR Filer Manual.

The modules on the SEDAR main window are shown
and described in the following table.

To...

Filer User's Guide 8.054

Create and submit filings to the SEDAR

Filing Management server, monitor the status of filings in

progress and receive formal
correspondence from agencies
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Introduction to SEDAR

Click... To...

Profile M anagement

Create, update and submit filer profiles

- Search for filings in the SEDAR Filings
Search Filings database on the SEDAR server

] Search for profiles of electronic filers in the
Search Profiles SEDAR Filer Profiles database

Send and receive files and electronic mail,

Mail Functions and create a local address book

* User Profile and Defaults
Set up your user defaultsin SEDAR

% ‘ Customer Aszzistance
Find out where to obtain help

Obtain hardware and softwareinformation

System Information
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Introduction to SEDAR

1.3 Setting Up SEDAR

The User Profile and Defaults module enables youto
set your user profiles, defaults and preferences.

Setting Your Defaults and Preferences

1. On the SEDAR main menu, click User Profile and
Defaults.

The User Profile and Defaults window displays.

User Profile and Defaults m

Exit

@ User Defaults

@ User Information

2. Click User Defaults. The User Defaults dialog box
displays. Set your preferences as described below.

Click... To...

Select the date format to appear
throughout SEDAR. You must use
this format whenever you enter
dates
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Click...
145

Language

&

Logan Info

Default Directony

N

Fefresh List

A2

Choose Fonts

Introduction to SEDAR

To...

Select the language (English or

French) for SEDAR

Enter your default user ID and
password to add or remove the
user ID password prompt.

Change your password for the
host server

Specify the directory where PDF

files will be stored, and the default
directory for attaching files prior to
submitting formal correspondence

Select the default value for:
+ the search inquiry function

+ the previous issuersfilings
retrieval

Select the default font todisplay
the fee information found in the
Add/Modify Fees window

3. When done, click OK to return to the User Profile
and Defaults window.
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Introduction to SEDAR

Entering Your UserInformation

1. On the User Profile and Defaults window, click
User Information.

The User Information dialog box displays.

vand cdsf0200
Name fast Fisg |Hum, Melanie (CDS)

Mailing Address
Division/department

Seers [12 Main St

[

Ry ITovor\lo

Frovince/Stae - | Ontario =
Sutpreiie O 3 T c

Postal code/Zip Code : ,7 Country : [Canada—
Phone Number Fax

416 1385-3888 416 365-9339

Subscriber Information
Subscrier Nember. |12

T of Subscniber. |Fiing Service Subscriber
Seibweniber Mame. |SEDAR Filer Banking Authorization
Submit I Refresh I [WI Help |

2. Complete the Name (Last, First) field and allfields
in the Mailing Address section. Note: The Subject
Tofield indicates the tax status based on the
Province/State selected.

3. Select one of the actions shown below.

Click... To...
Submit Send the information to the SEDAR server
Refresh See the most current information on the

server
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Introduction to SEDAR

Click... To...

Cancel Return to the User Profile and Defaults
window. If you have not submitted the
changes, you will see a confirmation
message before returning to the window

Help Obtain online assistance
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Introduction to SEDAR

1.4 Verifying Your Access and Banking
Authorization

Filer User's Guide 8.054

In the User Profile and Defaults module, verify that the
information on your access code and banking account
matches what you indicated on SEDAR Form 1 as

follows:

1. Onthe SEDAR main window, click User Profile and
Defaults. The User Profile and Defaults window

displays.

2. Click User Information.

The User Information dialog box displays.

{dsaprat cdsflD40

Hismie i ast sy IPaquette, Julie
—Mailing Addr

Dliwision/department : ISEDAF\

Syeat IR\Cthﬂd Street West

ISuite 900

o ITorDmD

FrohoadSiaie. I Ontario

Sebpecrie 6 QST C HST

Postel code/Zip Cade ; [M5H 2C3

Phene Murnber

o

Country © ICEmada

£ Meither

Fex—————
’7415 365-9194

i~ Subscriber Information

Subsorier fumder. (11111112

Tlwe of Subscriber IFiImg Service Subscriber

Banking Autharization I

Subscier Name ICamﬁd\an Depcsitary for Securiies [Filer Type)

Submit | Refrash | Cancel | Help |

3. Click Banking Authorization.

The Access and Banking Authorization dialog box
displays.
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Introduction to SEDAR

Access and Banking Authorization m
Subscriber Mumber: 11111112 Mumber of Signatures 1 oK |

CP& Code (Fl # Transit#) : [0007-00022 Payment Limit | 0.01 Help
Account Mumber: [1270317
Dung Number

csfl010

Dimtsis, Stewen

casfl030 Payrnent Authorization not al No Mo Janet Cloud - CON Depasitony for Securities

cdsf0040 Payment Authorization notal No Mo test

celsfl0s0 Mo autharization limit Mo Mo Documentation

cosfl060 o autharization limit MNo Mo MNora Varga

cosfl080 o autharization limit Mo o Boyd, Fip

cdsf0100 Payment Authorization notal No Mo Dahms, Jennifer

casfl101 Payrnent Authorization notal No o Jaii. Mostafa AIL‘
»

A9 i =i s U ——— P
<

4. Review the information and do one of the following:

+ If the information is incorrect, contact the CSA
Service Desk for assistance at 1-800-219-
5381.

« If the information is correct, click OK to close
the Access and Banking Authorization dialog
box. The User Information dialog box re-
displays.

5. Click either:

* Cancel—To return to the User Profile and
Defaults window, if you have already sent your
user information to SEDAR.

Select Exit. The SEDAR main window displays.

*  Submit—To send your user information now.
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Chapter 2

Maintaining Filer Profiles

2.1 Overview

In order for a filer to submit their documents to the
recipient agencies electronically using SEDAR, the
filer must first have a filer profile on the SEDAR server.
If the filer has not previously submitted documents, a
profile must be created and submitted (see “About
Filer Profiles”).

If the filer has previously submitted documents
electronically through SEDAR, their profile mustbe
retrieved from the SEDAR server and re-used for
subsequent filings (see “Searching for Profiles”.

Each document to be included in an electronic filing
must be assembled as a separate file and saved in
PDF, XML or XLSX as described in the SEDAR Filer
Manual.

Keeping the documents separate ensures thatthey
can be retrieved individually.
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Maintaining Filer Profiles

About Filer Profiles

There are four different types of profiles, each of which
must be completed by a different category of filer. The
four types of profiles are shown below.

Profiletype To be completed and filed by...

Investment Each investment fund group
Fund Group

Investment Each investment fund issuer. A profile for the

Fund Issuer  investmentfund group that the investment fund
issuer belongs to must first be created and
submitted

Other Issuer A non-investment fund issuer

Other Filer Any electronic filer not covered by the other
types

SEDAR assigns each filer profile a profile number.
This number uniquely identifies each filer so that filings
made by or on behalf of the filer can be tracked by the
recipient agencies and the SEDAR server. A
temporary number is first assigned to a profile. When
the profile is submitted to the server, this number is
then replaced with a permanent eight-digit number.

When you create and submit a new profile, it is
confidential. Only you, the commissions and the
market centres to which you have submitted the
electronic filing and the secondary filers you have
designated for that filing can view it while it is not
public.
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Maintaining Filer Profiles

A filer profile is private until one of the following
situations occurs:

An agency who received the project makes public
any documents in the project.

The profile is submitted with a continuous
disclosure filing for a filer in the Investment Fund
Issuer or Other Issuer profile types. Filings in these
categories are automatically made public other
than the filing types “Other Filings”, “Personal
Information Form and Authorization 51-105F3A”,
“Personal Information Form and Authorization 51-
105F3B” and “For Regulator’s Use Only” as

described in the SEDAR Filer Manual.

The profile is submitted with an exempt market
offerings and disclosure filing that has an “auto-
public” access level

An electronic filer, or an authorized filing agent

acting on their behalf, requests that the filer profile
they have filed be made available to the public. For
more information, refer to the SEDAR Filer Manual.

Page 24



Maintaining Filer Profiles

2.2 Starting aProfile

Filer User's Guide 8.054

You can create a filer profile by entering prescribed
information in electronic fields using the SEDAR
Profile Management module. The information entered
in the fields is transmitted to the SEDAR server where
itis processed and stored in the Filer Profile database.

The profile information becomes accessible to all
SEDAR users when any document in a filing
containing that profile is made public or when the
electronic filer, or a filing agent acting on their behalf,
requests that the filer profile be made public.
Therefore, it is very important that you make sure that
all the information in your filer profile is current before
submitting a filing to SEDAR.

The required fields for each profile vary according to
the profile type. All fields with italicized names are
mandatory and must be filled in as a minimum before
the profile can be submitted to the server.

1. On the SEDAR main window, click Profile
Management.

The Profile Management window opens, displaying
all the profiles residing on your computer.

TG . <t it from the st thin press Open

SEDWAE, salnct # from thi list, then prass Submit

Wuarbie e Type Laskt Updated/Stabus

| NewPri | | | | —— |

2. On the File menu, select New Profile or click
the New Profile button.
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Maintaining Filer Profiles
The Filer Type dialog box displays, listing the four

profile types.

Select the type of Profile for the Filer:

Ok

Investment Fund Group
rvestment Fund |ssuer
Other lzsuer
Other Filer

Cancel

il

Help

3. Select a profile type.

Note: For Investment Fund Issuer profiles, you
must first submit a profile for the investment
fund group to which that investment fund
issuer belongs before you can create a
profile for an individual issuer.

Note: If there is more than one issuer within an
investment fund group, you need to create a
filer profile for each issuer. You can save
time by using the Copy Profile command on
the File menu.

4. Click OK. The [type of filer] Profile Information -
New dialog box displays a temporary profile
number assigned to the profile.

Investment Fund Issuer Profile Information - New

Hame |IssuerDeta\Is| Heporling' Extemal Paltiesl Previous |ssuers

— Mame

Profile Mumber: |TMPUDDUU

Alaans (EF IAIpha Canadian Dividend Fund

Aaans (i IAIpha Canadian Dividend Fund

Maingidiess | Head e |
r— Group Marm
RN AN I I
Mozt | =

Submnit | Save I Cancel | Help

From this point on, the information required for the
profile types varies.
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Maintaining Filer Profiles

For information on creating a specific profile, see
one of the following sections:

*  “Creating an Investment Fund Group Profile”

+ “Creating an Investment Fund Issuer Profile”

* “Creating an Other Issuer Profile”

* “Creating an Other Filer Profile”

2.3 Creating an Investment Fund Group Profile

Access the Investment Fund Group Profile
Information-New dialog box. For more information, see
“Starting a Profile”.

1. On the Investment Fund Group Profile
Information-New dialog box, click the Name and
Manager tab at the top of the dialog box and fillin
all mandatory fields.

Group Mumber: |TMPE|UE|DU

Mama £ I
Alaans (5 I

—Manager

Hams Lk I
Alanza o I

Adadeng etz | e L dutdere |

~Manager Contact

Contack Mame: I

T elephone: I I E:-:lension:l
Fax: I I

S bt | Save I Cancel | Help

2. Click Mailing Address.
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Maintaining Filer Profiles

The Mailing Address dialog box displays.

Investment Fund Group Profile Information - New |
— Mailing Addre:
Department: I
Cancel |
I Help |
Telephone: I I
Fhosinee I
Extension: I
L IEanada Fax l— l—
Postal Code: I

Fill in all mandatory fields and click OK when done

to return to the Investment Fund Group Profile
Information-New dialog box.

4. Click Head Office Address. The Head Office
Address dialog box displays.

5. Fill in all mandatory fields and click OK
when done to return to the Investment Fund
Group Profile Information-New dialog box.

Click the Principal Regulator tab and selecta
principal regulator from the drop-down list. If
the issuer is a non-reporting issuer, select

“Non-Reporting Issuer”.

Investment Fund Group Profile Information - New

Mame and Manager
Siataed ¢ e raalain
3 =
3 G
| | Cancel | Help ‘

7. If “Non-Reporting Issuer”
11.

was selected, go to step
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8.

10.

11.

Maintaining Filer Profiles
Select Yes or No to indicate if the basis for

determining the principal regulator is the location
of its head office.

If you select Yes, no further action is required. Go to
step 11.

If you select No, go to step 9.

Select Yes or No to indicate if the basis for
determining the principal regulator is the result of
an approved change.

If you select Yes, no further action is required. Go to
step 11.

If you select No, go to step 10.

Select the connection for determining the principal
regulator from the drop-down list.

Once you have completed all the mandatory fields,
the Submit button becomes available. Do one of
the following:

» Click Save to store the profile on your computer
for submission at a later time. The Profile
Management window displays with the profile
listed with a READY status.

u Profile Management
Cile  Help

To sas tha profils indommafion for an lesuar, salactitkom he list en press Open

To submt & new or updated profila 1o SECDAR select # from the kst then press Submit.

Hame Wumber  Type Last Updated/Status
11652 B Scotis Limited T TE T pa—— TR

Open Update Subenit
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Click Submit to send the profile to the server.
Once the profile has been submitted, the Profile
Management window displays showing the
profile with a permanent profile number
assigned to it. The date and time of the
submission are also indicated.

Ta see the peosl an ls3 ittom the ist than pross Open.
To submit & rew or updated prosie 80 SEDAR, selectitirom the fist, hon prass Submin.

Last Updated/Status
08

0é -
0&/03/1995
06/02 /1995

Hew Frofle
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2.4 Creating an Investment Fund Issuer Profile

Click Mailing Address //’/‘mwgm‘““ | e B |

and Head Office =~ rGowtiases

Address and complete
mandatory information

Filer User's Guide 8.054

For Investment Fund Issuer profiles, you must first
submit a profile for the investment fund group to which
that investment fund issuer belongs before you can
create a profile for an individual issuer. If you have not
already created an Investment Fund Group profile,
see “Creating an Investment Fund Group Profile”.

If there is more than one issuer within an investment
fund group, you need to create a filer profile foreach
issuer. You can save time by using the Copy Profile
command on the File menu.

Note: If the issuer has selected “Ceased Reporting”
in the Jurisdiction where Reporting Issuers
field, you cannot use the Copy Profile
command to create a filer profile.

If you are not on the Investment Fund Issuer Profile
Information-New dialog box, see “Starting a Profile”

1. On the Investment Fund Issuer Profile
Information-New dialog box, click the Name tab at
the top of the dialog box and fill in all mandatory
fields.

Investment Fund Issuer Profile Information - New

Name IssuarDeta\IsI Haportmgl Esternal Palt\esl Previous |ssuers

~ Mam

Profile Mumber: |TM PO0ODOD

Aama I

Alame I

fangn At I 'l
Az EF I j
Aame (£ I j

Submit | Save I Cancel | Help |

2. Click Mailing Address. The Mailing Address, dialog
box displays.
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If Ceased Reporting is
selected, a profile can no
longer be used to submit

filings or copied for use
as a new profile
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Fill in all mandatory fields and click OK when done

to return to the Investment Fund Issuer Profile
Information - New dialog box.

Address dialog box displays.

5.

Click Head Office Address. The Head Office

to return to the Investment Fund Issuer Profile
Information - New dialog box.

Fill in all mandatory fields and click OK when done

6. Click the Issuer Details tab and fill in all mandatory

fields.

Marne lssuer Details | Reporting | Extenal

i~ Formation
Adarnar o Frmnanivy

Investment Fund Issuer Profile Information - New

Parties | Previous lssuers

[~ Fund Information

Sl Campansativ

Eligible for RRSF?

" Yas & No

[Carporation =] || [Frontend or deferred load charge 4|
Distn o Framashi spwstment Find Tone

[03r12 72004 [ ddl/ ] [Balarced =l
o A A L Firmaiatposr snad ol

[ontario [1231 fromydd)

Submit | Save I

Cancel |

Help

7. Click the Reporting tab and select the jurisdiction
where the issuer is a reporting issuer in the list. If
the issuer is a non-reporting issuer, select “Non-

Reporting Issuer”

Investment Fund Issuer Profile Information - New

Marne | Issuer Detals  Reporting | Exteinal

O e R R

jurisdictions ar Nat Applicable if none apply

Ceased Repoiting
Non-Reparting lssuer

Mot Applicable

All provinces and territories of Canada
Eritish Columbia

Alberta

Saskatchewan

Manitoba

Ortario

Quebec

Mew Brurswick.

Miwa Scotia

Prince Edward lsland
Mewfoundland and Labrador
Marth West Teritories
Yiknn

Parties | Previous [ssuers

Select each of the jurisdictions where the issuer iz a reporting issuer. IF the issuer is
nat a reporting issuer, select Mon-Reporting lssuer. Select ALL ta chaose all the

m

|

Cancal

Help
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Use this tab to include
previous information about
an issuer and facilitate
your searches in the
database

For example, in the case of
a merger or amalgamation
this tab displays (and is
used to select) the issuers
that were merged or
amalgamated and made it
necessary to create this
profile
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9.

Maintaining Filer Profiles

Click the External Parties tab and select an item
in the list on the left. Enter the required
information in the fields on the right. Repeat for

every item, then go to step 9.

Investment Fund Issuer Profile Information - New
Namel |zsuer Detailsl Reporting E | Previous Issuarsl
i
Select each item to display its
related data. Al required fields Mame EF I
st be filled in for EACH item Hame (5
before you can submit, I
Department: I
Ly oty I

Linstotian gl Lt I Fhesies

Lttty frcial

e PR Aanamer 2708 IEanada Pastal Code:

T

Telephone: I Extengion; I
_’I Fax: I
Submit | Save I Cancel | Help |

Click the Previous Issuers tab and select the

profiles contained in the history of the profile

currently being added or updated.

Investment Fund Issuer Profile Information - New

Namel |szuer Details | Reporting | External Pame

r~ Previous lesuer Infarmation

MNunber Name
Add
Delete
Y i
Subit | Save I Cancel Help
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10. Once you have completed all the mandatory fields,
the Submit button becomes available. Do one of
the following:

+ Click Save to store the profile on your computer
for submission at a later time. The Profile
Management window displays with the profile
listed with a READY status.

* Click Submit to send the profile to the server.
Once the profile has been submitted, the Profile
Management window displays the profile with a
permanent profile number assigned to it. The
date and time of the submission are also
indicated.

Creating an Other Issuer Profile
1. On the Other Issuer Profile Information - New
dialog box, click the Name and Contact tab at the
top of the dialog box and fill in all mandatory fields.
Other Issuer Profile Information - New :
_____________ | IssuerDetaiIsI Reporting and Markets | Principal Regulator | External Parties | Previous lssuers
— Mame
Prafile Mumber: IW
Ko (55 I
Mo 55 I
Click Mailing = Maibg At | oo e cttons |
Address and Head ——
Office Address and Nae:
complete mandatory — o [
information resphene = e
Fax: I I e I
MOTE: Thiz address will be replicated to the izzuer's
profile on v, sedar. com

Submit | Save I Cancel | Help |

2. Click Mailing Address. The Mailing Address, dialog
box displays.

3. Fill in all mandatory fields. When done, click OK to
return to the Other Issuer Profile Information - New
dialog box.
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4. Click Head Office Address. The Head Office
Address dialog box displays.

5. Fill in all mandatory fields. When done, click OK to
return to the Other Issuer Profile Information - New
dialog box.

6. Click the Issuer Details tab and fill in all mandatory
fields.

Other Issuet Profile Information - New

Mame and Contact : i’§§ﬂ’é’|’ﬁ’ét’éii§"§| Reporting and Markelsl PFrincipal Hegulatorl Extemnal Parlies' Previous Issuersl

r~Formation—————————————————— - Other lssuer Information
Afaeraar of Frmmebin At Elaredinatng
D3t of Fommativ S o feoeny (sl
(ron/dllpypp) | |
Wi sens A CUSIP Nurnber
Ao ease cvnd olais
[mm./dd]
Short Form Prospectus lssuer? Yes (— Mo &

Submit | Save I Cancel Help

7. Click the Reporting and Markets tab

» Select the jurisdiction where the issuer is a
reporting issuer. If the issuer is a non-reporting
issuer, select “Non-Reporting Issuer”

+ Select the jurisdiction where the issuer is an
OTC Reporting Issuer

+ Select each stock exchange where the issuer’s
securities are listed.

Other [ssuer Profile Information - New

H H Mame and Contact | Issuer Details | F Principal Regulatar | External Parties | Previous lssuers
If Ceased Reporting is : | W W
. e mins Fananiing v Stnk Emamanes d Makarc]
Se |eCted y a. p rOfI | e Can Select each of the jurisdictions where the izsuer is a reporting Select each stock. exchange (or market]
igzuer. If the igguer iz not a reporting issuer, select where the igsuer's securities are listed [or
nO |0nger be Used tO MNon-Reporting |ssuer. Select ALL to choose all the quoted].
b t fI . d jurisdictions or Not Applicable if none apply.
Mot &pplicable -
submitfi Ings or Cople g Y — Canada - TS Venture
eased Reporting - Canada - NEX
for use as a new profile Hor Pt e < || |Genada- NEX |
ot Applicable . = Canada - Aequitas Neo Exchange
All provinces and tenitories of Canada Canada -
. . . Erritish Columbia Canada - Other
If the issuer is listed on Il | At [onada D I
. Saskatchewan - US - AMES
a Canadian stock = 1S - BSE. CBOE; CSE; Chy: ISE: Phiv; PCX
LFTE renonting iy pey MY 71688 US - MASDAD
eXCh an g e, yO u must Select all jurisdictions that apply or Mot Applicable if none apply. HS - Other il
Fuinn
enter the appropriate Not Appicable AL ® :
British Columbia
stock symbol Abeta
askatchewan :
. - Stack Symbal:
(maximum of 5 Maricbe .

uppercase letters)

| Cancel ‘ Help
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10.

11.

Maintaining Filer Profiles

Click the Principal Regulator tab and selecta
principal regulator from the drop-down list. If
the issuer is a non-reporting issuer, select
“Non-Reporting Issuer”.

Other Issuer Profile Information - New

MName and Eonlact} lssuer Delal\s} Reporting and Markets PTIHCIDE‘HSQUEWI External Parties | Previous \ssuers]
SRl e poeinal gt
=l
o F
g e
| Cancel ‘ Help ‘

If “Non-Reporting Issuer” was selected, go to step
13.

Select Yes or No to indicate if the basis for
determining the principal regulator is the location of
its head office.

If you select Yes, no further action is required. Go to
step 13.

If you select No, go to step 11.

Select Yes or No to indicate if the basis for
determining the principal regulator is the result of
an approved change.

If you select Yes, no further action is required. Go to
step 13.

If you select No, go to step 12.
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12. Select the connection for determining the principal
regulator from the drop-down list.

13. Click the External Parties tab and select an itemin
the list on the left. Enter the required information in
the fields on the right. Repeat for every item then
go to step 14.

Other Issuer Profile Information - New [ x|

Name ond Cantact | Issuer Deails | Feporting and Markets | Principal Pegulator | Exemal Parties | Previous Issuers |

[ Ay

Select each item to display its

related data. Allrequired fields

. i rrust he filled in for EACH itern e () |
Select every item in peGrE e Can suent Name ) |
this list one after the\ cepament |
other and complete St :
the mandatory fields anstrisons S ey
for each one oy [onmgs  poesiteds |
Telephane l_ l— Extension l—
e[ [

Skt | e I Cancel Help
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Use this tab to include
previous information

Maintaining Filer Profiles

14. Click the Previous Issuers tab and select the
profiles contained in the history of the profile
currently being added or updated.

Other Issuer Profile Information - Update

oCantast| Dateils | Reparing snd biorkets | Prncips | Baguintnr | Exernal ParieePrevious Issuers |

about an issuer and
facilitate your searchesin
the database

For example, in the case
of a merger or
amalgamation this tab
displays (and is used to
select) the issuers that
were merged or
amalgamated and made
it necessary to create this
profile

Filer User's Guide 8.054

i~ Previous lssuer Information

Hurber Wame
00011758 Alphsbet Issuer ' Add

[BElEte

Submit | Save | Cancel | Help |

15. Once you have completed all the mandatory
(i.e., italicized) fields, the Submit buttonbecomes
available. Do one of the following:

* Click Save to store the profile on your computer
for submission at a later time. The Profile
Management window displays with the profile
listed with a READY status.
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Click Submit to send the profile to the server.
The SEDAR server reviews the profile details to
ensure that the stock symbol provided (for
Other Issuer profile types only) is not already
being used in another Other Issuer’s profile. If a
message displays indicating that the stock
symbol is already in use, the profile update is
not submitted and the Last Updated/Status
column in the Profile Management window
indicates the profile’s status as ReSubmit.
Click Update, correct the profile’s stock symbol
and click Submit. The profile cannot be
submitted until the stock symbol has been
corrected.

If the message persists, contact the CSA
Service Desk for additional assistance at 1-
800-219-5381.

Once the profile has been submitted, the Profile
Management window displays, showing the
profile with a permanent profile number
assigned to it. The date and time of the
submission are also indicated.
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2.6 Creating an Other Filer Profile

1. On the Other Filer Profile Information - New dialog
box, click the Name and Contact tab at the top of
the dialog box and fill in all mandatory fields.

Other Filer Profile Information - New

{Riame and Contact | Previous Issuers

Profile Nurnber: +MP00000

Name (5 |

e (5 |

Click Head Office

Head Olice Adokess
Address and complete
the mandatory e e
information eneciiens |
Telephone l— li Extension l—

Fac| [

Skt | EEVE I Cancel | Help

2. Click Head Office Address. The Head Office
Address dialog box displays.

3. Fill'in all mandatory fields and click OK when done

to return to the Other Filer Profile Information -
New dialog box.
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Use this tab to include
previous information
about an issuer and
facilitate your searchesin
the database

For example, in the case
of a merger or
amalgamation this tab
displays (and is used to
select) the issuers that
were merged or
amalgamated and made
it necessary to create this
profile

Filer User's Guide 8.054
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Click the Previous Issuers tab and select the
profiles contained in the history of the profile
currently being added or updated.

Other Filer Profile Information - New m
Narme and Cantact | Eresious lssters |
— Previous Issuer Informatiol
Hunber Neme
Add
[IElE
|l — 1]

Skarmit | e I Cancel | Help |

Once you have completed all the mandatory fields,
the Submit button becomes available. Do one of
the following:

+ Click Save to store the profile on your computer
for submission at a later time. The Profile
Management window displays with the profile
listed with a READY status.

* Click Submit to send the profile to the server.
Once the profile has been submitted, the Profile
Management window displays showing the
profile with a permanent profile number
assigned to it. The date and time of the
submission are also indicated.
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2.7 Searching for Profiles

Filer User's Guide 8.054

The Search Profiles module enables you to retrieve
profiles from the SEDAR server by creating and
submitting customized inquiries. Once you create an
inquiry, you submit it to the server. The server sends
back a report listing all profiles that satisfy the search
criteria.

The following search tips will help you make your
inquiries faster and more effective.

Using Indexed Fields

The SEDAR database contains indexed fields (fields
for which an index exists) that allow faster retrieval of
data. The database is much like a book. If you are
looking for a topic, you turn to the book’s index where
you see the page number for that topic and you go
directly to those pages. If you do not find the topic in
the index, you may need to flip through every page of
the book to find the topic. Clearly, it takes longer to go
through each page of the book than it does to use the
index.

Similarly, building inquiries using these indexedfields
helps you locate data faster by speeding up the
processing time in SEDAR. You build inquiries from
the Build Issuer Profile Database Inquiry dialog box.

Only the Investment Fund Group Number and the
Profile Number indexed fields are available for profile
searches.
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When choosing a field that is not indexed, avoid
including more than one criterion in the Criteria field
(e.g., B.C., British Columbia). Adding more criteria
reduces the volume of retrieved data but increases the
retrieval time.

Recommended Operators and Criteria
The operators and criteria you select affect whether an

index is used to find the data. Use the operators and
tips listed in the table below to build inquiries.

Operator Tips

= » Use the = operator instead of the >=, <=, > or <
operators, whenever possible

» Whenever possible, select or enter only one
criterion for a field that is not indexed. Selecting
more than one criterion reduces the volume of
data retrieved but increases the time it takes to
find the data

Like * Do not place a wildcard character in the first
position of a search criteria (for example, *Issuer
Name) when using this operator. If a character
exists for the field you selected, the index will not
list the entry

» Toreduce the number of projects or profiles being
returned and make your inquiry faster, enter as
many characters as you can before placing a
wildcard character as the last character. Do not
place a character after awildcard

* Whenever possible, select or enter only one
criterion for a field that is not indexed. Selecting
more than one criterion reduces the volume of
data retrieved but increases the time it takes to
find the data
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Using Operators Effectively

Before adding criteria to a profile search inquiry,
always specify whether the type of profile you are
searching for is one of the following:

* Other Issuer
* Investment Fund Group/Investment Fund Issuer
» Other Filer.

The table below shows the most efficient waysto
retrieve information.

Use...

Profile number

For the Profile Number field, use the = operator and enter:
« the profile number excluding the zeros at the beginning of the
number. A single profile isretrieved

* more than one number separated by semicolons to searchon
multiple profiles (Note that only public profiles are retrieved)

A filer’s full
name

For the Issuer/Filer Name, English field, use the = operatorand
enter the full name of the company

Note: Be sure to enter the exact name used when the profile was
created or last updated. If you know the profile number,
use it instead to reduce the search time

One or more
words that the
filer's name
starts with

For the Issuer/Filer Name, English field, use the Like operator,
type in as many of the words in the company name as possible
and enter an asterisk (*) as the last character

More than one profile may be retrieved, depending on the amount
of information you entered in the Criteriafield

The industry to
which the
company
belongs

For the Industry Classification of Issuer field, use the = operator
and select one of the choices. This reduces the number of profiles
retrieved but may increase the retrieval time

Filer User's Guide 8.054
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To search by... Use...

The company’s For the Stock Symbol field, use any operator except Not= and Not
stock symbol Like. Enter a maximum of five uppercase letters (A-Z)

2.7.1 Building a Search Inquiry

To build a search inquiry, you specify field, operators
and criteria.

1. On the SEDAR main window, click the Search
Profiles module.

The Search Profiles main window displays.

48 cearch Profiles ]
Eile Help
To see the keywords uzed in the inquing, select it from the list, then press Open/Update [nquiry.
To submit a saved inguiry. select it from the list, then press Submit |nguiry.
List of lzzuer Prafile Inquiries:

Inquiry  Status / Date
Mame  Last Submitted Description
GROUP 08/17/2005  pr
TEST 08/23/2005  profiles

o New \nquuy o Openlpdste Inguin.. | Open Feport.... | Subrmit [rguiny |

This is where the inquiries you create and submit

are listed. The list is empty until you save or submit
the first inquiry.
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Click New Inquiry.

The Build Issuer Profile Database Inquiry dialog
box displays.

Build Issuer Profile Database Inquiry 5[
Frofits Typee oK
A ame [SEARCHT -
Investment Fund Group Canicel
. Irvestment Fund lssuer
Bt [Get Al Profiles Dthier lssuer =l Help
Lrof of Pl o Sl e et Linemz

|ssuer/Filer Head Office Address - Country d Ceazed Aeporting -
|ssuer/Filer Head Office Addiess - Province Mot = Mot Applicable I—
|zsuer/Filer Name, English All provinces and territaries of Canada
Izsuer/Filer Mame, French Eritigh Columbia
Jurigdiction where formed Alberta

{eporting |ssuer Saskatchewan

Hanitoba

Qther Filer Contact Mame Ontaric
Other lssuer Contact Name Quebec
POP lssuer News Brunswick
Principal Regulator Maova Scotia
Profile Mumber Frince Edward lsland
RRSF Eligible Newfoundland |
Sales Compensation Type Add and Yiew North west Temitariss
Size of lssuer [Aszets] ko, i
Stk Furhannes where listed o annted T Hunas it =
a i _>|J Clear Criteria | 4 ' | LI—I

In the Inquiry Name field, give a name to your
inquiry of up to eight characters. Press TAB. In the
Description field, enter additional information (up to
40 characters) to help you identify the inquiry. Both
of these fields must be completed in order to save
or submit the inquiry.

Select the profile types you would like to search on.
The option All Profile Types is selected by default.
Ensure that you have selected the correct profile

types before you start adding criteria to the inquiry.

Select a field from the List of Fields to Search On.
For each field you select, the available operators
appeatr.

Select an operator. The operator determines the
relationship between the field you are searching on
and a specific criterion.
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7. Enter a criterion. If you have selected the Like
operator, type an asterisk at the end of your
criterion, if you want to include all occurrences of
the keyword followed by another word.

For more information on operators and criteria, see
“Recommended Operators and Criteria”.

8. Once you have selected a field, operator and
criteria combination you can either:

* Add it to the inquiry, and view only the selection
you added

* Add more inquiries (field, operator and criteria
combinations).

To add another query, click Add/Keep Adding
and the selected field will be marked with an
asterisk. Repeat steps three to eight to add
more queries to your inquiry.

9. When you are finished building your inquiry, click
Add and View after entering your last criterion.
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The View Profile Database Inquiry dialog box
displays.
VYiew Profile Database Inquiry x|
e
Inwestment Fund Group = LI
Deserptivy [t Al Frofles Iestment Fund lscuet El ~
Cancel

Help

Ao Ve [N

Lt af Fillst Setaciad Eiperaree

Clear Ingquiry

Delete Selection | Change Operatar | Change Criteria |

You can perform any of the actions shown below.

Click... To...

Change Operator Modify an operator if you are not
satisfied with yourselection

Change Criteria Modify a criterion if you are not
satisfied with your selection

Delete Selection  Delete unwanted lines if you are not
satisfied with your selection

Clear Inquiry Delete the entire inquiry

Build Continue building yourinquiry
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10. Do either of the following:

+ Click Save to save your inquiry in your
database before submitting it to SEDAR. The
Search Profiles window displays.

* Click Submit. Yourinquiry is saved and displays
in the list of inquiries.

For more information on submitting inquiries from
0' the Search Profiles window, see “Submitting a
Search Inquiry”.

2.7.2 Submitting a Search Inquiry

Before you submit an inquiry to SEDAR, first save it in
your database and then submit it to SEDAR. Once the
report has been submitted, you can view the report
produced by SEDAR, using the Filer Profile Report
Viewer.

Save the profiles contained in the inquiry in the
Profiles database on your computer, using the
following procedure:

Filer User's Guide 8.054 Page 49



Maintaining Filer Profiles

1. On the View Profile Database Inquiry dialog box,
click Save to store the inquiry on your computer.

x|
e Name: | =
- = Investment Fund Group Save
I nent Fund lssuer

Doty |Gt Al Profles Other lssuer =l Build...
L o s Siaarta Llpenai £z Cancel
dic Aepol szuEl Dritario

Help

¥iew Profile Database Inquiry

SRl Ty

Clear Inguiry

DelleSelection | Change Operctor | Change Cilaia |

2. The inquiry displays on the Search Profiles
window, in the List of Issuer Profile Inquiries, with
the status “Not Submitted.”

g Search Profiles
Eile  Help
To sty thip karywords wsed in B ingquiny. thi s, thy OpenyL

Ta submit & savad inquiry. select i om the st han press Submit Inguiry.
List of lssuor Proflo Inguiries:

Inguiny
Name
PROFILEY
PROFILEZ
SEARCH] ¢

Nirw Inquiry. | OpanfUpdate lnguiry. a |® jD

Filer User's Guide 8.054 Page 50



Filer User's Guide 8.054

Maintaining Filer Profiles

3. Click Submit Inquiry to send the inquiry to the

SEDAR server. Once the submission has been
made, a report is sent to your computer.

The Search Profiles window re-displays.
Click Open Report.

The Filer Profile Report Viewer window displays.

Filer Profile Report Yiewer ﬁl

List of Reparts For Inguiny:

|SEARCHT  Get all Profiles

|Repart Name Delete Repart | Cancel |

Help

List of Profiles in Selected Report

|F\Ier Profile Mame Profile Murmber lssuer Type Last Update
123 Co. 10000737 [ther ssuer 1141872004 ﬂ
A, 10000720 Other Filer 10/08/2004
aaaa 10000791 lssuer Fund 12/01/2004
ah 10000603 Other |ssuer 03/24/2004
ABC Company 10000715 Other lzsuer 1070872004
ABC Company 10000719 Other lssuer 0B/28/2005
ABC Day Care 10000884 Other Filer 02/03/2005
ABLC 10001006 (ther lssuer 07/08/2005
C 10000330 Cither |ssuer 0841

17/2005

Open Pictie.. . 1) Pint List of Prafiles | Piint Prafile |

Under Report Name, highlight the inquiry thatyou
submitted.

The List of Profiles in Selected Report displays the
profiles that meet your criteria. The date shown
under Last Update indicates the date when a
profile was last modified by the filing service
subscriber.
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6. Select the profile you would like to view and click
Open Profile.

The (type of) Profile Information - Openwindow
displays the profile information for the selected
filer.

Investment Fund Issuer Profile Information - Open

Marne: IIssuerDetai\sl Flepmlimgl Extemnal Parliesl Previous |ssuers

— Mam

Prafile Number: [10000973

Hamea g IAE C Overseas Fund

iz g IAE C Overseas Fund
Arading ohass | Ao (ffine datmass

i~ Group Name

Giegn Amber (10000972

Kame (7 |48 Fund Group

Hama IAEC Fund Graup

( Transler\b oK | Help |

7. Totransfer the selected profile to your local Profiles
database, click Transfer.

Once the profile has been added to your local
database, SEDAR prompts you with a message
confirming that the transfer was successful. If the
profile being transferred already exists on your
local profile database, it is replaced by the server
version of that profile.

Other profiles are returned if they are related to
profiles that match the inquiry criteria through a
“previous profile” relationship. If you do not want to
receive previous filer profile information, do not
select either the Issuer/Filer Name or Profile
Number fields in your search inquiry.
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2.7.3 Modifying and Updating aSearch
Inquiry

The View Filer Profile Database Inquiry dialog box
enables you to view or modify inquiries. The field,

operator and criteria combination for the inquiry is
displayed.

To delete a selection, or change an operator or a
criterion, select it and select the corresponding button
below the list field. You can also view or modify on the
Build Filer Profile Database Inquiry dialog box. You
can switch between the build and view modes by
clicking OK to go to the View dialog box or clicking
Build to go back to the Build dialog box when building
or modifying an inquiry. You can also submit an inquiry
to the server from the View dialog box.

To change an inquiry that has already been saved or
submitted, open and modify the inquiry as described
above. When you submit an updated inquiry that was
previously submitted, SEDAR prompts you to enter a
new report name for the inquiry.

If you delete an inquiry that has been submitted, all
associated reports are also deleted, including all the
profiles. Profiles added to your local Profile
Management database are not deleted.
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2.8 Monitoring Profiles

From the Profile Management window, you can
refresh profiles (to make sure that you have the latest
information in your local database), and view the
status of profiles.

Refreshing a Profile

Filer User's Guide 8.054

As any filing service subscriber can update any public
profile, it is important to ensure that your local
database contains the current version of the profile
before proceeding with a filing. To refresh a profile,
click on the profile on the Profile Management window,
then click Refresh Profile. To refresh more than one
profile at a time, highlight the first profile to be
refreshed, hold down the Shift key and highlight the
last profile to be refreshed. After you click Refresh
Profile, all of the profiles between and including the
firstand last profiles highlighted will be refreshed.
Similarly, several profiles may be refreshed although
they are not in sequential order in your Profile
Management window. Highlight the first profile, hold
down the Control key then highlight the remaining
profiles to be refreshed by clicking on each profile. All
the profiles highlighted will be refreshed.

The Last Updated/Status column in the Profile
Management window will indicate the date the profile
was last updated. To review the profile details, click
Open. If, after reviewing the refreshed profile, you
determine that some of the profile details have not
been updated, click OK to return to the Profile
Management window and click Update.
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Updating aProfile
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You can update a profile listed on the Profile
Management window by highlighting the profile and
clicking Update. Once you have updated the
necessary fields, click Submit to update the SEDAR
server version of this profile and your local copy.

The Submit button will not be highlighted

(i.e., italicized) if you have not completed all the
mandatory fields (indicated by the field names shown
in italics).

The SEDAR server will undertake a review of profile
details at the time of submission to ensure the stock
symbol provided (in Other Issuer profile types only) is
not currently indicated in another Other Issuer’s
profile. If a message displays indicating that the stock
symbol is already in use, the profile update can be
submitted by clicking Yes in the warning message box.

As well, if you attempt a profile update to the SEDAR
server for any profile type, without first having
refreshed that profile, you may receive a message
informing you that your current local copy of the profile
does not match the official copy on the SEDAR server.
The Last Updated/Status column will indicate that
profile’s status as Resubmit. You must refresh the
profile and review its details (see “Refreshing a
Profile”) prior to making any further changes.
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A profile is updated only once submitted to the server.
Changes that are made and saved but not submitted
will not be reflected in the profile information included
in an electronic filing.

When updating an Investment Fund Issuer or Other
Issuer profile to indicate that the issuer has ceased
reporting (select the Ceased Reporting option in the
Jurisdictions where Reporting Issuer field), be aware
of the following:

)

* The profile will display with the status “inactive’
in lists of profiles for creatingfilings

* The profile cannot be used to send filings to
SEDAR

* The profile cannot be copied and used as the
basis for a new profile.
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Viewing Profile Statuses
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The status of profiles is shown in the Last Updated
Status column on the Profile Management window.
The statuses and their definitions are shown below.

Status

Definition

In Process

A new profile has been created and stored on
your local database. However, not all of the
mandatory fields have been filled in, so the
profile is not ready to be submitted to the
server

Ready

All mandatory fields have been filled in and the
profile is ready for submission to the server

Resubmit

An error occurred during the submission to the
server. Correct and select Submit again to
resubmit the profile to the server

Date/Time

Once a profile has been submitted to the
server, the date and time when the profile was
stored on the SEDAR server is displayed in the
Last Updated field
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Creating a Project

3.1 Overview

How a Filing Is Processed

Before filing electronically, you create issuer profiles
which contain essential information, such as the name
and address of the issuer and the type of filer (for
more information, see “Overview”). For each filing,
you create cover pages which also include essential
name and address information (for more information,
see “About Cover Pages”).

After you complete your cover page, you can
assemble your filing by selecting recipient agencies,
adding fees and attaching files (for more information,
see “Completing the Project”). When you submit a
document to SEDAR, the submission is assigned a
permanent project number and a submission
number.
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Projects and Submissions
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A project identifies a set of electronic filings that are all
related to a particular matter. For example, all filings
submitted for a prospectus are identified as part of one
project. All documents submitted by the recipient
agencies in response to that prospectus will also be
identified as part of the same project. In this example,
the electronic filings making up the project would
include the preliminary prospectus, the final
prospectus and all formal correspondence between
the filer and the recipient agencies during the waiting
period. A project enables both the filers and the
recipient agencies to track a series of electronic filings
and related regulatory responses.

To create a project, you must first ensure that your filer
profile is in your local Profile database and it contains
the most current information. When a new filing is
created, the system generates a temporary project
number that will be the same for all filings within that
project. All filings within the same project are assigned
a submission number, starting with 00000001 for each
project. Until submitted, project numbers begin with
TMP (temporary) and submission numbers with SUB
(submission). Upon submission, the SEDAR server
assigns the filing a permanent project and submission
number.
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3.2 About Cover Pages
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To submit filings electronically using SEDAR, you
must complete an electronic cover page. This SEDAR
form is used to indicate the type of issuer, type of filing
and the documents that are to be included in the filing.
You enter the required information directly on the form,
then electronically attach your filer profile, files and
fees as applicable. The cover page contains all the
information relating to a project. Once submitted, the
cover page cannot be deleted from the server but
certain fields can be amended by filers.

You can create your cover page if the filer profile for
which you are filing is in your local Profile database.

SEDAR offers five types of cover pages. The cover
page you complete depends on the category of filer
and filing and the type of filing selected, as shownin
the table below.

And the
If the category cateqaory of
of fileris... ategory Use the...
filing is...
InvestmentFund  Securities Investment Funds
Issuers Offering Cover Page (see
“Creating an

Investment Funds
Cover Page”)
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And the
If the category category of
of fileris... Y Use the...
filing is...
InvestmentFund  All types except General Investment
Issuers Securities Funds Cover Page
Offerings (see “Creating a
General Investment
Funds Cover Page”)
Other Issuers Securities Issuer Cover Page
Offerings (see “Creating an

Issuer Cover Page”)

Other Issuers

All types except

General Cover Page

Securities (see “Creating a

Offerings General CoverPage”)
Third Party All types Third Party Cover
Filers Page (see “Creating

a Third Party Cover
Page”)

You can save or modify a new filing before you submit
it to the SEDAR server. Once a project’s cover page is
created and saved, you can add recipient agencies
and fees and attach files later when you wish.

You can send a submission when all the mandatory
(i.e. italicized) fields are filled on the cover page. All
filings submitted by your organization are listed on the
Filing Management window.
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3.3 Creating an Investment Funds Cover Page

To create an Investment Funds cover page for anew
filing:

1. On the SEDAR main window, open the Filing
Management module.

The Filing Management window displays.

ing Managament

rasct hom SEDAR based on your Rfosh List inguiny:

v
fiing Type [ issuer/Fiertiome  [ate] Filing Cotegory -
Acquittion Filings |Advanced Process Fusls et Applicabla
hancial Statements Advanced Frocass Fuels Carfruous Discloture
Frospactus (MFE 9054-1384 Quebec Inc Secuntias O¥arings
1 Prospects Alpha Funds Secunties ferings
piort Alpha Funds Cortruons Disclosur
Diamand Finlds Intamational Cartruous Disclosure
hancisl Statements Amico Capial Corp Corfiruous Discloture
Ernt enses Diamond Fields Intarnational Cansruous Disclosure
wases Testico Cormnuous Disclosure
rasas urserd canadian shanes bmily Cortnuows Disclosure
TOTEIETS TRt Fross Holoases HOVA Chamicals Carporation Cartruous Disclosure
00150214 DO0OO00QT Prass Releases MO Chemicals Carporatior Corfiruous Discloture
00143957 0000001 Prass Releases Name Cansruous Disclosure
0043627 000000 Intenim Financial Stoternents | CHC Helcopler Corporetion Cormnuous Disclosure
00149586 DODOODEN Press Roleases Lagasco Corp Cortnuou: dosuriy |
00143584 (00000 Prass Roloases Lagasca Cop Cartruous Disclosure
00143450 00000001 Frass Ralaases SEADRTEST Carfruous Discloture
00143458 000O00AZ  Press Releases SEADRTEST Cansruous Disclosure
00143458 DO0O00G3 Press Releases SEADRTEST Cormnuous Disclosure
00149458 DOOO00G4 Press Roleases SEADR TEST Cortnuous [
00143458 DO0O00GS Prass Roloases SEADRTEST Cartnuou:
Frass Ralaases SEADRTEST Carfruous Discloture =
| [
2. On the File menu select Create a New Filing.
The following message displays:
ling Management 5[

@ Have vou verified that the profile(s) vou intend ko use For this filing are current in Profile Management?

o |
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Do not disregard this message, because, for
example, if an issuer has ceased reporting, their
profile will have been updated and you will no
longer be able to use the old profile to send a filing.
For more information on refreshing the list of
profiles, see “Monitoring Profiles”.

3. Click OK if the profiles you intend to use are upto
date.

The New Filing dialog box displays.
— when finished selecting, choose OF. -

Select the category of Filer: Select the categary of Filing 0K

Securiies Offerngs
Other lzsuers Continuous Disclosure
Third Party Filers Exemptions and Other Applications

Cancel

dui

Help

Select Filing Type:

=23 General
[ Simplfied Prospectus and &nnual Information Form (NI §1-101)
[ Lona Foim Frospectus
[ Other Fiings

4. Select the following:

+ Category of Filer—Investment Fund Issuers
+ Category of Filing—Securities Offerings.

A list of possible filing types for your selection
displays.
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5. Select a filing type and click OK.

The Investment Funds Cover Page dialog box
displays showing information specific to thefiling
type you selected.

Investment Funds Cover Page : x|
Project : Filing Type: .
[TrPO000Z [Long Fom Frospectus —I"W e
I ssuer Infarmation Fees... |
syt Fd G Mams:
I f Fik I Subrrit |
Lt o fvissionen Pt s r— | p— |
Cantact Informatian Pase2. |
Mo | o
et Ame [T AMewsr [T Bt [ | —I
Fas frea [ Mumber [
Email ID: |

To assign a file to a document in the list, select the document and then press "ittach File. "', to add other documents, select
“Other*" and then press "Add Document..."

Filing S ubtupe/Document Type File Hame [

& ProFoma —IA#“MFM
&1 Amendment to Prefminary DetechFie |
&1 Final

£ Amendment to Final Duplieate

= AddDocument. |

6. Click List to display a list of investment fund group
profiles that are stored on your profilesdatabase.

The Available Investment Fund Groups dialogbox
displays.

Available Investment Fund Groups

=
Please Select the Group that this Investment Fund Cover Page is far.
Help

50000032 TEST Investment Fund Group
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7. Select a profile and click OK. The Investment
Funds Cover Page dialog box re-displays with the
profile name in the Investment Fund Group Name
field.

8. Click Add Fund beside the List of Investment Fund
Issuers field to display a list of all investment fund
issuers in the selected fund group whose profiles
reside on your local Profile database.

Add Investment Fund Issuer

Select the Investment lesuer|z] to Add, then press OK, or check the Select All box. oK

i Cancel
Select Al = =

Help

4l

10000823 Alpha Canadian Fund
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9. Select one or more funds and click OK.

The fund names appear in the List of Investment
Fund Issuers field.

Investment Funds Cover Page 1[
PFroject #: Filing Type:

A,

|TMPUUUUZ |Lung Foim Prospectus &I

Issuer Information Fees...
At P G Mama:

[10000822"Alpha Funds L | Stibrt |
L15F  Frrvosimeed Flant fesoer, At Faied | Gam I
10000823 Alpha Canadian Fund .
Femove Fund Cancel
[Contact Information Page 2 |

Mame [lohn Smith

Help
Fal Aaz [418 A [555-8799 Ext: I —I
Fax: Area | Number:

Email ID: |

To assigh a file to a document in the list, select the document and then press “Attach File...", to add other documents, select
"Other'" and then press "Add Document...".

Filing Subtype/Document Type Fils Name __ +|

Pro Foma —I,-Jai"&d)ﬁ&
Amendment to Preliminary Detach File |
Final
Amendment to Final Duplicate

B #idd Document... |
il

G

oooo

10. Click on a fund name. The Remove Fund button
becomes available; click it if you need to delete a
fund issuer from the list.

11. Fill in the Name and Telephone fields in the
Contact Information section.
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12. Click Page 2.

Creating a Project

The second page of the cover page displays.

Complete the fields as applicable.

Investment Funds Cover Page @
Algnfizagtg S Esamoiive G g Page 1.

Mo related anplication i necassan

All provinces and tenitories of Canada
Biitish Columbia

Alberta (45C)

Saskatchewan

Vil

Aandiagi A R 1

Ma related application is necessany
All provinces and tenitories of Canada
Biitish Columbia

Alberta [ASC)

Saskatchewan

Vil

Fhiltyg e /e Apnfiaatin

Mo prefiling or waiver application made
Al pravinces and temitories of Canada
Biitish Columbia

Alberta [ASC)

Saskatchewan

Vil

Help

13. Click Page 1 to return to the firstpage.

After you have completed the cover page, you can
select recipient agencies and attach fee payment
instructions and project files. Do one of the

following:

To continue, do not exit the Investment Funds
Cover Page dialog box. For more information,

see “Completing the Project”.

To save your cover page on your PC workspace
for later assembly, click Save. The project is
assigned a temporary project number. Make
note of the number for future reference.
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3.4 Creating a General Investment Funds Cover Page

To create a General Investment Funds cover page for
a new filing:

1. On the SEDAR main window, open the Filing
Management module.

Filer User's Guide 8.054

The Filing Management window displays.

ng Management

a
A i il

Yiew Options Help

ractfrom SEDAR based on your Refresh List inguiry.

¥
Eemeyve Unsubmited FHing(s) I'iﬂl\l Type [ Issuer/Filer Mame [ane] Filing Categary. -~
Acquigition Filings |Advanced Procees Fuels Mot Applicakle
il it ] ancial Statements Advanced Process Fuels Continuous Disclosure
Eetrieve Bubrmissians) Prospectus (NPS 3054-1384 Quebec Inc Securiies Offerings
BubrmitEulriesen(s) Prospectus Alpha Funds Securities Offerings
port Alpha Funds Continuous Disclosure
Fefreslbioizes Diamond Fields International  Continuous Disclosure
Refrash List ancial Staternents | Armco Capital Corp Continunus Disclosure
Brint. eases Diamond Fields International Continuous Disclogure
= ease: Testco Continuous Disclosure
Exit Bases united canadian shares limite Continuous Disclosure
O G0215  ooonnooT Press Releases NOWA Chemicals Corporatio Continuous Disclosurs
00150214 00000001 Fress Releases MNOWA Chemicals Corporatio Continuous Disclosure
00149957 00000001 Press Releases MNarme Continuous Disclosure
00149627 00000001 Interim Financial Staterents  CHC Helicopter Carparation Continuous Disclosurs
00149586 00000001 Press Releases Lagasco Corp. Continuous Digclogure e
00149584 00000001 Fress Releases Lagasco Corp. Caontinuous Disclosure
00149458  0000ODD1 Press Releases SEADRTEST Continuous Disclosure
00143458 00000002 Fress Releases SEADRTEST Continuous Disclosure
00149458 00000003 Press Releases SEADRTEST Continuous Disclosure
00149458 00000004 Press Releases SEADRTEST Continuous Disclosure
00143458 00000005 Press Releases SEADRTEST Continuous Disclosure
00149458  0000O00E Press Releases SEADRTEST Continuous Disclogure -
qo o o R o |>yJ
Oper | Betieye | Satils | Starit | Eetresh Prajest | Refrech List |

From the File menu, select Create a New Filing.

The following message displays:

SEDAR - Filing Management
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Do not disregard this message, because, for
example, if an issuer has ceased reporting, their
profile will have been updated and you will no
longer be able to use the old profile to send a filing.
For more information on refreshing the list of
profiles, see “Monitoring Profiles”.

Click OK if the profiles you intend to use are upto
date.

The New Filing dialog box displays.

x|
when finished selecting. choose OK.
Select the categary of Filer: Select the categary of Filing:
5 ecurities Dfferings Cancel
Oth Continuous Disclosure
Third Party Filers Ewermptions and Other Applications
Help

Select Filing Type:

=3 General -
[ Material Change Report
<[] News Releases
[&] Irterirn Financial Statements
@ Irterin M anagement Report of Fund Perfarmance
[ Annual Financial Statements
@ Annual Management Report of Fund Perfarmance
JBak - nrual Report
@ Annual Infarmation Farm (M1 §1-106]
[ Notice of the Meeting and Frecord Date
@ Management Proxy Materials
[ Compliance Reports (W1 81-102)
[ Change of Auditar Filings
[ Change in‘ear End Fiings
| Change in Leaal Structure Fiings LI

4. Select the following:

+ Category of Filer—Investment Fund Issuers

» Category of Filing—Either Continuous
Disclosure or Exemptions and Other
Applications.

A list of possible filing types for yourselection
displays.
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5. Select a filing type and click OK.

The General Investment Funds Cover Pagedialog
box displays, showing information specific to the

filing type you selected.

General Investment Funds Cover Page 5'
Project #: Filing Type: »
[TMPOO002 [annual Report &I
lssuer Infarmation Fees |
Ansesimen Al Gang Aaoms:
| . Submit |
LA o et Fland fseasm
Ak | sz |

Femove Fund

Contact Infarmation

Aame |
Fab i Asimtar Ext:
Faw A Mumber:

Email [D: |

Ta assigh a file to a document in the list, select the document and then press “Attach File...", to add ather documents, select

"Other’ and then press “Add Document..."

Letter conceming the addition of a recipient agency

Annual repart - French

Annual report [amended)- English
Annual report [amended) - French
Other =

[
B
B | Annual report - English
B
B
]

= Atk Fik.. |

Cancel |
Page 2...
Help

[etach File |
Duplicate: |
Add Document. |
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6. Click List to display a list of profiles stored on your

local Profile database.

The Available Investment Fund Groups dialogbox
displays.

Available Investment Fund Groups

Please Select the Group that this Investment Fund Cover Page is for,

Cancel

rli

Help
50000092 TEST Inwvestment Fund Group

Select a profile and click OK.

The General Investment Funds Cover Page Dialog
box re-displays with the profile name in the
Investment Fund Group Name field.

Click Add Fund beside the List of Investment Fund
Issuers field to display a list of all investment fund
issuers in the selected fund group whose profiles

reside on your local profile database.
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Add Investment Fund Issuer

Select the Investment |ssuer(s) to Add, then press OK, or check the Select Al box.

Select Al

10000823 Alpha Canadian Fund

9. Select one or more funds and click OK.

Note: A separate project should be created for each
report of exempt distribution report that is required to
be filed. If filing for more than one investment fund,
create a separate project for each investment fund that
is required to file a report of exempt distribution.

The fund names appear in the List of Investment
Fund Issuers field.

General Investment Funds Cover Page x|
Project #: Filing Type: ; .
[TvPo000S [News Freleases ”WLI

| zsuer Information
Srmastont Feand Geoogn Nama
[10000822 Alpha Funds

Lk e Asestmeel Fuend feveaees = - 3
10000823 Alpha Canadian Fund i S Feuad.. ; Save

Femave Fund | %
Contact Information Fage 2

Mz I Help
Taf Aana At Ext:
Fax: Area: Humber:

Ermnail ID: |

To assign a file to & document in the list, select the document and then press “Attach File...". to add ather documents, select
"Other and then press "Add Document..."

Filing 5ubtvpe/D ocument Tupe File Mame el sk At
B

[ Letter concerring the addition of a recipient agency Detach File
B

B

Mews release - English

News release - French Duplicate
Other
Add Documert...

10. Click on a fund name. The Remove Fund button
becomes available; click it if you need to delete a
fund issuer from the list.

Page 72



Filer User's Guide 8.054

11.

12.

13.

Creating a Project

Fill in the Name and Telephone fields in the
Contact Information section.

Click Page 2.

The second page of the cover page displays.
Complete the fields as applicable for the filing type
selected. These fields can be changed after
submission.

L [ickess Sk

Mafional lrestrumert 61-105 |

Financssl Fesing £t

12/31/2004

(mm/dd/ymy)

Financisl Fesing D Falsies i

[¥ear ended =l

Click Page 1 to return to the first page. After you
have completed the cover page, you can select
recipient agencies and attach fee payment
instructions and project files. Do one of the
following:

+ Tocontinue, do not exit the General Investment
Funds Cover Page dialog box. For more
information, see “Completing the Project”.

* Tosave your cover page on your PC workspace
for later assembly, click Save. The project is
assigned a temporary project number. Make
note of the number for future reference.
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3.5 Creating an Issuer Cover Page

To create an Issuer cover page for a new filing:

1. On the SEDAR main window, open the Filing
Management module.

The Filing Management Window displays.

ng Monongement

Ei Miew Options  Help

act Irom SEDAR b an your Balrosh List inguin:

iy Typae | bssuespFilos Mame [ A | Filing Cateqory -
Acquisiion Filings 1Advanced Process Fuels ot Applicable
ancial Staternents Advancad Pracess Fuals Continuous Disclosure
Frozpectys (MPS 90541384 Quebecnc Securities Offerings
i\ Prospachs Alpha Funds Sacurities Ofarings
pon Alpha Funds Continuous Disclozure
=i d 2 Dramond Fileds Infemahonal Continuous Disclosue
Fafresh List anciol Staterments  Arnco Capital Corp, Continuous Disclozure
Frint.. LIS Dramond Fileds Infemahonal Corinuos [ J!:.- dnisuny
Tesico Cortinuous Dis ra
Exl g urnlircd canacdian shanes ol Continuous Disclosue
OOTRIETS TRnmandT Frezz Fale MOWA, Chemicals Corparatio Continuous Disclozure
Omsnz14 - pannon Fresis R A HOA Chisrncads Corporaho Continuous Disclosue
00143357 (0000001 Presz Ralenses Hame Cortinuous Disclogure
LUNE LS Sl Intenirm Fmancal Satements  CHC Helicopler C Cortnuous Disclosure
00143506 (00000D1 Presz Ralenses Lagasco Corp. Cortinuous Disclogure ]
00149584 00000001 Prezz Relenses Lagazco Comp. Cortinuous Disclozure
00143450 00000001 Presz Ralenses SCADRTCST Cortinuous Disclogure
00149458 00000002 Press Relenses SEADRTEST Cortinuous Disclozure
a01458458  pAONOMS Pross Releases SEADRTEST Cantinuaus Disclosurn
00149458 00000004 Press Relenses SEADRTEST Cortinuous Disclozure
0044488 AODOMS Fresis Rleases BEADR TEST Continuous Disclosue
00149458 DO000DOE Press Relenses SEADRTEST Cortinuous Disclozure

Fripieecle i |'|l
|

| | | ki | | Fiaresh List

2. On the File menu select Create a New Filing.

The following message displays:

ing Management ﬂ

® Have you verified that the profile(s) vou intend ta use For this filing are current in Profile Management?

] tio
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Do not disregard this message, because, for
example, if an issuer has ceased reporting, their
profile will have been updated and you will no
longer be able to use the old profile to send a filing.
For more information on refreshing the list of
profiles, see “Monitoring Profiles”.

3. Click OK if the profiles you intend to use are upto
date.

The New Filing dialog box displays.

New Filing x|
When finished selecting, choose OK.

Select the categon of Filer: Select the category of Filing:

Investment Fund [ssuers Cancel
Continuous Disclosure

Third Party Filers Exemptions and Dther Applications
Going Privats/Related Pay Transactions Help
Secuities Acquisiions

Other Reviewable Transactions (Market Centres]

Select Fiing Type:

£ General =
- [E] Annual Information Form (N1 44-101)

- [2 Shelf Prospectus (NI 44-102)
[ Prospectus - MIDS (NI 71-101)
~[3 Lang Form Prospectus
[ Rights Offering Material
[ Other Filings
[#4 Wew Company Listing or Quotation
] Wew Security Issue (Supplemertal Listing)
[ Additional Listing by Prospectus
[ Private Placement
[ Shares for Debt {TS%V)
[ Exchange af Securities - Amalgamation or Rearganization
[l Acauisition/Disposition of Assets - Share Transactions [T5X4Y) =l

4. Select the following:

+ Category of Filer—Other Issuers

+ Category of Filing—Securities Offerings.
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A list of possible filing types for yourselection
displays. The filing type selected here determines
which recipient agencies can be selected later on
the Add a Recipient Agency dialog box. Be careful

to select the appropriate filing type within the
correct folder. For example, if you select a filing
type within the British Columbia folder, you will only
be able to select British Columbia recipient

agencies.

5. Select a filing type and click OK.

The Issuer Cover Page dialog box displays,
showing information specific to the filing type you

selected.

Issuer Cover Page [ ]

Project #

[ TMPOD00Z

Filing Type

IShnn Farm Prospectus (NPS 47)

Sesuss Mame

e
Fees

St |

()

e |

Cantact Infarmation

Namre, I

Area Coder [
AreaCode: [~

Tat

Fax:

Numbar l— Ext: l—
Murnber

Email ID I

and then press "Add Document. "

Cancel
Page 2

Help

To assign afile to a document in the list selectthe document and then press "Attach File. ", to add other documents, select "Other

Amendment to Preliminany
Final
Amendment to Final

poooD

Filing Subtype/Document Type

File Name o

Supplemented Short Form PREP Prospectus (NPS 44)

At
DtechiH(E
Dl Eate
i Docurment

6. Click List to display a list of profiles stored on your

profiles database.
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The Other Issuers and Other Filers dialogbox

Other Issuers and Other Filers E
Flease Selectthe Other Issuer or Other Filer that this Cover Page is for. a4 |

Cancel

This issuer has ceased ~ —————Fwesforoms oI Rl etk
reporting. Select another
profile.

Note: You cannot select the profile of an issuer that
has ceased reporting. For more information
on refreshing the list of profiles, see
“Monitoring Profiles”.

7. Select a profile and click OK. The Issuer Cover
Page dialog box re-displays with the profile name
in the Issuer Name field.

8. Fill in the Name and Telephone fields in the
Contact Information section.
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9. Click Page 2. The second page of the cover page
displays. Complete the fields asapplicable.

Issuer Cover Page E‘

Type of Securities:
omencan depostory shares e Undermwriter Info. ‘ Page .. ‘
Comman shares

Debt

Dierivative security Fromoter Info. ‘ Help ‘
Instalment receipts v
et et pet e A, ¥

[ Iritial Public Offering Agaregate Gross Proceeds
[millians]:

I™ Primary Offering CDN ’7

I Secondary Difering
[~ MJIDS offering in the United States

I Inclusion of Future Oriented Financial Information [“FOF1")

Annfinadiv Ay Eramndive Dndar s

Ma related application is necessary A
Al provinces and tenitories of Canada

British Columbia . (e
Llberta (ASC) I A T

Saskatchewan o Mo prefiling or waiver application made ~
All provinces and tenitaries of Canada &=
Tty ST British Columbia
Anpfinsbiv f Fapsbasin i Alarks (ACEY b
Mo related application is necessary ~
A&l provinces and tenitaries of Canada
British Columbia
Alberta (A5C]

Saskatchewan

10. Click Page 1 to return to the firstpage.

After you have completed the cover page, you can
select recipient agencies and attach fee payment
instructions and project files. Do one of the
following:

+ Tocontinue, do not exit the Issuer Cover Page
dialog box. For more information, see
“Completing the Project”.

« Tosave your cover page on your PC workspace
for later assembly, click Save. The project is
assigned a temporary project number. Make
note of the number for future reference.
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3.6 Creating a General Cover Page

To create a General cover page for a newfiling:

1. On the SEDAR main window, open the Filing
Management module.

The Filing Management Window displays.

ing Monogement

Miew Options  Help

act Irom SEDAR b an your Blrsh List inguine

iy Typae | srfFiles Name | A | Filing Cateqory 2|
Acquisinon Filings 1A Process Fusls ot Applicable
ancial Staternents Advancad Process Fuals Continuous Disclosure
Frozpectys (MPS 90541384 Quebec Inc Securities Offerings
i\ Prospachs Alpha Funds Sacurities Ofarings
pon Alpha Funds Continuous Disclozure
v d 2 Damond Fueleds Intematonal Continuous Disclosue
Fafresh List ancinl Statements  Amrnco Capital Corp, Continuous Disclozure
Frint.. LIS Damond Fueleds Intematonal Corinuos [ J!:.- dnisuny
Tesico Cortinuous Dis
Exl & urnlircd canadian shanes hmi Corinuous Discloge
OOTRIETS TRnmandT Frezz Felenses MONA, Chemicats Corparatio Continuous Disclozun
Omsnz14 - pannon Fress R " HIOA Chesrncats Corporaho Continuous Disclosue
00143357 (0000001 Prazz Relenses Hame Cortinuous Disclogure
LUNE LS Sl Intenirm Fmanoal Selements  CHC Hehcopter Corporation Cortnuous Disclosure
00143506 (00000D1 Prazz Relenses Lagasco Comp. Cortinuous Disclogure ]
00149584 00000001 Prezz Relenses Lagazco Comp. Cortinuous Disclozure
00143450 00000001 Prazz Relenses SCADRTEST Cortinuous Disclogure
00149458 00000002 Prezs Relenses SEADRTEST Cortinuous Disclozure
a01458458  pAONOMS Pross Releases SEADRTEST Cantinuaus Disclosurn
00149458 00000004 Prezs Relenses SEADRTEST Cortinuous Disclozure
0044488 AODOMS Fress R " BEADR TEST Continuous Disclosue
00149458 DO000DOE Prezs Relenses SEADRTEST Cortinuous Disclozure =
il [»[]
| e o | b | [ Eereipses || Ratesnie |

2. On the File menu, select Create a New Filing.

The following message displays:

SEDAR - Filing Management ﬂ

@ Have vou verified that the profilels) you intend to use For this Filing are current in Profile Management?

Mo
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Do not disregard this message, because, for
example, if an issuer has ceased reporting, their
profile will have been updated and you will no
longer be able to use the old profile to send a filing.
For more information on refreshing the list of
profiles, see “Monitoring Profiles”.

3. Click OK if the profiles you intend to use are upto

date.

The New Filing dialog box displays.
herring

Select the category of Filer

When firished selecting, choose OK.

[rrvestment Fund lssuers 3
hﬂm_ Cortinous

Thid Pary Fiers

Select Filing Type

x|
Select the categary of Fiing &

Going Private/Pelsted Party Transactions Help
Securties Acquisitions
Dther Reviewable Transactions (Market Centres)

=3 General
5] News Releases
@ Interim Certiicates
[ Irterim MD34
[ Annual Certificates
@ Annual MDEa

(3 Annual Fpart

[5] Material Change Report
s
[ Irkerim Financial Statements
Irterim Management Report of Fund Performance
[21 Annual Financial Statements
[ Aninual Managsment Report of Fund Petomance
-3 Aninual Information Form (N1 51-102)

[ Annual Information Form (M1 81-108]
[ Resale of Sacurities M1 45102] =l

4. Select the following:

+ Category of Filer—Other Issuers

« Category of Filing—Any category except
Securities Offerings.
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A list of possible filing types for your selection
displays. The filing type selected here determines
which recipient agencies can be selected later on
the Add a Recipient Agency dialog box. Be careful
to select the appropriate filing type within the
pertinent folder. For example, if you select a filing
type within the British Columbia folder, you will only
be able to select British Columbia recipient
agencies.

Select a filing type and click OK.
The General Cover Page dialog box displays,

showing information specific to the filing type you
selected.

General Covar Fage

Froject &

THFOD00Z SRTGaE |
Filing Type: - |
[snnuel Finansiol stotements
JosusrMame: _ —I
|
[Cartact nfarmation
Mams: I Cancel
o Codn [~ o [ Poge 2. |
o Help. |

To azsign afiletoa in the list, selectthe d th "Attach File_", to add other documeris, select "Other

and then pross “Add Document. ™

Filing Subtpe/Document Type File Name -
©  Audeed annunl financial stakements - English
B Aucbed an 3al slaterments - Fiench Ao .. |
o =
B . I
®m il 5 i distnbiated in Quehiec (O0)
1 v[]
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6. Click List to display a list of profiles that are stored
on your local Profile database.

The Other Issuers and Other Filers dialogbox

displays.
Please Selectthe Other lssuer or Other Filer that this Cover Page is for.
Cancel
Help

00011754 va Scotia Limited
00011753

Qui
00011755 Advanced Process Fuels

7. Select a profile and click OK. The General Cover
Page dialog box re-displays with the profile name
in the Issuer Name field.

8. Fill in the Name and Telephone fields in the
Contact Information section.
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Click Page 2.

The second page of the cover page displays.
Complete the fields as applicable for the filing type
selected. These fields can be changed after
submission.

General Cover Page

Fininl Feroe Enead Page 1
0671271953

(mmddnan Help
Financial ewnd D Relates 10

[ear ended =

Click Page 1 to return to the firstpage.

After you have completed the cover page, you can
select recipient agencies and attach fee payment
instructions and project files. Do one of the
following:

+ Tocontinue, do not exit the General Cover
Page dialog box. For more information, see
“Completing the Project”.

« Tosave your cover page on your PC workspace
for later assembly, click Save. The project is
assigned a temporary project number. Make
note of the number for future reference.
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3.7 Creating a Third Party CoverPage
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To create a Third Party cover page for a newfiling:

1

2.

On the SEDAR main window, open the Filing
Management module.

The Filing Management Window displays.

{5 Filing Management

Yiew Options Help

}x(rar:ﬂmm SEDAR based on your Refresh Listinguiry.

telelte) el i e ¥
Rerove Ursubrited Filng(e),  [inaTyps [ issuerFilerName [ Atte Filing Cateqory -
Acquisition Filings | Advanced Pracess Fuels Not Applicable
Bren Butmiesien ancial Statements | Achvanced Process Fuels Continuous Disclosure
Belrieye Bubmiss ons) Prospectus (MPS |9054-1384 QuebecInc Securiiies Offerings
Bubrmit Submiseions) Prospectus Alpha Funds Securities Offerings
port Alpha Funds Continuous Disclosure
Fiafrash Froject Diarmond Figlds Intemational Continuous Disclosure
Fefrash List ancial Statements | Armca Capital Camp Continuous Disclasure
Print eases Diarmond Fields Interational Continuous Disclosure
- ease Testca Continuous Disclosure
Exit eases united canadian shares limite Continuous Disclosure
T ress Neleases NOVA Chermicals Corparatio Continuous Disclasure
00160214 00000007 Press Releases MNOWA Chemicals Corporatio Continuous Disclosure
00748357 00000001 Press Releases Name Continuoug Disclosure
00148627 | 00000007 Interim Financial Statements | CHC Helicopter Corporation Continuous Disclosure
00143586 | 00000001 Press Releases Lagasco Corp. Continuoug Digclosure b
00149584 | 00000007 Press Releases Lagasco Corp. Continuous Disclosure
00143456 00000001 Press Releases SEADRTEST Continuous Disclosure
00149456 | 00000002 Press Releases SEADRTEST Continuous Disclosure
00143456 00000003 Press Releases SEADRTEST Continuous Disclosure
00143458 00000004 Press Releases SEADRTEST Continuous Disclosure
00143456 00000005 Press Releases SEADRTEST Continuous Disclosure
00143458 | 00O00000B Press Releases SEADRTEST Continuous Disclosure -
qoo oo o R - T |>]J
OpEr| | Betieve | St | Sulardit | BefrestiPraject | Refresh List |
On the File menu, select Create a New Filing.
The following message displays:
SEDAR - Filing Management =]

@ Hawve wou verified that the profile(s) you intend to use For this filing are current in Profile Management?
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Do not disregard this message, because, for

Project

example, if an issuer has ceased reporting, their
profile will have been updated and you will no
longer be able to use the old profile to send a filing.

For more information on refreshing the list of

profiles, see “Monitoring Profiles”.

Click OK if the profiles you intend to use are
date.

The New Filing dialog box displays.

&
‘when finished selecting, choose OK.
Select the category of Filer: Select the categary of Filing:
Investment Fund |ssuers Cancel |
Other lssuers

Halp

Select Fiing Tope:
E| 3 General

[E] Take-over Bid Filings

@ Ekempl Take aver Bid Filings

=3 ACQU\SIIIOH F\\lngs [Allematlve M onthly Report)
[E] Prosy Solicitation Materials
[ Take-over Bid Filings [Stock Exchanae or by Cireular)

H [ Sale trom Control Block

[1-[Z] British Columbia

upto
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4. Select the following:

» Category of Filer—Third PartyFilers
» Category of Filing—Any type.

A list of possible filing types for your selection
displays.

5. Select a filing type and click OK.

The Third Party Cover Page dialog box displays,
showing information specific to the filing type you
selected.

Third Party Cover Page E x|
Project #:

TMPOO00S —I”g'”w S
Filing Type: Fees.

|Secumlies Acquisition Filings [Early W arming)

Submit |
Feseny Name {fasal ~
[ Lo B
Filer Mame (el

I LAt Cancel
Cantact Information Help
Mam: |

Tert aag it Ataminar Ext
Fa Area Code: Humber:

Email |D: [

Ta assign a file to a document in the list, select the document and then press "Attach File...", ta add ather documents, select
"Other'" and then press “Add Document...'".

Filing Subtyne/Document Tyne File Name o

& Early Wamning Report At i

€5 | Disqualification Report S
Duplizate

= AddDosument
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6. Click List beside the Issuer Name (Offeree) field to
display a list of profiles that are stored on your local
Profile database.

The Investment Fund Issuers, Other Issuersand
Other Filers dialog box displays.

Investment Fund Issuers, Other Issuers and Other Filel

Select the izzuer for this cover page

10000763 90541384 Quebec Inc.
10000823 Alpha Canadian Dividend Fund
10001022 Testl

7. Select a profile and click OK. The Third Party
Cover Page dialog box re-displays with the profile
name in the Issuer Name (Offeree)field.

8. Click List beside the Filer Name (Offeror) field to
display a list of profiles that are stored on your local
Profile database.

The Investment Fund Issuers, Other Issuersand
Other Filers dialog box re-displays.
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9. Select a profile and click OK.

The Third Party Cover Page dialog box re-displays
with the profile name in the Filer Name (Offeror)

Third Party Cover Page x|
Project # e
[TMFO0005 lavicins. |
Fiing Type: Feas |
[Securities Acquisition Fiings [Early Warring) h
ubrnit

e fiama (T anal 4|
[10000823 Alpha Canadian Fund Lt Save

Filar fama (ot el |
[10000330 ABC Miring Carporation [ g anes

Contact Infarmation Help |

Aama |

Faf s St | M Ext
Fax: Area Code: | MHumber:

Email ID [

To assign & file to a document in the list, select the dacument and then press "Attach File...", to add other documents, select
"Other” and then press "Add Document...".

& Early WarnHepurt Affah e

3 Disqualification Freport R
Duplicate

= | AddDocumert...

10. Fill in the Name and Telephone fields in the
Contact Information section.

11. After you have completed the cover page, youcan
select recipient agencies and attach fee payment
instructions and project files. Do one of the
following:

* Tocontinue, do not exit the Third Party Cover
Page dialog box. For more information, see
“Completing the Project”.

* Tosave your cover page on your PC workspace
for later assembly, click Save. The project is
assigned a temporary project number. Make
note of the number for future reference.
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4.1 Overview
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You use the SEDAR Filing Management module to
assemble and submit your filings, monitor the status of
your filings, add documents to your filings and
exchange formal correspondence with the agencies
reviewing your filings.

You can start assembling your filing submissiononce:

» The filer profile for which you are filing is inyour
local Profile Management database

* You have created a cover page.

After you create a cover page, you assemble your

filing by:

» Selecting recipientagencies

* Adding fees

« Attaching files.

You can save or modify the filing at any time before

you submit it to the server. Therefore, you may want to

add recipient agencies and fees ahead of time and

attach files later when they are ready. You can send a

submission when all the mandatory fields are filled in

on the cover page. All filings sent by your filing service

subscriber company are listed on the Filing
Management window.
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4.2 Selecting Recipient Agencies

Before selecting the agencies to which you will submit
the project, you must first create the cover page. For
more information, see “Creating a Project”.

After all Issuer Information fields have been completed
on the cover page, the Agencies button becomes
available.

Note that after the initial submission, you can only add
recipient agencies of the type selected initially and
only using the Add to a Filing, Documentfunction.

To select the agencies that receive a copy of the filing:

1. If you are already on the project cover page, goto
step 2.

If you are not on the project cover page, open the
Filing Management window and select the filing for
which you want to select recipient agencies, and
click Open.

The [type of filing] Cover Page dialog boxdisplays.

2. Click Agencies.
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The Add a Recipient Agency dialog box displays
listing the available agencies.

Add a Recipient Agency x|
Select the Agencies to receive the filing, then press OK.
Agency Tupe - oK I
+ Commiszionz AND Maiket Centres [Exchanges] Cancel |
= Test Filing Help |

Select &ll Commizsion Agencies Select All Market Centre Agencies |

Prince Edward l¢land
Mewfoundland
Marthwest Termitories

Depending on the category of filer, the category of
filing and the filing type, and the folder in which it is
located, one of the following options displays in the
Agency Type field:

Commissions

+ Market Centres (Exchanges)

+ Commissions and Market Centres
(Exchanges).

The Test Filing option is always available.

Note: To become familiar with SEDAR, you can
submit a file as a test by clicking Test Filing.
Your submission is sent to the SEDAR
server but no agency receivesit.
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In the Agency Type field, click the agency type for
your filing or testfiling.

In the Agency field, select the required agencies.
Click OK.

The Recipient Agencies dialog box displays with
the agencies selected in step 4.

Recipient Agencies @

A principal jurisdiction must be identified excspt for Market Canter only filings.

Hecipient Agency [ Principal | Reference Email ID Adld
TS i e
Alberta [A5C)

S askatchewan

Manitoba

Ontario

GQuebec

Mew Brunswick

Mova Scatia

Piince E dward Island
Mewfoundland and Labrador

Delste.
Cancel
Help

Morthwest Teritories
Yukon
Munavut

N ) ) )

4| 3

Ermnail I

Click the Principal column beside the name ofa
commission to designate it as the principal
regulator. For non- reporting issuers, the
principal column will display as N/A (Not
Applicable).

You cannot designate a market centre asthe
principal regulator.

If you want to include the SEDAR e-mail ID of the
contact person at the agency who can be
contacted by the filer via SEDAR email when the
filing is received by an agency, do the following:

a. Click Email ID to open the Email ID dialogbox.
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b. Select the recipient agency and enter the user ID.

C. Click OK. The Recipient Agencies dialogbox re-
displays showing the selected email ID in the
Reference Email ID box.

8. Click OK. The [type of filing] Cover Page dialog box
re-displays.

9. You may add fees and attach files to the project.
Select one of the actions below.

To... Do this...

Add fees Do not close the window. See
“Adding Fees”

Attach files Do not close the window. See

“Attaching a New Document”, or
“Attaching aPreviously Filed
Document”

Save the cover Click Save. The Filing Management
page information window displays

on your database

for later

submission
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4.3 Adding Fees

After all Issuer Information fields have been completed
on the cover page, the Fees button becomes
available. It can be used if you have already selected
recipient agencies. If you have not done so, see
“Selecting Recipient Agencies”.

To indicate the amount of fees owed to therecipient
agencies (if applicable for yourfiling):

1. If you are already on the project cover page, goto
step 2.

If you are not on the project cover page, open the
Filing Management window, select the filing to
which you want to add fees, and click Open. The
[type of filing] Cover Page dialog boxdisplays.

2. Click Fees. The Add/Modify Fees dialog box
displays, showing the fee schedule for the first
recipient agency on the list.
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3. Select the agency to which you want to submit

fees.

The fee schedule for the selected agency displays

in the Filing Feesfield.

Add / Modify Fees

Issuer / Filer

Tester

Agencies

Biitish Columbia
Alberta (ASC)

Cancel

Saskatchewan
Manitoba w
Ontario
Quebec
New Brunswick
Nrwa Sealia b CSAFees
Filing Fees

Fee Desciiplion Code | Amount3 «|
9.(a) Subject ta paragraphs [b] and (c), for fiing a preliminary prospectus, a preliminary base shelf SPROSA 0c
prospectus under NI 44-102, a preliminary base PREP praspectus under NI 44-103 or a pio
forma prospectus [$2500)
9.(b) For filing & prefiminary or pro forma prospectus for a mutual fund ($1500] SMFP 0t
10(a) For fiing a prosp.. the amnt. if any, by which .02% of pioceeds realized by issuer/security  SPROS+ 118
holders from the dist. under the prosp. to purch. in B.C. exceeds agg. fees paid under item 9,
which amnt must be paid according to sec 24 & 25 )
10[b) As in 10(a). except in the case of a money market mutual fund, as defined in NI 81-102, SPROS+M 0c
use 0.01% in place of 0.02%
11. For fiing an annual information form by an issuer other than a mutual fund ($1000) SAIF oc
12, For fiing an amendment to a preliminary prospectus, prospectus or annual information form SAMEND ot
($250)
13 (a) For filing a technical or engineering report with a prefiminary prospectus, pro forma STECH ot
prospectus, prospectus, annual information form, amendment to a preliminary prospectus of
prospectus ($500)
13|[bl Fot filina & techrical or enaineerina renort with an apolication under section 171 of the Act. STECHDD 0T
4 »

4. Enter the fee amounts in the Amount$ column
beside the corresponding fee descriptions.

Note: Taxes are charged on all applicable market

centre filing fees. They are calculated inthe
columns beside the Amount$ column. Taxes
are calculated automatically based on the
Subject To line of the User Information
dialog box. For more information see
“Entering Your User Information”.
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If you are creating the cover page for an investment
fund group, there may be more than one fund
issuer in the group. If this is the case, the name of
every issuer is shown in the Issuer/Filer field. You
must select each issuer, in turn, to enter fees for the
filings done by eachone.

. Tosubmit fees to other agencies, select another

agency from the Agencies field. The Filing Fees list
displays for that agency. Enter the fee amounts in

the Amount$ column beside the corresponding fee
description.

Repeat this process for each agency to which you
want to submitfees.

. When you have entered all the required fees, click

OK. The Summary of Filing Fees dialog box
displays, showing the details of fees submitted as
follows:

» Total Project Fees (to date)

+ SEDAR System Fees (to date)

+ Agency Fees (to date).

The Agency Fees (to date) are for the agency
selected in the field at the top left of the Agency
section, and for the issuer or filer selected in the

Issuer/Filer Name field in the case of Investment
Funds which have multiple issuers.
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i ry of Filing Fees
WIP (WOI’k In progress)- izt Fees (ta date) oK |
Fees entered but not [ SummaryofFing Fees - - - 50
submitted to SEDAR Total Frojot Feos [0 date] oo o
wilP §: Submitted $: Paid §: Rejected § -
|| | Jom [105.00 [000 [000 AT
Submitted — Total project - Pk Deal. _ owen |
. 0.0
fees submitted to SEDAR |~ TEDAR System Feas o dale] Help i
— Fed Submitted $: Paid $ Rejacted & M
— [o.o0 [o.o0 000 :
Paid — Submitted to SEDAR —
and confirmed as paid by a _}-{ EErmm Subnited § Paid 8 Foostod 5
. L s // Saskatcheuan 000 [ 0,00
financial institution -
=
RejeCtEd — Submitted to Inoe| Fembizstila | Code | Amouni$ | GST$ | @57 | HeT§ =
SEDAR but rejected by a 1 B
financial institution (for / —
example, for insufficient g + [0
funds). All fees include
applicable taxes.
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If the agency is a market centre, all amounts in this
section include the applicable taxes. The
breakdown of the taxes displays at the bottom of
the section.

To add or delete fees, click Add/Modify. The Add/
Modify dialog box re-displays.
To add fees, repeat steps 3 to 6.

To delete fees, repeat steps 3 to 6, butdelete
the fees in the Amount$ column instead of
entering them.

Note: You cannot delete fees that have already
been submitted to the server.

Click OK to save the payment instructions. The
[type of filing] Cover Page displays.
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9. Select one of the actions from the followingtable.

To... Do this...

Attach files Do not close the window. See
“Attaching a New Document” or
“Attaching aPreviously Filed
Document”

Submit the project Do not close the window. See
“Submitting the Project”

Save the cover Click Save. The Filing Management
page information window displays

on your database

for later

submission
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4.4 Attaching aFile
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Before attaching a file, you must first create a cover
page. If you have not done so, see “Creating a
Project”.

Once your cover page is created, you are ready to
attach files. Note that the document you attach can be
located in:

* Your PC workspace

* Your SEDAR workspace

+ The SEDAR server database.

The procedure for attaching a document to your filing

varies depending on its location. See the table below
to find out which procedure you should follow.

If your documentis on... See...
Your PC workspace “Attaching a New Document”
Your SEDAR workspace “Attaching a New Document”

The SEDAR server database  “Attaching a Previously Filed
Document”
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4.4.1 Attaching a New Document

To attach a previously filed document, see “Attaching
a Previously Filed Document”.

All documents that have not been previously filed must
be saved in the format called PDF, XML or XLSX as
applicable. For more information on this format, refer
to section 7 of the SEDAR Filer Manual.

To attach a document that has never been filed and is
located on your PC or SEDAR workspace:

1. If you are already on the project cover page, goto
step 2.

If you are not on the project cover page, open the
Filing Management window and select the filing to
which you want to attach a file. From the File
menu, select Add to a Filing, Documents. The [type
of filing] Cover Page dialog boxdisplays.

2. Onthe [type of filing] Cover Page dialog box, select
a document type in the Filing Subtype/Document
Type field and click Attach File.
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The Attach File dialog box displays.

Attach File

Diocument Nama : I.‘.p_--rlnr\nu oK |
Path: [4 \Acrobet e I
File" |raacMe pt T
File Sowrce: & PCWirkspoce
 SEDAR Workspace
" Prevdoushy Filad Documents
FUWoikspace Attach File E
%m‘ Documert hame I—'neh'n haty aros zestus - Eaghst it
Pai - [C04RA E—
A [ -

File Saurce:  © PCYorkszoze
& BEJAR wukapuce

€ Prevouely - ec Lizcumens

SECANW=rkspooe
Fies Benest sl
Fil= “lame | Fiam [ Dste,Time | Cofrrets .
Toensure that
the files in your SEDAR
workspace are up to date
before attaching them, click
Refresh List |
< iy

3. Select the following:

* The location of the file you want to attach (PC
workspace or SEDAR workspace)

* The file type

* Thedrive

* The directory

* The name of the file, with the accepted
extension.

The Document Name, Path and File fields at the
top of the dialog box are completed automatically.
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4. Click OK to return to the [type of filing] Cover Page
dialog box.

Note: If you attempt to send a file which contains
annotations, such as attached files or
embedded objects, the following message
displays:

“The file cannot contain annotations (attached
files or embedded objects). Please remove
them and resave the file.”

For more information, see “File Messages”

You can take any of the actions shown below or go
directly to step5.

To... Do this...

Attach manyfiles  Select the document type in the Filing

to the same Subtype/Document Type list and click

document type Duplicate to create a copy of that
document type in the list. Repeat
steps 3 and 4

Attach files to a Repeat steps 2to 4
different
document type

Detach a filefrom  From the [type of filing] Cover Page

the cover page dialog box, select a document in the
Filing Subtype/Document Type listand
click Detach File
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To... Do this...

Add a document  Scroll down the Filing Subtype/

type that doesnot Document Type list, select the

appear on the list  document type Other and click Add
Document. The Add Document dialog
box displays. Complete all fields. Click
either:

+ OK—To return to the [type of filing]
Cover Page dialog box

* Add Document—To add a document
immediately and enter another
document type

5. From the [type of filing] Cover Page, select one of
the actions below when you have attached all the
files you need to include in your submission.

To... Do this...
Select recipient Do not close the window. See
agencies “Selecting Recipient Agencies”

Submit the project Do not close the window and see
“Submitting the Project”

Save the cover Click Save. The Filing Management
page information window displays

on your database

for later

submission
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4.4.2 Attaching a PreviouslyFiled
Document

It is possible to reuse certain documents already
submitted to SEDAR. For example, in the case of a
take-over bid filing, as the filer, you may want to use
the issuer’s financial statements to submit to agencies.

The filings you are allowed to search in for documents
are restricted to the filings associated with the profile
number of the issuer for the filing you are creating.
You can search on thisissuer’s:

* Public filings

* Private filings for which you are the primary filer or
a secondary filer with the Retrieve or Submit
privilege.

You cannot reuse documents sent as formal
correspondence or with one of the following private
access levels:

* Private — Draft

* Private — Virus

* Private — Incorrect Filing

* Private — Incorrect Format

* Private — Nonpublic

* Private — Nonpublic — Incorrect.
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E’ Before the implementation of Release 6.0, accepted

file formats were:

* For WordPerfect documents — .w51, .w52, .w60
and .w61

* For Word for Windows — .doc
* For PDF documents — .pdf.

You can attach a pre-release 6.0 document savedin
any of these formats because the document on the
SEDAR server is not actually resubmitted to the
server.

To attach a previously filed document:
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1. If you are already on the project cover page, goto
step 2.

If you are not on the project cover page, open the
Filing Management window and select the filing to
which you want to attach a file. From the File
menu, select Add to a Filing, Documents.

The [type of filing] Cover Page dialog boxdisplays.

Erojec #
W AganciEs. |
Filing Type:

Fees...

|Anr ual Financial Stetemants

- List.
0011753 20541 104 Quebec Inc
[Contact Infarmation
Marer [1ohn Doy Cancel |

Tl Arsa Coole g4 Abembar [234.1234 Bt [111
Fax: Aren Code: [514 Mumber. [232123% Page s
Email 10 [cioor@intiane ] Help |
To w00 inthe list selectthe and then press "Atach File..", 10 add other documents, select "Omer"

and then press “Add Documeant..".

Filing Subshvpee /Documpnt Type: Filir Mami =

B Audited snnual financial statemants - Cnglish

—

B Audited annual tnancial statements - French Adach fFe.. |

B Confirmatian of mailing

®  Fom6l B0 4'

B Reportan number and value of securities dissibutad in Ouabec (0C) : |
Cither a

‘ v

2. Onthe [type of filing] Cover Page dialog box, select
the document type in the Filing Subtype/Document
Type field and click Attach File. The Attach File
dialog box displays.
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3. Click Previously Filed Documents. You are
prompted to select an issuer profile if you did not
do so on the cover page.

The Previously Filed Projects/Documents section

displays.
Document Nome + [Cover tener
e I Cancel
e Halp

File Source:  ~ PCWorkspace
© SEDAR Workepace
& Provioushy Filed Docunmants

Previouzly Filed Projects/Documarts
Search

| Erojectbiumber | CamgorvoiFiing | FiliegType |  FénqSubhpe | Document Type &

4. Click Search.

The Search for Previously Filed Documents dialog

box displays.

SEDAR displays only the
documents aSSOC|ated Wlth Tofind documents, selecta category artype offiling (or both), ar enterthe praject number. Change the submission date range, if
that proflle number In thp reuired. Yhen done, click Submitta start the search

’ |
case of an Investment
Fund Issuer filing, the lssuer Flerne: [00011755 Advanced Process Fusls
profile number used is that -
of the Investment Fund
GI’OUp Category of Filing: I("'U”E) ﬂ ﬂl

Filing Type: I(“DWE) j M

The date range fields are e [515 mttyg
unavailablewhen you enter
a pI’O]eCt numbel’ 7o Oate |06/03/1999 Vrcinigni N
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5. Tonarrow your search, you can:

* Enter a project number

* Select a Category of Filing or a Filing Type, or
both. You can also change the Date range if
desired (the default is one year).

6. Click Submit. After the search isdone:

+ If there are no projects matching your search
criteria, the Search for Previously Filed
Documents dialog box re-displays. Change
your search criteria or click cancel to return to
the Attach File dialog box.

» If there are filings matching your search criteria,
the Attach File dialog box displays showing the
search results.

The list of projects and documents displayed
remains available until you save, submit or cancel
the submission from the cover page.
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7. Select the document to attach and click OK.

The [type of filing] Cover Page dialog box re-opens.

Diocumert Mame : |\'.mv\=r|nnnr I
The Path and File are Paih: | concl |
automatically updated — e |

FieSource . PCWorkspaca
" SEDAR Workspace
= Prinaousty Filed Documents

Prirvateusly Filixd Projects/Documnts

Expand the folder to display L Fsctimbe | Comvaities T _FinaTie TS
each document —_— ' AnendnemoPrimnaCover e

The access level of the newly attached document is

private, regardless of its access level in the original
project, until an agency changes the access level in
the current project (except for filings which are
automatically made public upon submission to
SEDAR.) If an agency changes the access to this
document in your current project, it does not
change the access of the document in the original
project.
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From the [type of filing] Cover Page, you cantake
any of the actions shown below or go directly to

step 8.

To...

Do this...

Attach other
previously filed
documents to the
same document

type

Select the document type in the Filing
Subtype/Document Type list and click
Duplicate to create a copy of that
document type in the list. The Attach
File dialog box displays. Repeat
steps 3to5

To attachpreviously
filed documents to
a different
document type

Repeat steps 2to 5

Todetach a file from
the cover page

From the [type of filing] Cover Page
dialog box, select a document in the
Filing Subtype/Document Type list and
click Detach File

Toadd a document
type that does not
appear on the list

Scroll down the Filing Subtype/
Document Type list, select the
document type Other and click Add
Document. The Add Document dialog
box displays. Complete all fields. Click
either:

* OK—To return to the [type offiling]
Cover Page dialog box

+ AddDocument—To add a document
immediately and enter another
document type
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8. From the [type of filing] Cover Page, select one of
the actions below when you have attached all files
you need to include in your submission.

To... Do this...
Select recipient Do not close the window. See
agencies “Selecting Recipient Agencies”

Submit the project Do not close the window. See
“Submitting the Project”

Save the cover Click Save. The Filing Management
page information window displays

on your database

for later

submission
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4.5 Submitting the Project

Once you have completed your cover page, attached
the files to be sent to the recipient agencies you
selected, and added your fees, you are ready to
submit your project.

This section explains how to monitor the status of your
unsubmitted filings and how to transmit your project. It
also includes a short description on viewing the status
of your submitted filings.

Before submitting your project, note thefollowing:

* You should save the project on your local
workspace before submitting it. The Save button
becomes available after all the fields in the Issuer
Information section on the cover page have been
completed.

* You can detach files only before submitting the
project to the SEDAR server. If you want to detach
a file from a project, follow the procedure for
attaching files, but from the [type of filing] Cover
Page dialog box, click Detach File instead of Attach
File.

* Ensure that all details of your submission are
accurate before you send it to the SEDAR server.

* You can submit the filing from the [type of filing]
Cover Page dialog box. However, this method does
not allow you to save the filing in your database
first.
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4.5.1 Monitoring the Status of
Unsubmitted Filings

You can view the status of your unsubmitted filings in

the Date column on the Filing Management window. A
list of statuses is shown below.

Status Indicates that...

In Process A new filing was created and stored on your
database but is not ready for submission to
SEDAR because:
* Not all mandatory fields have been completed,
or

* The profile used to create it is no longer active

Ready All mandatory fields have been completed and
the filing is ready for submission to SEDAR

Resubmit An error occurred during the submission to
SEDAR or the file transfer was aborted before it
was completed. See “File Messages”

4.5.2 Transmitting the Project

To submit the project:

1. If you are on the Filing Management window, go to
step 2.

If you are on the project cover page, click Save to
save the new filing submission in your database, if
you have not already done so.
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When a new filing is
submitted, the date and
time of reception at
SEDAR (Eastern Time)
replaces the READY
status

SUB prefix—
Documents included
in an additionalfiling,
not yet submitted
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The Filing Management window re-displays
showing the filing identified by temporary project
and submissionnumbers.

g Management !Em
File View Options Help
The information in the list below is an extract from SEDAR based on your Refresh Listincjuiry.

Project Submissi Filing Tyvpe [ Filing Categary [ lssuerFilerName | Date | Time A
00160046 00000001 Simplified Prospectus and Anr Securities Offering Pre-hMRRS Mutual Fund C04/21/1999 18:27:24
00160046 00000002 Simplified Prospectus and Anr Securities Offering Pre-MRRS Mutual Fund COB/14/1833 | 10:48:01 4
00160046 00000003 Simplified Prospectus and Anr Securities Offering Pre-MRRS Mutual Fund COB/17/1999 1626113 b
00160057 00000001 Short Form Prospectus - Shelf | Secuwrities Offering Pre-MRRS Other lssuer # 04/22/1393  11:.00:51 C_|
00160057 00000002 Short Form Prospectus - Shelf | Securities Offering Pre-MRRS Other lssuer # 06/14/1833  09:07:31 C
00160057 00000003 Short Form Prospectus - Shelf Securities Offering Pre-MRRE Other lssuer# 06/14/1393  104%:37
00160062 00000001 Short Form Prospectus (NPS 4 Securities Offering Pre-MRRS Other lssuer# 047/22/1393 1710208 C
00160062 00000002 Short Form Prospectus (NPS 4 Securities Offering Pre-MRRS Other lssuer# 06/15/1993 105435 C
00160086 00000001 Long Form Prospectus Securities Offering name 0B/10/1993 104346 C
00160086 00000004 Long Form Prospectus Securities Offering name 0641141993 160104 C
00160087 00000001 Simplified Prospectus and Anr Securities Offering Pre-WRRS Mutual Fund COB/10/1833  |11:38:09 kv
00160087 00000003 Simplified Prospectus and Anr Securities Offering Pre-MRRS Mutual Fund C06/11/1993 1857:27 W
00160087 00000004 Simplified Prospectus and Anr Securities Offering Pre-MRRS Mutual Fund COB/16/1839 | 13:21:28 N
00160093 00000001 Short Form Prospectus (NPS 4 Securities Offering eng 06/14/1993  0914:02 C
00160094 00000001 Short Form Prospectus (NPS 4 Securities Offering eng 06/14/1993 031528 C
00160084 00000002 Short Form Prospectus (NPS 4 Securities Offering eng 06/16/1898 131446 C
00160095 00000001 Short Form Prospectus (NPS 4 Securities Offering Mel- Olno filings 06/14/1993 031646 C
00160036 00000001 Short Form Prospectus (NPS 4 Securities Offering eng 06/14/1993 091746 C
00160097 00000001 Long Form Prospectus Securities Offering Pre-MRRS Mutual Fund C06/14/1999 0920037 W
00160098 00000001 Long Form Prospectus Securities Offering Pre-bRRS Mutual Fund COE/14/1833 | 09:21:88 W
00160099 00000001 Annual Information Form (NPS Securities Offering eng 06/14/1899 09:2417 C
00160099 00000002 Annual Information Form (MPS | Securities Offering eng 0B/16/1939 1971356 C
S o o i s oo £|J

Bpe | Pietieve: | Statils | Sl | Piefresl Prajest | Riefresh List |

2. Select the filing and click Submit. See the table
below for further instructions based on the type of
cover page and documents you are using.

If you are filing... This happens... Go to...
Filings for which no The filing is sent “Viewing
SEDAR or agencyfees directly to the Completed
are charged SEDAR server Submissions”

(the Charge
Summary dialog
box does not
display)
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If you are filing... This happens... Go to...
Any other types of The Charge Step 4
filings Summary dialog

box displays (see
the illustration in
Step 3)

3. The Charge Summary dialog box displays.

Charge Summary @

Project #: |[TMPOD231 Submission #: (00000001 f T
Matter #: Print
Filing Type:
P . or Group Name: Help
Before authorizing payment, click [HST_0N I
Print to print this dialog box for Agency [ Amount | 5l osT] HaT |
.y Ontario 0.00 0.00 0.00 0.00
audmng or other purposes T5X Venture Exchange 100.00 0.00 0.00 13.00
SEDAR (CDS Inc)Fees: $ [7os00 | |oalAgency Fees:
$ [113.00
GST:$ [poo
Total SEDAR [CDS Inc.) Fees
HS.T:$ [g9165 $ [—?SB,SS
FI #-TRANSIT #: [0001-11111 Total Amount Payable:
Account #: [111111111111 $ [ 30965

In the Agency section, the GST, QST or HST
columns show the applicable taxes on market
centre filing fees. The applicable taxes depend on
the Subject Toline of the User Information dialog
box. For more information, see “Entering Your User
Information”.
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The Total Agency Fees, Total SEDAR System Fees
and Total Amount Payable fields in the bottom right
of the dialog box are calculated as shown below.

Total Agency
Fees

Agency Fees + GST + QST + HST

Total SEDAR
System Fees

SEDAR System Fees

Total Amount = Agency Fees + SEDAR System
Payable Fees +
applicable taxes

4. Complete the Matter Number field if desired. This
field is optional; it is a number you assign for your
reference only.

The Matter Number can be a maximum of 20
characters in any of the following combinations:

» Letters—ato z, upper andlowercase
* Digits—0to 9
* Punctuation—period, hyphen, parentheses.

5. Click Authorize.

Filer User's Guide 8.054 Page 116



Completing the Project

The Payment Authorization dialog box displays.

Payment Authorization n
Enterthe Userid and Password for each required signature, and then press "Pay" to canfirm
payment authorization and complete the submission process Pay
Cancel |
First Signature ——— | -oecond Signature

Help
Lsenid Fesawart Userid: Passward:

cdsfldn i

6. Onthe Payment Authorization dialog box, enter the
required user IDs and passwords and click Pay.

Either of the following occurs:

+ If the user IDs are valid, the files are submitted
to the agencies and the payment instructions to
the financial institution.

* If the user IDs are not valid, the SEDAR Filing
Management dialog box displays.

SEDAR - Filing Management m

Autharization Failed - Userid(s) specified do not have the required
banking autharity. Flease enter correct Usendis) and Password(s).

Click OK, then enter the correct user IDs
and passwords and click Pay. Or, if your
banking authorization user ID and password
are not set up correctly, contact the CSA
Service Desk for assistance at 1-800-219-
5381.
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(Eastern Time) of
reception at SEDAR
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4.5.3 Viewing Completed Submissions

Completed submissions appear in the Filing
Management window showing the filing with
permanent project and submission numbers, and the
date and time of reception at SEDAR.

Project Subrission Filing Type Issuer/Filer Name Filing Categol ter o
THPDOO0E_ 00000001 Securities Acquisition Filings |Advanced Pracess FueNaot Applicable INCONSISTEN?
ThPODOOS 00000001 Annual Financial Statements | Advanced Process FueContinuous Disclast READY
ThiP0OOOD4 00000001 Short Form Prospectus (NPS | 90541384 Quebec Inc Securities Offerings READY
THMPOO00Z 00000007 Long Form Prospectus Alpha Funds Securities Offerings READY
00160078 00O00O0DOT Annual Report Alpha Funds Continuous DisclosL06/03,/1999 14:59:10
00160065 00000001 MD & A Diamand Fields Internz Continuous Disclosi04/26/1999 17:52:29
00160064 D00ODOOT Annual Financial Statements | Armco Capital Corp. Continuous Disclost04/26/1939 11:19.53
00160032 00000001 Press Releases Diamond Fields Interne Continuous Disclos 04151339 09:24:58
00160030 00000001 Press Releases Testco Continuous Disclost03/24/1999 14:53:02
000001 00000DOT Press Releases united canadian shares Continuous Disclos,02/24/1999 133645
00150215 000O0OOOT Press Releases NOWA Chemicals Corp Continuous Disclosi02/07,/13993 12:49:23
00150214 00000001 Press Releases MNOWA Chemicals Corp Continuous Disclost02/07/1339 12:39:03
00149957 00000007 Press Releases MName Continuous DisclosL02/04,/1999 16:29:50
00149627 00000001 Interim Financial Statements | CHC Helicopter Corpor Continuous Disclosi02/03/1399 13:32:07
00143586  00000OOT Press Releases Lagasco Corg. Continuous Disclos. 0270371939 111840 7
00149584 00000001 Press Releases Lagasco Corp Continuous Disclost02/03,/19939 11:17:00
00149458 00000001 Press Releases SEADRTEST Continuous DisclosL02/02/1999 16:22:60
00149458 00000002 Press Releases SEADRTEST Continuous Disclosi02/02/1393 17:26:44
00143458 00000003 Press Releases SEADRTEST Continuous Disclost02/03,/1999 161113
00149458 00000004 Press Releases SEADRTEST Continuous DisclosL02/03,/1999 16:21:21
00149458  0000000DS Press Releases SEADRTEST Continuous Disclost02/05/1999 11:32:63
00149458 00000006 Press Releases SEADRTEST Continuous Disclos.02/05/1393 3814
i s i i e , IJ

BREn | ez | iz | = zigle | RiEfrealPrajEs 4\/Refresh LlstD

To monitor the status of filings:

1. On the Filing Management window, click Refresh
List to ensure that the files are up to date, or select
a filing and click Refresh Project.

2. Click Status. The first status, Filed with SEDAR, is
automatically set by the server. For more details on
viewing the status of filings, see “Viewing the
Status of Filings”.

For information on viewing the status of fee

payments, see “Viewing the Status of Fee
Payments”.
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Assigning Secondary
Filers to a Project

51 Overview

SEDAR enables the designation of one primary and
several secondary filers for anyfiling.

The primary filer is the filing service subscriber who
initiates the filing. Secondary filers are all other filing
service subscribers assigned to that filing. Both the
primary and the secondary filers can participate
directly in the filing, which means that a filing can
comprise many documents which are prepared by
different filing service subscribers and submitted under
the same project number.

As a filer, you can create a list of filers from whichto
select secondary filers. As primary filer, you assign
secondary filers to the filing and determine which of
the following three functions they can use: View,
Retrieve or Submit. Agencies can view the list of
secondary filers and the functions assigned to each
filer.

To create your list of filers and assign them to filings,

use the Filer List dialog box. To indicate the functions
they can use, go to the Secondary Filer Access dialog
box. The procedures for doing these tasks are in the

following pages.
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5.2 Maintaining Your FilerList

In SEDAR, you maintain a general list of filers, much
like keeping a special address book of filers. As
primary filer for a project, you select filers from this
general list to create a list of secondary filers specific
to the project.

You maintain the general list on your local workspace,
not in the SEDAR server. Your filer list is independent
from the secondary filer list you create for aproject.
Consequently:

* You do not submit the general list of filers to the
SEDAR server.

* You do not share the general list with any other
SEDAR users.

* For every project, you create a specific list of
secondary filers that you submit to the SEDAR
server.

+ Changes you make to the information on a filer in
the general filer list are not automatically made to
the lists for the projects the filer has been assigned
to. You must select each associated project and
update the information on that secondaryfiler.

+ Deleting filers from the general filer list does not
delete them from the project lists.

* You can delete filers from a project list without
deleting them from the general filer list.
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5.2.1 Adding Filers to Your Filer List

You can add up to 100 filers to your filer list.

Create your filer list on the Filer List dialog box, which
you access from the Filing Management window or the
Secondary Filer Access dialog box.

To add filers to your filer list:

1. Onthe Filing Management window, select Filer List
from the Options menu.
or,
On the Filing Management window, select a filing
and select Secondary Filer Access from the View
menu. When the Secondary Filer Access dialog
box displays, click Add.

The Filer List dialog box displays.

Project®. [00160123

Frimoey Fiar

Canadion Depostory for Securites (Filer Type)

[Julle Paguate Cancal

Help |

e L e
To el & o, privss Didete

Secondery Filers | o delsts sazondarsfiers Tomthe  leiList sslsctthe ale- and a-ess Usise.

Usemid | e [ Ehonp
et 100 Tosl § et Ck
ric arne
s Jwan 214-4 X

Te addta or noditythe i srL st snterthe information below and 2°s25 Ldd/Madite.
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Actlfodify = ler

Cowemis [easmran AT
Name - [dnar Sl

Fhore Humbs : [51+z2-s5670
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Filer List dialog box
accessed from the
Filing Management
window

Filer List dialog
box accessedfrom
the Secondary
FilerAccess dialog
box. Note the
additional
procedure for
adding secondary
filers to projects

The user ID is
mandatory

The name and phone
number are optional
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To add secondary filers to the project select each filer in the Add calumn and press 0K,

To delete secondary filers from the Filer List select the filer and press Delete.

~FilerList ok
Add Userid Name Phone &
O cdsf00 Stephen Wark 618-234-4567 ’—‘ Cancal |
| celsfi280 Julie Paquette 514-565-1212
& iaf100 Testl Help
ju | IBMFO100 Testl
4
d
a
-
J’ | o]
Delete |

To add to or modify the Filer List enter the infc

To delete Hlers from the Fler List select the Sler and press Delete.

r—Add Modiy Filer

Lsarid. Filer List L—]
Userd | Narne [ Phone -
Name 0 > Concol I
Phone Number Help I

Ll I»
To add to or maddy the Filer List enter the below
T AddeskyFier
Name: [Jean Lauran{ Cloor
Phone Number I Concel

2. Enter the information on the filers you want to add
to your list in the Add/Modify Filer field.

3. Click Add/Modify. Each filer added is displayed in
the Filer List field.

4. If you accessed the Filer List dialog box from the
Filing Management window, click OK to return to
that window.
or,

If you accessed the Filer List dialog box from the
Secondary Filer Access dialog box, do either of the
following:
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» Assign the new filers as secondary filers tothe
project. For more information, see “Adding
Secondary Filers to a Project”.

* Click OK to return to the Secondary Filer
Access dialog box without assigning the new
filers as secondary filers to the project.

5.2.2 Updating Filer Information in Your
Filer List

Update the information on filers in the filer list on the
Filer List dialog box, which you access from the Filing
Management window.

Changes made to filers in the Filer List dialog box are
made to the general list on your local workspace only.
If you want the changes to be effective for a project,
you must also make the changes to the project’s
secondary filer list. For more information, see
“Updating Secondary Filer Information in a Project”.

To update filer information in your filer list:

1. On the Filing Management window, from the
Options menu select Filer List.
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The Filer List dialog box displays.

Ein Yo Ealp
SEDWAR based on your Refresh Listinquny.

[ isswse/FileNome | FingCacory | Dot | Tme =~
TEN

Open Fietee Sty Fughash Py
b

’ |

2. Select the filer you want to modify and enter the
changes in the Add/Modify Filer field.

3. Click Add/Modify. A message displays asking you if
you really want to make the changes.

4. Click either:

* Yes—To save the changes.

* No—To verify that you have made the correct
changes, then click Add/Modify and Yes.

5. Click OK to return to the Filing Management
window.
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5.2.3 Deleting Filers from Your Filer List

You delete filers from your list of filers on the Filer List
dialog box, which you access from the Filing

Management window.

To delete filers from your filer list:

1. Onthe Filing Management window, select Filer List

from the Options menu.

The Filer List dialog box displays.

Filer List [ ]

To delete secandary filers fram the Filer List selectthe filer and press Delete

IBMFO100 Test

—Filer Li: oK.
Userid Name Phone -
Colsf0010 stk 7 — Cancel
colsf0280
ibrnfa100 Test! Help

-
4 I
De\ete/l,
To add ta or madify the Filer List. enterthe information belaw and press Add/Maify
—Adel/Madify Filer
P e — Addlyioelfy
Narme - IStEphenWavk Glear
Phane Murber: [515-234-
ane Number: [15-234 4567 e~
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2. Select the filer you want to delete and click Delete.
A message displays asking you if you really want
to delete the selected filer.

Filer List x|

To delete secondary filers from the Filer List. select the filer and press Delete.

—Filer List oK. |
Userid
B18-234-4567 Cancel |
Testl (el |
Testl

SEDAR - Filing Management E

“Waming - All the selected secondary filers will be deleted. Are you
sure you want to delsts them?

cdsfi010
cdsf0280
ibmf0100
IBMFOTO0

Julie Paquette

Yes i o |

To add to ar modify the Filer List enter the information below and press Add/Modify.

e [celsfantD Addljimlity
Name : [Stephen Wark Elear
Phone Number: [518-234-4567 Cancel

— Add/Madify Filer

3. Select one of the following:

* Yes—To delete.

* No—To verify that you have selected the
correct filer, then click Delete and Yes.

The selected filer is immediately removed from the
list.

4. Click OK to return to the Filing Management
window.
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5.3 About Secondary Filers

You can add up to 50 secondary filers to aproject.

As primary filer, you can grant and revoke accessto
secondary filer functions at any time, even while the
secondary filer is using those functions.

For each filer added, you must determine the functions
they can use (the default setting is None). The
definitions and table below will help you understand
the use of each of function.

* View—Enables the user to see all documenttitles
and access, status details, fees, issuer and filer
profiles, recipients and authorizations, and
secondary filer access.

* Retrieve—Enables the user to download filing
documents for viewing.

* Submit—Enables the user to transmit filings, make
fee payments, and update cover pages (contact
information and other changeable fields), provided
they were previously granted the additional
required access.

If you enable the

secondary filerto use...  They can use...
View View
Retrieve Retrieve
View
Submit Submit
View
Retrieve
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5.3.1 Adding Secondary Filers to aProject

To add secondary filers to a project:

1. On the Filing Management window, select the
required filing. From the View menu, select

Secondary Filer Access.

The Secondary Filer Access dialog box displays.

Smcondary Filar Access

Proect#: [00150078
PFrimeny Filer p |
[Cannan Depranon ine Sacurnss [Filee Type)
Cerral I
Halp I
T ackd & now fle. press Add
To detete afler, press Deloe
Secandary Filers
Usend | Hame [ Fhone [ CumemwAccess |  WewAcoess &=
=
4 ]

[

2. Click Add.

The Filer List dialog box displays.

T add aecondnn e 1o thi project 10kt sach filer in the Add column and prass OK

Teo delete secondony Savs kom the Fies Lis, select the filer and press Dalete

Filer List L3
[ add [ Usend | ne - o_‘

Staphan Wik Cancel I
i Paguete

T add 10 or modity the Filer Lisy, entar e o praas

Adddlfrodity Filar

oo, [Bersn1 00 _
Nama - [Tes
Ehona Mumbar: [
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you want the

. —
secondary filer to use |
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Click the check field under the Add column beside
the filers you want to add to the project and click
OK.

The Secondary Filer Access dialog box redisplays
showing the selected filers and their current access
as None. (If there are no filers in your list, see
“Adding Filers to Your Filer List” to create alist.)

Projsct#t [a0160183

Prmary Filgr

(Canadian Dopastary for Socursas (Faor Type)
lulic: Pagquots

To add & new flar. press Add.
To detete 8 ter, press Delety

Secondary Filers.

Usord | e |

bhentl1 00 Tasn

For each secondary filer you added, select the
functions you want them to use from the New
Access list beside their name (the default setting is
None).

Note: You can click Cancel before submitting your
changes to the server to return to the Filing
Management window without making
changes.
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5. Click Submit to send your changes to the server.
The server is updated immediately and the Filing
Management window displays.

6. Contact the secondary filer and provide them with
the following information:

* The project number
 The userID

+ The functions they can use.

5.3.2 Deleting Secondary Filers froma
Project

To delete a secondary filer from a project:
1. On the Filing Management window, select the

required filing. From the View menu, select
Secondary Filer Access.

The Secondary Filer Access dialog boxdisplays.

Secondary Filer Access
Project#: |00160183
Canadian Depositony for Securiiies (Filer Type)
Julie Pacuette
Cancel
Help |
To add anewfiler. press Add
To delete afiler, press Delete
— Secondary Fil
Userid | Marme: I Phone [ CumentAccess | MNew Access -]
ikarf01 00 Testl Subrmit -
None
Viewr
Retrieve
Submit
~|
< J—Y
Add, 4/]/ Delete |
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2. Click Delete.

The Delete Secondary Filers dialog box displays.

To delete secondary filers. selectthe filers and press OK

cdsfi040  Julie
cosf0ze0 Julie

3. Select the filer you want to delete from the project
and click OK. A message displays asking you if
you really want to delete the selectedfiler.

4. Click either:

* Yes—To delete

* No—To verify that you have selected the
correct filers, then click Delete and Yes.

The Secondary Filer Access dialog box re-displays
showing the updated list of secondary filers.

Note: You can click Cancel before submitting your
changes to the server to return to the Filing
Management window without making
changes.
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5. Click Submit to send your changes to the server.
The server is updated immediately and the Filing
Management window displays.
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5.3.3 Changing the Secondary Filer
Functions

At any time, you can change the functions a
secondary filer can use. For a definition of the
functions and user access, see “About Secondary
Filers”.

To change the functions a secondary filer canuse:
1. On the Filing Management window, select the
required filing. From the View menu, select

Secondary Filer Access.

The Secondary Filer Access dialog box displays.

Secondary Filer Access n
Project#. 00160183
(Canadian Depositary for Securities (Filer Type)
Julie Paquette
Cancel
Help |
To add a new filer, prass Add
To delete afiler, press Delete
— Secondary Fil
Userid | MName I Phone / CurentAcces | MNew Access =
ibmi100  Test | Submit ) -
| Nane
Srrmmidiny Filkr Arncesos Vigw
Retrieve
Projeste |001E0183 Submit
Frimay Filer P4 |
Conoudian Degository for Sezurities Fler Type)
Julie Pacuste 5 |
Cancel
~
Hepr | | » r
To edd anzwiiler, preseAdd
Tocelete aficr, preos J2icte Add | Delete |
- Socandary hilers ’
Useid | Meme [ Fhane [ CuneitAcdess | Mew Access ‘;
fomiiC0  —estl Subm 1 ~
| [ ]
— Coleto. |
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2. Select the desired filer, then the function you want
them to use from the New Access list beside their
name.

Note: You can click Cancel before submitting your
changes to the server to return to the Filing
Management window without making
changes.

3. Click Submit twice to send your changes to the
server. The server is updated immediately and
the Filing Management window displays.

5.3.4 Updating Secondary Filer
Information in a Project

You can update the information (name and phone
number) of a secondary filer in a project throughthe
Filer List dialog box.

Changes made to filers in the Filer List dialog box are

made to the general list on your local workspace only.
For the changes to be effective for a project, you must
also make the changes to the project’s secondary filer
list.

To update the information on a secondary filer ina
project:

1. On the Filing Management window, select the
required filing. From the View menu, select
Secondary Filer Access.

The Secondary Filer Access dialog box displays.
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2. Click Add.

The Filer List dialog box displays.

To add sacondany filars ta the project. sslect each filer in the Add column and press OK.

To delete secondary filers fram the Filer List select the filer and press Delete,

~FilerLi e
Add Userid Name | Phone
W cdsf030 Jean 514-2345678 — Cancel
O cdsfo6D Jefirey 416-777-4567
W cdsfzsn Julie Help
|
P
|
; -
4 | L’J

Belete
To add to or madify the Filer List enter the information below and press Add/Modify.
—Add/Madity Filer
Vsenid- [casonro __Addmmw
e [Rachel Clear
Phone Numb =
one Number |555 1212 S

3. Inthe Filer List field, select the secondary filer for
whom you want to change the information and
update the information in the Add/Modify Filer field.

4. Click Add/Modify. A message displays asking if you
really want to save your changes.

5. Click either:

* Yes—To save

* No—To verify the information you have
changed, then click Add/Modify and Yes.
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The changes display in the Filer List field.

Filer List [ %]
Ta add secondary filers o the projedt, sslect each filer in the Add column and press OK
To delete secondary filers from the Filer List. selectthe filer and press Delete.
—Filer Li E oK
Add | Userid Name [ Bron o e m———
= cdsf0030 Jean 514-234-5678 — Cancel
416-777-4567
Help
a
a
; -~
4 | »
Delete
To add to or modify the Filer List enter the information below and press Add/Modify.
—AddMadify Filer
senid: [cdsion?n Ay
Mame - [Fachel e
Fhone Number |555,1212 R

Click OK. A message displays asking you if you
want to replace the secondary filer information,
since the filer you want to add is already assigned

to a project.

Click either:

*  Yes—Toreplace the information in the project

*  No—To keep the current information in the
project filer list (the changes are still made in

the Filer List dialog box).

The Secondary Filer Access dialog box displays
with or without the changes, depending on the

action you took.
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8. Click either:

* Submit (twice) —To submit the changes to
the server. The server is updated
immediately and the Filing Management
window displays.

+ Cancel—To return to the Filing Management
window without updating the information on the
secondary filer for that project (the changes
made to that filer in the general filer list are
saved).

9. If you want to update the information on the
secondary filer in other projects they were
assigned to, repeat this procedure for each project.
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5.4 Accessing a Project as a Secondary Filer

When informed by the primary filer that your
organization is a secondary filer for aproject:

+ Write down the project number and the userID
assigned to the filing
+ Download the new project

* Verify the functions you are allowed to use forthat
project.

5.4.1 Downloading a New Project

Before you can contribute to the project, you must
have it in your list of filings. To make the project
display in your list of filings, follow the procedure
below.

f Ensure that you have logged in with the user ID
assigned by the primary filer.
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1. On the Filing Management window, from the
Options menu select Quick Search Inquiries.
The Quick Search Inquiries dialog box displays.

N Quick Search Inquiries

— Refragh List Inguiri Incquiry Critetis

(53 Wiy Filing Details Inuiry Submission date |
13 by Filing Details Inguiny
1) by Filing Details Incuiny
3 Wy Filing Details Incuing
1) My Profile Details Inquiny
12) My Profile Details Inquiry
12) My Profile Details Inquiry
34

# Ginee 05/01/1999 ~

Changs | Rename | Delets

BEve | SavEAs | Caree| |
Mewr... DEtault
Befresh List | Close | Help |

2. Verify if there is an inquiry in the list that will
retrieve the new project.

If there is, go to step 3.

If there is not, click New to create the appropriate
search inquiry.

The Quick Search Inquiries wizard displays. Follow
the instructions on the screen or see “Using the
Quick Search Inquiries Function”.

When done go to step 3.

3. Click Refresh List. The information on all filingsin
the list is updated and the Filing Management
window re-displays showing the new project.
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5.4.2 Verifying the Functions You Can Use

Before you access the project for the first time to view,
retrieve or submit files, verify what functions you are
allowed to use. This way, you will not waste time trying
to use a function you are not allowed to use. For
example, if you submit a file to be added to the project
for which you cannot use the Submit function, the
server will load the entire file before rejecting it and
telling you that you cannot use that function for the
project.

To find out what functions you can use:

1

On the Filing Management window, select the
required filing.

Eile m Options  Help
Thei Status actfrom SEDAR based on your Refresh Listinguiry.

Recipient Agencies
[Pt Feee g Type | issuerjFilerName | FilingCategory | Date | Time &
TMF CoverPage.. couisition Filings (Advanced Process FueNot Applicable INCONSISTEN
TMF Subscriber Prafile ncial Statements Acvanced Process Fut Continugus Disclost READY
TMF \s:;ueerMe Prospectus (NP5 9054-1384 Quehec Inc Securitiss Offerings READY
TMF - Prospectus Alpha Funds Securities Offerings READY

Cirouap Froii art Alpha Funds Continuous Disclost 06/03/1998  14:58:10

Diamond Fields Inteme Continuous Disclosi04/26/1993 1752:29
00160064 |000OND0T Annual Financial Statements  Armco Capital Corp. | Confinuous Disclos: 04/28,13399 11:19:59
00160032 00000001 Press Releases Diamond Fields Inteme Continuous Disclosi04/15/1933 09:24:58
Press Releases Testco 14630,

00000001
s 01
00000001

Confinuous Disclosi 03/24,1339
unites onfinuc

2
5

Press Releases NOVA Chemicals Corp Continuous Disclosi02/07/1899 12:49:23
00160214 00000001 Press Releases NOVA Chemicals Corp Continuous Disclosi02/07/1899 12:39:03
00149557 00000001 Press Releases Name Confinuous Disclos 02/04,/1999 16:29:50
00149627 00000001 Interim Financial Statements | CHC Helicopter Corpor Continuous Disclos02/03/1999 13:32:07
00149586 00000001 Press Releases Lagasco Corp, Confinuous Disclos 02/03/1999 T840 T
00143584 00000001 Press Releases Lagasco Corp, Continuous Disclost02/03/1999 11:17:00
00149456 00000001 Press Releases SEADRTEST Continuous Disclos 02/02/1939 16:22:50
00143458 | 00000002 Press Relsases SEADRTEST Continuous Disclos 02/02,/1339 17:26:44
00143458 00000003 Press Releases SEADRTEST Continuous Disclosi 02/03,/1339 16:11:13
00143458 | 00000004 Press Releases SEADRTEST Continuous Disclosi 02/03,/1333 16:21:21
00143458 | 00000005 Press Releases SEADRTEST Confinuous Disclosi 02 /05,1939 11:32:53
00143458 | 0000ND06 Press Releases SEADRTEST Confinuous Disclosi 02 /05,1939 nEsd
Pl P R i i LIJ
Open Retieve Status Sfarit Retrash Project | PFiefresh List |
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2. Onthe View menu, Select Secondary Filer Access.

The Secondary Filer Access dialog box displays
showing the list of all secondary filers for the
project selected and the functions they can use.

Secondary Filer Access LI
Project #: (1001032
~ Primary Filer S bt |
SEDAR Filer
Ramsay, Steven Cancel |
Help |
To add 3 new filer, press Add
Ta delete a filer, press Delete
~ Secondary Filer
Userid | Hame [ Phone [ Cumentéccess | MewAooess |~
cdsf0100  Test filer Submit ~|
=
4] | »
Delete... |

If the primary filer has assigned to you one of the
View, Retrieve and Submit functions, the access
you have remains the same for all submissions you
make for the project. For example, if you have
access to the Submit function for project 01001032
you can submit documents and fees for that project.

Page 141



Chapter 6

Modifying a Submitted
Project

6.1 Overview

After you have submitted a filing to the server, you can
add to it by submitting documents, recipient agencies
(only when you are adding documents) and fees to the
server. These additions are all part of the same project
and have the same project number assigned to them.

@ You can add documents to filings created for the

category of filer Other Issuers or Investment Fund
Issuers, even if the issuer has ceased reporting since
the initial submission was made.
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6.2 Adding Documents and Formal Correspondence

Whenever you add documents or formal
correspondence to an existing filing, it generates a
new submission number that is displayed in the list of
submissions on the Filing Management window. The
project number, filer name and list of documents for
the category of filing and the recipient agencies have
already been captured by SEDAR when the new
project was submitted.

You can attach a new document, a previously filed
document or formal correspondence to yourfiling.

See the table below to find out which procedure you

should follow.
To attach... See...
A new document “Adding a NewDocument”
A previouslyfiled document “Adding PreviouslyFiled
Documents”
Formal correspondence “Adding Formal
Correspondence”

6.2.1 Adding a New Document
To add documents to afiling:

1. Onthe Filing Management window, select the filing
you want to add files to.
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2. On the File menu, select Add to a Filing, then
Documents.

The [type of filing] Cover Page dialog box displays.

Progect#,
o01E0194 AGEncis |
FRralps: Feas.
[anrwal Finsncil Statamaris P - |
Azspar NMame: |
[oonn1892  Georges sLamben .
Cansact Informason
Mo | TR T |
at Arde Cocie: [514 Mumbor [556-1212 Be [
Fmc Aren Code: Humber Fage 2 |
Emd ID: | T |
To aesign ofie o the list, select th “Amach File..". o add other documents, select "Oher”

in
ond then press “Add Document..”

3. Select a document type. (If you select the
document type Other, the Add Document button
becomes available.)

4. Depending on the type of document you select, do
either of the following:

» Click Attach File. The Attach File dialogbox
displays. Go to step 6.

» Click Add Document. The Add Document dialog
box displays. Go to step 5.
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Enter the required information and click Attach File.

The Attach File dialog box displays.

x|
Document Name ;  [Annual financial statements - [tter from foreidn issuer Ok
Fath I Cancel
Fis: |
Help
File Source i+ PC‘Workspace
£ SEDAR Workspace
©* Previously Filed Documents
FC Workspace
Fils Types Diives Filss:
Adobe Aecrobat [~ puf] = [=« =1

Directories:

==
(Y PROJECTS

(L] Filer User Guide
[ Installation Guide

Select the following:

* The location of the file you want to attach (PC
workspace or SEDAR workspace)

* The file type

* The drive

* The directory

* The name of the file, with the accepted
extension.

Note: If you want to attach a file from your SEDAR
workspace and want to view the most up-to-
date files, click Refresh List to connect to
SEDAR.

After you select the file, click OK.
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If you attempt to send a file which contains
annotations, such as attached files orembedded
objects, the following message displays:

“The file cannot contain annotations (attached files
or embedded objects). Please remove them and
resave the file.”

Follow the instructions in the message. For more
information, see “File Messages”.

Depending on the type of document you select,
either of the following occurs:

* The [type of filing] Cover Page dialogbox
re-displays with the file attached.

* The Add Document dialog box displays. Click
OK. The [type of filing] Cover Page dialog box
re-displays with the file attached.

The Agencies, Detach File and Duplicate buttons
become available.

If a message displays, follow the instructions in the

message. For more information, see “File
Messages”.
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You can take any of the actions shown below or go
directly to step 8.

To... Do the following...

Attach manyfiles  Select the document type in the Filing

to the same Subtype/Document Type list and click

document type Duplicate to create a copy of that
document type in the list. Repeat
steps 6 and 7

Toattachfilestoa Repeat steps 3to7

different

document type

Todetach afile From the [type of filing] Cover Page
from the cover dialog box, select a document in the
page* Filing Subtype/Document Type listand

click Detach File. The file is detached
and removed from the list on the [type
of filing] Cover Page

* Only files which have not been submitted to the
SEDAR server can be detached from a project.

Note: Remember that in SEDAR, one paper
document corresponds to one electronic file.
You cannot submit the electronic equivalent
of one paper document in more than one
electronic file. For more information, refer to
the SEDAR FilerManual.
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To...

Modifying a Submitted Project

8. Afteryou have attached the files, select one of the

Do the following...

Modify the cover
page

Do not close the dialog box. See
“Modifying Cover Pages”

Add recipient

Click Agencies. The Add a Recipient

agencies Agency dialog box displays. See
“Adding Recipient Agencies to a
Submitted Filing”

Add fees If there are additional fees, add the

fees before submitting the filing (for
more information, see “Adding
Fees”)

Save the cover
page information
on your database
for later
submission

Click Save. The Filing Management
window displays

Submit the filing to
SEDAR now
without adding
fees or saving the
filing first

Click Submit. The document is sent
to the SEDAR server.

Depending on the document type
selected, the Submit button

becomes available only after you
have entered the applicable fees

Once submitted, the filing displays in the list of
submissions on the Filing Management window.
The filing in the list bears the same project number
as the original filing, but has its own unique
submission number.
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6.2.2 Adding Previously Filed Documents

It is possible to reuse certain documents already
submitted to SEDAR. For example, in the case of a
take-over bid filing, as the filer, you may want to use
the issuer’s financial statements to submit to agencies.

The filings you are allowed to search in for documents
are restricted to the filings associated with the profile
number of the issuer for the filing you are creating. On
the SEDAR server, you can search on thisissuer’s:

* Publicfilings

* Private filings for which you are the primary filer or
a secondary filer with the Retrieve and Submit
privilege.

You cannot reuse documents sent as formal
correspondence or with one of the following private
access levels:

* Private — Draft

* Private — Virus

* Private — Incorrect Filing

* Private — Incorrect Format

* Private — Nonpublic

* Private — Nonpublic — Incorrect.

Before the implementation of Release 6.0, accepted
file formats were:

* For WordPerfect documents — .w51, .w52, .w60
and .w61
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*  For Word for Windows — .doc
* For PDF documents — .pdf.

You can attach a pre-release 6.0 document saved in
any of these formats since the document on the
SEDAR server is the same as the original one andis
not actually resubmitted to the server.

To attach a previously filed document:

1. Onthe Filing Management window, select the filing
you want to add files to.

2. On the File menu, select:
Add to a Filing > Documents.

The [type of filing] Cover Page dialog boxdisplays.

Froject#:
W Agancias. |
Filing Typa:

|Anr ual Financial Sistermants.

[00011753 30541384 Quebec Inc i

“ontacd Inforrmahion

Mame | John Dozy Cancel

Tal Asa oo W Mamber 2331234 Ex [111

Fax Aren Code: 574 Musmibir W Pagel.. |
Emeil 10 [z, {intermet caf Help |

To atsign & fe 1o a documantin the list select the document and then prazs "Attach File..". 1o add other documents. select"Ohear"
and then press “Add Document "

Filirg Subshypee Documi il Typae Filir Mami =

Audited annual financial siemerts - English
Audited annual financisl statemeants - Franch < At Sl
Comhrmahon ol mel

iy
Fomn 61 (BC)

Feport an number and valua of securities distibuted in Ouebec (2C) .
Dther = |

PEIBE
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3. Select the document type in the Filing Subtype/
Document Type field. (If you select the document
type Other, the Add Document button becomes
available.)

4. Depending on the type of document you chose, do
either of the following:

+ Click Attach File. The Attach File dialogbox
displays. Go to step 6.

* Click Add Document. The Add Document dialog
box displays. Go to step 5.

5. Enterthe required information and click Attach File.
The Attach file dialog box displays.

6. Click Previously Filed Documents.

The Previously Filed Projects/Documents section
displays on the Attach File dialog box.

Attach Fila x
Document Home: [Cover tener —I
Poth I Cancel

Filg : |
File Source . PCWorkspace
© SEDAR Workspsoe
& Provioushy Filed Documants

Previouzly Filed Projects/Documarts
Search

| Erojectbiumber | CamgorsofFiling | FiliegType |  FénqSubhpe | Document Type =
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7. Click Search.

The Search for Previously Filed Documents dialog

box displays.
SEDAR displays only the
dOCuments aSSOC]ated Wlth Ta find documents, select a categony or type of filing (or bath), or enter the project number. Change the subrmission date range, if

uired. \When done, click Submit to start the search

that profile number. In the
case of an Investment Fund
Issuer filing, the profile

lesuer / Filer Name: |DDDHEE4 Alpha Canadian

H ‘ Submi :

number used is that of the Poectt: [

Investment Fund Group Cotogory afFilng: |(7079) 5] Ceree
Fiing Type: | mone) =l &l

The date range fle'dS are //;,mpm 06/30/1993 IR

unavailable whenyouenter —~———————
a project number e | 5

8. Tonarrow your search, you can:

+ Enter a project number

+ Select a Category of Filing or a Filing Type, or
both. You can also change the Date range if
desired (the default is one year).

9. Click Submit.
After the search iscomplete:

» If there are no projects matching your search
criteria, the Search for Previously Filed
Documents dialog box re-displays. Change
your search criteria or click cancel to return to
the Attach File dialog box.
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» Ifthere are filings matching your search criteria,
the Attach File dialog box displays listing the
search results.

] Ciocumant Hama |F‘m-r'- amar |
The Path and Fileare  ————— | coel |
automatically updated - wov |

File Source: & PG Workspace
 SEDAR Woekspace
& Frevigushy Filed Documents

Prevsausty Filed Pregects/ Documents

o] Areinl Fineroal Stetam Cover letier

Expand the folder todisplay
each document

1 v

The list of projects and documents displayed
remains available until you save, submit or cancel
the submission from the cover page.

10. Select the document to attach and click OK.
Depending on the type of document you select,
either of the following displays:

* The [type of filing] Cover Page re-displays with
the file attached.

* The Add Document dialog box displays. Click
OK. The [type of filing] Cover Page dialog box
re-displays with the file attached.

The Agencies, Detach File and Duplicate buttons
become available.
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' The access level of the newly attached document is

private, regardless of its access level in the original
project, until an agency changes the access level in
the currentproject.

The exception is for continuous disclosure filings
(other than the filing types “Other Filings”, “Personal
Information Form and Authorization 51-105F3A”,
“Personal Information Form and Authorization 51-
105F3B” and “For Regulator’s Use Only”) and
exempt market offerings and disclosure filings
(other than “Schedule 1 of report of exempt
distribution (45-106F1) and “Schedule 1 of report
of exempt distribution Form 5”), as described in
the SEDAR Filer Manual,) which are automatically
made public upon submission to SEDAR.

If an agency changes the access to this document
in your current project, it does not change the
access of the document in the original project.

You can take any of the actions shown below or go
directly to step 11.

To... Do the following...

Attach manyfiles  Select the document type in the Filing

to the same Subtype/Document Type list and click

document type Duplicate to create a copy of that
document type in the list. Repeat
step 10

Toattachfilestoa Repeat steps 310 10

different

document type
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To... Do the following...

Todetach afile From the [type of filing] Cover Page

from the cover dialog box, select a document in the

page* Filing Subtype/Document Type listand
click Detach File. The file is detached
and removed from the list in the [type
of filing] Cover Page

* Only files which have not been submitted to the
SEDAR server can be detached from a project.
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To...

Modifying a Submitted Project

11. After you have attached the files, select one ofthe

Do the following...

Modify the cover
page

Do not close the window. See
“Modifying Cover Pages”

Add recipient

Click Agencies. The Add a Recipient

agencies Agency dialog box displays. See
“Adding Recipient Agencies to a
Submitted Filing”

Add fees If there are additionalfees, add the

fees before submitting the filing (for
more information, see “Adding
Fees”)

Save the cover
page information
on your database
for later
submission

Click Save. The Filing Management
window displays

Submit the filing to
SEDAR now
without adding
fees or saving the
filing first

Click Submit. The documentis sentto
the SEDAR server. For more
information on the transmission
process, see “Transmitting the
Project”

Depending on the document type
selected, the Submit button becomes
available only after you have entered
the applicable fees
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6.2.3 Adding Formal Correspondence

You cannot add a recipient agency to a submission
when adding formal correspondence using the

following method. To add an agency to the list, see
“Adding Recipient Agencies to a Submitted Filing”.

To add formal correspondence to afiling:

1. Onthe Filing Management window, select the filing

you want to add files to.

2. On the File menu, select Add to a Filing, then
Formal Correspondence.

The Formal Correspondence dialog box displays.

Formal Comespondence

Project #:

00160078

lasuer Mame:

[oo011750 Aipha Funds
Amention

[an 5atacted agancies

To assign a file 1o a G

=1 i4or @ specihe Agency

document type,

press “Anach Fie. "

[ Fisrame =

Filing Subhpa/Cocumant Typa
ndence

3. Select a document type. (If you select the
document type Other, the Add Document button
becomes available.)
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4. Depending on the type of document you chose, do
either of the following:

» Click Attach File. The Attach File dialogbox
displays. Go to step 6.

* Click Add Document. The Add Document dialog
box displays. Go to step 5.

5. Enter the required information and click Attach File.
The Attach File dialog box displays.

6. Select the following:
* The location of the file you want to attach
(PC workspace or SEDAR workspace)
* The file type
* Thedrive
* The directory

* The name of the file with the .pdfextension.

If you select to attach a file from your SEDAR
workspace and want to view the most
up-to-date files, click Refresh List to connectto
SEDAR.

After you select the file, click OK.

If you attempt to send a file which contains
annotations, such as attached files orembedded
objects, the following message displays:

“The file cannot contain annotations (attached files
or embedded objects). Please remove them and
resave the file.”
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Follow the instructions in the message.

The Formal Correspondence dialog box displays
and the Submit and Detach File buttons become
available.

If a message displays, follow the instructions in the
message. For more information, see “File
Messages”.

You can take any of the actions shown below or go
directly to step 7.

To... Do the following...

Toattachfilestoa Repeat steps 3t06
different
document type

Todetach a file From the Formal Correspondence
dialog box, select a document in the
Filing Subtype/Document Type listand
click Detach File. The file is detached
and removed from the list

* Only files which have not been submitted to the
SEDAR server can be detached from a project.

Note: Remember that in SEDAR, one paper
document corresponds to one electronic file.
You cannot submit the electronic equivalent
of one paper document in more than one
electronic file. For more information, refer to
the SEDAR Filer Manual.
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7. After you have attached the files, click Submit. The
document is sent to the SEDAR server. For more
information on the transmission process, see
“Transmitting the Project”.

Once submitted, the filing displays in the list of
submissions on the Filing Management window.
The filing in the list bears the same project number
as the original filing, but has its own unigue
submission number.
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6.3 Modifying Cover Pages

Once a filing has been submitted, you can modify
information on page 2 of the Investment Funds,
General Investment Funds, General, Issuer and Issuer
(Annual Information Form) coverpages.

There are two ways you can access the cover page of
a submitted filing to modify information: using the Add
to a Filing option on the File menu or the Cover Page
option on the View menu.

6.3.1 Using the Add to a Filing Option

1. On the Filing Management window, select a filing.
On the File menu, select Add to a Filing, then
Documents.

The [type of filing] Cover Page dialog boxdisplays.

2. Modify the information as required.
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The modifiable cover page types and fields are listed
in the following table:

Cover Page

Type

Modifiable Fields

General

» Contact Information

» Continuous Disclosure Rule

* Financial Period Ended

» Financial Period Date Relates to
» Date of Meeting

* Date of Meeting Relatesto

» Confirmation that schedule 1 was
prepared using the template available on
www.sedar.com

* Warning to remove Schedule 1 from the
report of exempt distribution

General
Investment
Funds

+ Contact Information

* Financial PeriodEnded

+ Financial Period Date Relates to
+ Date of Meeting

+ Date of Meeting Relates to

« Confirmation that Schedule 1 was
prepared using the template available on
www.sedar.com

» Warning to remove Schedule 1 from the
report of exempt distribution

Investment
Funds

» Contact Information

Issuer

+ Contact Information

* Type of Securities

* Initial Public Offering

* Primary Offering

» Secondary Offering

» MJDS offering in the United States

¢ Inclusion of Future Oriented Financial
Information (“FOFI”)

+ Aggregate Gross Proceeds

¢ Underwriter Info — Underwriter name
(E) and (F)

¢ Underwriter Info —Underwriter
Counsel (allfields)

» Promoter Info (all fields)

Third Party

Filer User's Guide 8.054

Contact Information

Page 162


http://www.sedar.com/

Modifying a Submitted Project

3. Select a document type and a file, and click Attach
File.

4. Continue adding files to a filing following the usual
procedures.
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6.3.2 Using the Cover Page Option

1. On the Filing Management window, select a filing
for which you want to modify the cover page. From
the View menu, select Cover Page.

The [type of filing] Cover Page dialog box forthe
selected filing displays, showing any previously
saved information.

2. Modify the information as required. See the table in
“Using the Add to a Filing Option” for a list of
modifiable cover pages andfields.

3. When all modifications have been made, click
either of the following:

* Submit—To send the changes to the SEDAR
server and update the information in your local
workspace.

+ Cancel—To remove any changes you made to
the cover page and return to the Filing
Management window.

- You cannot add recipients, add or modify fees, save

the information or modify documents from the
Cover Page option on the View menu. Toadd or
modify fee amounts, use the Fees function on the
View menu. To add recipient agencies, use the Add
to a Filing > Document function on the File menu.
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6.4 Adding Recipient Agencies to a Submitted Filing

The types of agencies available for a project are
determined by the filing type. Therefore, once a project
has been submitted to a type of agency, you can
submit it to additional agencies of the same type only.
For example, you cannot add a market centre to a
project if its original recipient agency type was
commissions. To send the documents to a recipient
agency of a different type, you must create a new
project and select the appropriate filing type in the
appropriate folder.

To add recipient agencies:

1. Open the Filing Management module. Select the
filing from the list of submissions to which you want
to add agencies and on the File menu, point to Add
to a Filing and click Documents. The [type of filer]
Cover Page displays.

2. Toadd more agencies, click Agencies. The
Agencies dialog box displays.

3. Click Add. The Add a Recipient Agency dialogbox
displays listing the available agencies.
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not available because you
cannot modify the agency
type once the filing has
been submitted. To
change the agency type,
you must create a new
project

ield i oK
The Agency Type field is - [ o ]
& Commissions AND Market Centres [Exchanges) Cancel |
= TestFiling Help |
Select All Commizssion Agencies Select All Market Centre Agencies |
Agency
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Depending on your category of filer, the category of

filing and the type of filing, and the folder in which it

is located, one of the following displays in the

Agency Type field:

+ Commissions

+ Market Centres (Exchanges)

+ Commissions and Market Centres
(Exchanges).

The Test Filing option is always shown.

Add a Recipient Agency x|

Select the Agencies ta receive the filing, then press OF.

Britizh Colurnbia

Saskatchewan
Manitoba
Ontario
Quebec

Mew Brunswick
Mova Scotia

Prince Edward lsland
Mewfoundland
Morthwest Teritaries
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In the Agency field, select any additionalagencies
and click OK.

The Recipient Agencies dialog box re-displays with
the additional agencies listed.

| sz__l L

Recipient Agencies
A i et st e AR crvapl iy Wankel Cerntre and NovnRaponsnr favoer i
Recipient Agency [ Principal | Reference Email ID Add...
Eiitish Columbia =)
Alberta [55C) ™ Dielete...
Saskatchewan =
Maritoba = Cancel
Ontario =
Juebec — Help
Mew Brunswick =
Mova Scotia =
Prince Edweard lsland =
Mewfoundland and Labrador =
Maorthwest Teritories =
r'ukon =
MNunavut =
Email I
5. Select one of the following actions:
Click... To...
OK Go back to the cover page. Go to step6
Add Send the filing to more agencies
Delete Delete agencies that you justselected to

receive the filing; agencies cannot be
deleted once the filing has been

submitted

Click EmailID  Include the SEDAR e-mail ID of the
contact person at the agency, if
applicable, who can be contacted by the
filer using SEDAR e-mail when the filing

is received by an agency
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6. On the [type of filer] Cover Page, highlight the
document type “Letter concerning recipient
agency” and click Attach File (see “Attaching a
File”).

Once the document has been attached, the Submit
button will be highlighted on the Cover Page
screen.

7. Click Submit to send this project to the additional
recipient agency.

Note: Only certain filing types provide the
document type noted above. If you are
adding a recipient agency to a filing that
does not provide this document type,
select the document type “Cover letter.”

Note: All documents previously submitted on the
project will be available to the newly added
recipient agency. It is not necessary to
re-attach all documents submitted with the
initial filing of this project.
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6.5 Adding Fees

You can add fees to a project that has already been
submitted to the server.

To add fees to a submitted filing:

1. Open the Filing Management module and select
the project from the list of submissions to which
you want to add fees.

2. On the View menu, select Fees. One of the
following occurs:

+ If fees have been submitted, the Summary of
Filing Fees dialog box displays, showing the
total project fees submitted to date, including
both agency filing fees and SEDAR System
fees (SEDAR System fees do not apply to
most documents).

Go to step 3.

» If no fees have been submitted, the Add/Modify
dialog box displays.

Go to step 4.
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3. On the Summary of Filing Fees dialog box, select

Add/Modify.

The Add/Modify Fees dialog box displays.

Add / Modify Fees

Agencies Issuer / Filer

British Colurnbia
Alberts [A5C]
Saskatchewan
M aritoba
COiritario
Ouebec

New Brunswick
Niwa Sratia

Filing Fees

X

Cancel
Help

LS54 Fees

Fee Descriphion Code

| Amount § = |

9.[a] Subject to paragraphs [b] and [c], for fiing a preliminary prospectus, a preliminary base shelf SPROSA
prospectus under Ml 44-102, a preliminary base PREP prospectus under NI 44-103 or a pro

farma prospectus [$2500)

9.[b] For filing a prefiminary or pro forma prospectus for a mutual fund ($1500) SMFP
10(a] For filing a prosp., the amnt, if any, by which .02% of proceeds realized by issuer/secuity  SPROS+
holders from the dist. under the prosp. to purch. in B.C. exceeds agg. fees paid under item 39,

which amnt must be paid according to sec 24 & 25

10[b) A3 in 10(a), except in the case of a money market mutual fund, as defined in M1 81-102, SPROS+
uge 0.01% in place of 0.02%

11. For filing an annual information foim by an izsuer other than a mutual fund [$1000) SalF
12. For fiing an amendment to a preliminary prospectus, prospectus or annual information form SAMEND
($250)

13.[a) For filing a technical or engineering report with a preliminary prospectus, pro farma STECH

prospectus, prospectus, annual information form, amendment to a preliminary prospectus or
prospectus [$500]
13101 For filing a technical or El“EIIFIEEIII']D report with an aoolication under section 171 of the Act | STECHDD

<

4. Select the agency to which you want to su
fees.

bmit

For commissions and market centres, a fee

schedule for that organization displays.

5. Enter the fee amount in the Amount$ colu

mn

beside the corresponding fee description. The GST
and QST or HST, if applicable (no taxes are paid on
filings sent to commissions and on test-filings), are
calculated automatically. Select the next recipient

agency, if applicable, and repeat this proce
intended agencies.

ss for all
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6. When done, click OK. The Summary of Filings
Fees dialog box displays showing the fees in the
WIP (work in progress) field, in both the Total
Project Fees and Agency Fees sections.

When fees have been

submitted to SEDAR, you Summary of Filing Fees - - - =

can view the status of fees Total Preject Fees (o datel >

for the project by clicking oo oo b P Moy ﬂ

Payment Status Detail —~—  — |—_ Payment Staus Dt \ com ||
T || [cEcaR System Fess o dutel Heb

You can change the size of o 6 oo s L

columns on the Payment
Status Detail dialog box,
and print the dialog box for
audit purposes

|| [Agency Fess jto datel |

Submitted §: Paid $: Rejectsd §
0.00 [noo [noo

Fes Description [ Code | Amounts | GST$ | 0sT$ | HsT§ =

7. Do one of the following:

+ Toadd more fees, click Add/Modify, and repeat
steps 4 to 6.

+ Todelete fees, click Add/Modify. Follow steps4
to 6, but delete the fees in the Amount$
column, instead of entering them.

Note: You cannot delete feesthat have
already been submitted to the server.

+ Tosubmit the fees once the required fees have
been entered, go to step 8.
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Click Submit. The Charge Summary dialog box
displays showing the added fees entered per
recipient agency. The SEDAR System Feesfield
will indicate $0.00. If additional SEDAR System
Fees are due, click within this field and enter the
amount.

Charge Summary : x|
Charge Summary Iﬁ
Project #: [02103782 Submission £ [0000001
Matter & ,7
Filing Type:
|News Releases
|zsuerFiler or Group Mame: Help
|PROD_CHAI
Agency [ Amount | G5T | el HsT |
Saskatchewan 0.oo 0.oo 0.00 0.00
Quebec o.an o.an o.a0 o.a0

SEDAR System Fees: Total Agency Fees:

Slom sfom

R

Fl #-TRANSIT #: Tatal SEDAR Spstemn Fees:
0003-00002 ¥ |oo0

Account #: T atal Amount Payable:
0004200 3 [0.00

Note: SEDAR System Fees are determined by the
filing type, subtype and number of recipients.
GST and QST or HST are calculated on
market centre filing fees depending on your
location. For more information, see
“Entering Your User Information”.

Adding more fees to an existing project does
not generate a separate submission for the
project, but simply adds to the cover page
information for thatproject.
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9. Click Authorize to submit the fees.

The Payment Authorization dialog box displays.

Payment Authorization m
Enter the Userid and Pagsward for each reguired signature, and then press "Pay" to confirm
payment authorization and complete the submission process Pay
Cancel |
First Sig & Second Signature
Help
Lisand Fasswory Userid: Fassward:
040 -

10. Enter the required user IDs and passwords and
click Pay.

* If the user IDs and passwords are valid, the
files are submitted to the agencies and the
payment instructions to the financial institution.

» If the user IDs and passwords are not valid, the
SEDAR-Filing Management dialog box
displays.

SEDAR - Filing Management m

Authorization Failed - Userid(s) specified do not have the required
banking authority. Please enter correct Userid(s) and Password(s).

Click OK, then enter the correct user IDs
and passwords and click Pay. Or, if your
banking authorization user ID and password
are not set up correctly, contact the CSA
Service Desk for assistance at 1-800-219-
5381.

The SEDAR File Transfer dialog box displays
while the files are being submitted to the
agencies and the payment instructions sent to
the financial institution.
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Chapter 7

Monitoringthe Progress
of Projects

7.1 Overview

When you submit a project to SEDAR, it is moved to
the recipient agencies’ space in the SEDAR database
to be retrieved by the commissions and market
centres you selected as recipients.

Commissions and market centres review an electronic
filing in the same way they review a paperfiling.
Therefore, you monitor the status of your electronically
submitted projects the same way you would follow up
on projects submitted in paper form.

To monitor the progress of a project, use the Filing
Management module to:

Filer User's Guide 8.054

Populate your list of filings

Customize your view of the list offilings
Refresh your filing list

View the access level of documents
View the status of filings

Retrieve formal correspondence

View the status of fee payments.
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7.2 Using the Quick Search Inquiries Function

To populate the list of filings appearing in the Filing
Management window, you create search inquiries and
send them to the SEDAR server to search the filings
database. A search inquiry consists of a combination
of fields, operators and criteria that you define in
SEDAR using the Quick Search Inquiries or the
Advanced Inquiries function (for more information, see
“About Fields, Operators and Criteria”).

The Quick Search Inquiries function uses a wizard to
help you easily create most of the inquiries you need
to complete your daily tasks. It is recommended to use
this function for quick retrieval offilings.

The Advanced Inquiries function (formerly the
Customize List function) enables you to create
customized searches for special needs; use it only if
the Quick Search Inquiries function does not give you
the required results. For more information on this
function, see “Using the Advanced Inquiries
Function”.
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About the Quick Search Inquiries Dialog Box

Delete selected
inquiry

Change
selected inquiry
name

Modify criteria

Create new
inquiry (wizard)

Select default
inquiry

The Quick Search Inquiries dialog box is divided into
three sections as indicated in the illustration below.

'_\ Quick Search Inquiries

—Refresh ListIng

iy C

Q My Filing Details Inquiry
3 My Filing Details Inguiry
%) My Filing Details Inquiry
5 My Filing Details Inguiny
3] My Profile Details Inquiry
Q My Profile Details Inquiny
3] My Profile Details Inquiny

Eyﬂge | Rehsme

Project nurnbers 123456-3456789
Subrnittec since 06/01/1999

Submission date |

% Gifiea 05/01/1938 =

| Dhslete |

™~ New. [HetEnt

| Beve | Save e |

(Coigjez]

Save by
replacing

Save by
creating new

inquiry

Exit the
notebook
without saving
| any changes

/Ealvesh List | Closs, |

Help

Update list of filingsin

Filing Management

window
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Close the dialog box

Get help
on dialog box

For information on creating search inquiries, see
“About the Quick Search Inquiry Wizard”.
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For a summary of the actions you can take fromeach
section, see the following table.

To... Do the following...

Modify an inquiry 1. Select the inquiry to modify.
2. Click Change or type ALT+C. The Inquiry Criteria notebook
displays on the right of the dialog box.
3. Make the changes and click Save or Save As.

4. Click Close to return to the Filing Management window or
Refresh List to refresh the list of filings in the Filing
Management window.

Rename an inquiry 1. Select the inquiry to rename.

2. Click Rename or type ALT+M. The Inquiry Criteria notebook
displays on the right of the dialog box.

3. Type the new name and click Save or Save As.

4. Click Close to return to the Filing Management window or
Refresh List to refresh the list of filings in the Filing
Management window.

Delete an inquiry 1. Select the inquiry todelete.
2. Click Delete or type ALT+D.

3. Click Close to return to the Filing Management window or
Refresh List to refresh the list of filings in the Filing
Management window.

Create an inquiry 1. Click New or type ALT+N. The Quick Search Inquiries
wizard application launches.

2. Follow the instructions in the dialog boxes or see “About
the Quick Search Inquiry Wizard”.

Select an inquiry as the 1. Select the inquiry you want to use as the default inquiry.
default inquiry For more information, see “Default Inquiry for the Refresh
List Function”.

2. Click Default or type ALT+F.

3. Click Close to return to the Filing Management window or
Refresh List to refresh the list of filings in the Filing
Management window.
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To... Do the following...

Close the notebook Click Cancel.No changes are saved and you remain on the
Quick Search Inquiries dialog box.

Close the entire dialog box  Click Close. No changes are saved, unless previously saved
in the notebook, and you returnto the Filing Management
window.

Default Inquiry for the Refresh List Function

The Refresh List function, accessible on the Filing
Management window, is a quick way to update the
information on the list of filings on your Filing
Management window.

This function sends the default inquiry of your choice
to the server. To select the default inquiry, you must:

+ Select Quick Search Inquiry as your default search
method in the User Profile and Defaults dialog box
(see “Setting Up SEDAR”)

+ Select one of the inquiries in your list of inquiries as
the default.

About the Quick Search InquiryWizard

The Quick Search Inquiry function uses a wizard to
help you build search inquiries quickly and effortlessly.
The Quick Search Inquiry wizard is launched
automatically the first time you access SEDAR.
Thereafter, you launch it from the Quick Search
Inquiries window which is accessed from the Options
menu.
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Here are a few things that are useful to know about the
wizard:

Click here if you
don’'t want to
view this window
next time you
open the wizard

To bypass the welcome page, click Don’t Show
This Page Again at the bottom of the welcome

page.

To stop creating an inquiry at any time and return
to the Filing Management window, click Cancel.

To return to the previous window, click Back.
To go to the next window, click Next.
For help on the window, click Help.

Quick Search Inquiry Wizard
Quick Ingquiry Wizard

Welcome to the Quick Search Inquiry Wizard
The Quick Search Inguiry Wizard will help you create inguiries
that retriewve SEDAR filings - quickhy and easily. The wizard
provides step-by-step instruction on building the most commaon
and effective inquiries.

What is an Inquiry?
Aninguiry is away to describe the filings that will display in
Filing Management. They can be based on date, project
numbers, profile details ar filing details.

How do | retrieve my company's filings?
Usze the Refresh List button in Filing Management. Refresh List
will retrieve your company's filings that match the inguiry's
critena.

I‘_ Don't show this page again

Return to
previous page;
greyed out onthe
first page
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< Back Cancel | Help |
Move to the next Stop building the Obtain
page; greyed outon inquiry and return to online help
last page the FilingManagement about this

window window

Page 179



Filer User's Guide 8.054

Monitoring the Progress of Projects

To populate your list of filings using the Quick Search
Inquiries function:

1. On the Filing Management window, from the
Options menu select Quick Search Inquiries. One
of the following windows displays:

* If you are building a search inquiry for the first
time, the Quick Search Inquiry Wizard welcome
window displays (see illustration above). Read
it and click Next.

+ If this is not the first time you are building an
inquiry using the wizard, the Quick Search
Inquiries dialog box displays. Click New to start
the wizard.

The Quick Search Inquiry Wizard displays.

Which filings would you like to retrieve?
Retrieve your company's filings by

& Date;

ectthis option to retrieve filings by the
submission date or the date the filings were last

" Project Number
Each submitted filing is identified by a unigue project
numher.

" Profile Details

Selectthis option to retrieve filings by profile
number. mutual fund group number, issuer/ffiler
name, or mutual fund group name.

 Filing Details
Selectthis option to refrieve filings by category of
filing, filing type or filing subtype

< Back I Mext > I Cancel Help
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the instructions below.

To retrieve filings by

2. To select the filings that you want to retrieve, follow

the. . Click... See...
Date the submissions were Date and “Retrieving
made or the date thefilings Next Filings by
were last updated Date”
Project Number Project “Retrieving
Numberand  Filings by
Next Project
Number”
Profile number, Investment  Profile “Retrieving
fund group number, issuer/  Details and Filings by
filer name or investment Next Profile
fund group name Details”
Category of filing, filing Filing Details  “Retrieving
type or filing subtype and Next Filings by
Filings
Details”
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7.2.1 Retrieving Filings by Date

1. On the Retrieve by Date dialog box, click the date
by which you want to retrieve filings and click Next.

Quick Search Inquiry Wizard

Retrieve by Date

Retriewve filings by

& Date a submission was made;

" Date the filing was last updated

Tip A submission occurs when afiling is created. orwhen
documents or formal correspondence are added to a
filing

- or-

Anupdate ocours when a submission or fees are
added. orwhen changes are made to a cover page.
status or access.

<Back I Mext > I Cancel Help

The Select a Date Range dialog box displays.

Select a Date Range

Only retrieve filings

IDENSHQQQ vl

< Back I et > I Cancel Help

2. Enter the date from which you want to retrieve your
filings and click Next. The final dialog box displays.
For instructions on the final dialog box, see
“Completing the Search Inquiry”.
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7.2.2 Retrieving Filings by Project Number

1. On the Retrieve by Project Number dialog box,
enter the project number of the projects thatyou
want to see in your Filing Managementwindow.

Quick Search Inquiry Wizard
Retrieve by Project Number

Enter the project numbers to retrieve

Tip Enter multiple project numbers separated by a.
semi-colon (eq. 148724; 162589; 162073). A maximum
of 100 project numbers are allowed
= @re
Enter arange of project numbers using a single hyphen
and two project numbers (eg. 165000-166000)

<Back I = I Cancel Help

Follow these guidelines:

+  Maximum of 100 numbers.

+ Leading zeros of the project number are not
required.

* May be individual numbers, separated by a
comma

+ May be a range of numbers separated by a
hyphen (for example, 16500—16600).

2. When done, click Next. The final dialog box
displays. For further instructions on the final dialog
box, see “Completing the Search Inquiry”.
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7.2.3 Retrieving Filings by ProfileDetails

On the Retrieve by Profile Details dialog box, the
Retrieve By list field offers six criteria to build your
inquiry, as indicated in the illustration below.

Quick Search Inquiry Wizard

Retrieve by Profile Details

Retrieve By I j

P er

Investment fund group number
lzzuerdfiler name [Englizh]
|zzuerdfiler name [French]
Investment fund group name (English)
Investment fund group name [French]

< Back | Tewt > I Lancel | Help |

The table below indicates under which subheading
you will find instructions on how to build yourinquiry
with these criteria.

Tousea... See...

Number “Profile or Investment Fund Group Number”

Name “Issuer/Filer or Investment Fund Group
Name”
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Profile or Investment Fund Group Number

Quick Search Inquiry Wizard
Retrieve by Profile Details
Retrieva By [Frofl: numibes

Criteria
Enter numbery seporched by o semrcolon.
[nomsz22

and/or chack numbsars fom below.

2001175 Quick Search Inquiry Wizard
0001175

1 - Alpha Canadian Dividand Fund
0 shal

Retrieve by Profile Details

Retrieve By |Investment fund group rumber =

 Criteria
Click to also RS Enter numbers sepasated by a semi-colon
retrieve 17 Plokitot perous koues and/or check rumbers from below,
filings ok [ oo | ol | [ 10000822 - lph Funds
submitted by

previous

issuers A masimum 100 numbers ars alowed

< Back Hest> I LCancel | Help |

1. On the Retrieve by Profile Details dialog box,
select Profile Number or Investment fund group
number and enter the numbers you want to include
in the search (maximum of 100, separated by a
semicolon).

2. When done, click Next. The Select a Date Range
dialog box displays. For an illustration, see
“Retrieving Filings by Date”.

3. Enter the date from which you want to retrieve your
filings and click Next. The final dialog box displays.
For instructions on the final dialog box, see
“Completing the Search Inquiry”.
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Issuer/Filer or Investment Fund Group Name

Quick Search Inquiry Wizard

Retrieve by Profile Details

Retrieve By I\sauer/fi\er name (English) LI

—Criteria
Enter & name

IABC Companyi j

Only one name can
be used per inquiry

Tip: To perform awildcard search, enter an asterisk ().
The first character cannot be awildcard

When you search by
Issuer/Filer name, you
can click here to also
retrieve filings
submitted by previous
issuers

v Retrieve previous issuers

<Back [ Mexs | concal | Halp |

1. Onthe Retrieve by Profile Details dialog box, in the
Retrieve By field select one of thefollowing:

+ Issuer/filer name (English)
* Issuer/filer name (French)
* Investment Fund Group name (English)
* Investment Fund Group name (French)

2. In the Enter a name field, enter or select a name.
Follow these guidelines:

* Use only one name per inquiry.

* Type an asterisk as a wildcard character
anywhere in the name, except at the beginning.

3. When done, click Next. The Select a Date Range
dialog box displays. For an illustration, see
“Retrieving Filings by Date”.
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4. Enter the date from which you want to retrieve your
filings and click Next. The final dialog box displays.
For further instructions on the final dialog box, see
“Completing the Search Inquiry”.

7.2.4 Retrieving Filings by Filings Details

On the Retrieve by Filings Details dialog box, the
Retrieve By list field offers three criteria to build your
inquiry. The table below indicates what subsection to
go to for instructions depending on the criterion
selected.

Quick Search Inquiry Wizard

Retrieve by Filing Details

Retrieve By I LI
 Categon, of filing

Filing twpe

Filing subtype

< Back I et I Cancel Help

To use the... See...

Category of filing “Searching by Category of Filing”

Filing type “Searching by Filing Type” Filing

subtype “Searching by Filing Subtype”
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Searching by Category of Filing

1. On the first Retrieve by Filing Details dialog box,
select Category of Filing in the Retrieve By list.

The Criteria field displays in the dialog box.

Quick Search Inquiry Yizard

Retrieve by Filing Details

Retrieve By ICatEgnry of filing LI

= Jther Applications
[ Going Private/Felated Party Transactions

1Mot Applicable

[ Other Reviewable Transactions (Market Centres)
] Securities Acquisitions

] Securities Offerings

< Back I et > I Cancel Help

2. Under Criteria, click the required category and click
Next.

The Select a Date Range dialog box displays. For
an illustration, see “Retrieving Filings by Date”

3. Enter the date from which you want to retrieve your
filings and click Next.

The final dialog box displays. For instructions on
the final dialog box, see “Completing the Search

Inquiry”.
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Searching by Filing Type

Filer User's Guide 8.054

select Filing Type in the Retrieve By list.

The Criteria field displays in the dialog box.

1. On the Retrieve by Filing Details first dialog box,

Quick Search Inquiry Wizard

— Criteria

Retrieve by Filing Details

Retrieve By IFi“”G type =1

1 PAS,
EalFres =
1 Private Placement
] Promational Material
I Prospectus (B LPS 3-02 - No Summary Praspectus)

1 Prospectus (BC LPS 3-02 - Surnrmary Prospectus Systerm
[ Progpectus - Distribution outside Quebec (QC sec. 12 Act
I Prospectus - MJDS (M1 71-101)

I Prospectus Offering (ASC. ASE)

[Ilrrospamus Offering (MSC, WSE) | >
4 4

plication (VSE]

< Back et > I Cancel | Help

2. Under Criteria, click the required filing types and

click Next.

The Select a Date Range dialog box displays. For
an illustration, see “Retrieving Filings by Date”.

3. Enter the date from which you want to retrieve your
filings and click Next.

The final dialog box displays. For instructions on
the final dialog box, see “Completing the Search

Inquiry”.
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Searching by Filing Subtype

1. On the Retrieve by Filing Details first dialog box,
select Filing Subtype in the Retrieve By list.

The Criteria field displays in the dialog box.

Quick Search Inquiry Wizard
Retrieve by Filing Details

Retrieve By |Filing subtype =]

[~ Criteria
[ Acceptance of Prospectus Supplement 3

[ Acquisition ¢ Disposition (ASE)

[l Acouisition / Disposition (WSE)

[ Acquisitio Sh

IS4 dditional Listing o

1 Amended Annual Inform

1 Amended Conditional Approval Letter
[1Amendment
] Amendment to Final

Dfmendmenttn Offering Memnranduml =
4 »

<Back INext > I Cancel | Help |

2. Under Criteria, click the required subtypes and
click Next.

The Select a Date Range dialog box displays. For
an illustration, see “Retrieving Filings by Date”.

3. Enter the date from which you want to retrieve your
filings and click Next.

The final dialog box displays. For further

instructions on the final dialog box, see
“Completing the Search Inquiry”.
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7.2.5 Completing the Search Inquiry

Regardless of the criteria used in your search inquiry,
when you are done entering them click Next. The final
wizard window displays.

Quick Search Inquiry Wizard
Congratulations

Hidden if the defaul
search inquiry creation
method is Advanced
Inquiries

Youringuiry is now complete.

¥ Make this my default Refresh List inquiry

The defaultinguiry is used automatically when you click the
Fefresh List button

Inquiry Name
Modify the narme provided below if necessany.

kv Filing Details Inguiny

Type over to modify
the system-
generated
description, if
desired

Click Finish to save your inquiry

<Back [ FEinish | Cancel | Help |

1. On the final window, you can perform the following
actions:

* Make the inquiry your default inquiry by
selecting the Make This My Default Refresh List
Inquiry.

» Change the short system-generated description
of the inquiry in the Inquiry Name field to make
it more meaningful to you for later use.

2. When done, click Finish.

The Quick Search Inquiries dialog box displays
showing the newly created inquiry in the list of
inquiries to be used with the Refresh Listfunction.
For information see “About the Quick Search
Inquiries Dialog Box”.
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7.3 Using the Advanced Inquiries Function

To populate the list of filings displaying in the Filing
Management window, create search inquiries and
send them to the SEDAR server to search the filings
database. A search inquiry consists of acombination
of fields, operators and criteria that you define in
SEDAR using the Advanced Inquiries or the Quick
Search Inquiries function (for more information, see
“About Fields, Operators and Criteria”).

The Advanced Inquiries function (formerly the
“Customize List” function) enables you to create
customized searches for special needs; use it only if
the Quick Search Inquiries function does not give you
the required results.

The Quick Search Inquiries function uses a wizard to
help you easily create most of the inquiries you need
to complete your daily tasks. Use this function for
quick retrieval of information. For further instructions,
see “Using the Quick Search Inquiries Function”.

A To use the quick search inquiries as default inquiries
for the Refresh List function, you must select Quick
Search Inquiries as the default search method in the
User Profile and Defaults dialog box (see “Setting Up
SEDAR?”).
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To populate your list of filings using the Advanced
Inquiries function:

1. On the Filing Management window, from the
Options menu, select Advanced Inquiries.

The Advanced Inquiries dialog box displays.

Advanced Inquiries u
Selectan inguiny and then press View to open or modify it Bl
MName Descrigtion Cancel
Help
—
)
CFFILEF? Empty S ——
CFFILEFB Empty
CFFILEF3 Empty

2. Select an empty inquiry and click View.

The View Filings Database Inquiry dialog box
displays.

Vinw Filings Database Inquiry

Inguiry Information o
] [ e |
Gescpton| oo D

[ s ]
Lt of fTeis Sapced Ciparaior i
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3. Click Build.

The Build Filings Database Inquiry dialog box
displays. You can now start creating your inquiry.

Build Filings Datlabase Inguir

iry [x]
Inguiny Infomnaso:
iy n =

iy Alarae: | CFFILEFD

:swml

Lt o it for Soacer o Lpgraior. Lt

ther Applications
Gong Private/Fielated FParty Transachons
Securties Acquisinons
Other Aeviewable Transactions (Market Centres

Add{Kasp Adding

Al aned Viw

Clear Criena

4. Inthe Description field, enter additional information
(up to 40 characters) to help you identify the
inquiry. This field must be completed in order to
save or submit the inquiry.

5. Select a field from the List of Fields to Search on.
For each field you select, the available operators
display.

6. Select an operator. The operator determines the
relationship between the field you are searching on
and a specific criterion.
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7. Select a criterion. If you have selected the Like
operator, type an asterisk at the end of your
criterion if you want to include all occurrences of
the keyword followed by another word.

For more information, see “Recommended
Operators and Criteria”.

Note: Text criteria searches are notcase-sensitive.
For example, “the general management
company” would match “The General
Management Company.”

When entering multiple words in your
criterion, make sure you type a single space
between them.

8. Once you have selected a field, operator and
criteria combination, click Add/Keep Adding to add
that selection to the inquiry and continue building.
Once a field has been added, an asterisk displays
beside it in the List of Fields to Search onfield.

+ Toadd more fields to your inquiry, repeat steps
5to 8.

+ Todelete a criterion for a particular field and
operator combination, click Clear Criteria.
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9. Toview your inquiry or modify an existing field,
operator and criteria combination, click either OK,
or Add and View.

The View Filings Database Inquiry dialog box

displays.
G L r—
Inquiry nformation
Cancel |
Wmlrrrurrn e | Help |
s o |>-ﬂa.'12'.'1930 Baild... |
Clear Inguiry |

LiztarFiokts Solocioct Ol et

Date of Submessian

Dulote Soloction I Change Operatar | Change Crieria |

Note: All the combinations you have selected are
listed on the View Filings Database Inquiry
dialog box. The AND condition is implied
between each field in the inquiry, even if a
field is selected manytimes.
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10. Select one of the actions shown in the following

table.

Click... To...

Change Modify an operator in an inquiry

Operator

Change Modify a criterion in an inquiry

Criteria

Clear Delete the entire inquiry

Inquiry

Build Return to the Build Filings Database Inquiry
dialog box and continue building your
inquiry

Save Save the inquiry and returnto the

Advanced Inquiries dialog box

Note: On the Advanced Inquiries dialog box, the
name of the inquiry displays in the Inquiry to
Use for the Refresh Listfield.

Advanced Inquiries

Selectan inguiry and then press Yiew to open or modify it Fiefresh List
Name Description Cancel
CFFILEFD >=(15,12,195%

CFFILEF1 Date
CFFILEF2 Continuous Disclasure w
CFFILEF3 Empty
CFFILEF4 Empty
CFFILEFS Empty
CFFILEFG Empty
CFFILEF? Empty
CFFILEFS Empty
CFFILEF Empty

Torefresh your list, see “Refreshing
Information on Filings”.
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7.3.1 General Tips for CustomizingLists

As you build inquiries in the Filing Management
module, the following general tips will help you make
your inquiry more precise and effective.

Using Indexed Fields

The SEDAR database contains indexed fields (fields
for which an index exists) that enable faster retrieval of
data. Building inquiries using these indexed fields
helps you locate data faster by speeding up the
processing time in SEDAR.

The indexed fields are shown in the table below.

Module Type Indexed Fields
Filing Access Level of Document
Management Age (in days) of Submission

Age (in days) since Project last updated
Category of Filing

Date of Submission

Date Project was Last Updated

Filing Type

Issuer/Filer Name, English

Recipient

SEDAR Project Number
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- When searching for filings based on an issuer's name,

other profile data (e.g., the jurisdiction of the issuer)
or any type of cover page data (e.qg., Initial Public
Offering), specify whether the issuer is an Investment
Fund or Other Issuer in the Profile Type field. By
specifying this, you reduce the number of projects
being retrieved and make your inquiry faster.

When choosing a field that is not indexed, avoid
including more than one criterion in the Criteria field
(e.g., B.C., British Columbia). Adding more criteria
reduces the volume of retrieved data but increases the
retrieval time.

Recommended Operators and Criteria
The operators and criteria you select affect whether an

index is used to find the data. Use the operators and
tips listed in the table below to build inquiries.

Operator Tips

= » Use the = operator instead of the >=, <=, > or < operators,
whenever possible

* Whenever possible, select or enter only one criterion for a
field that is not indexed. Selecting more than one criterion
reduces the volume of data retrieved but increases the time
it takes to find the data
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Operator Tips

Like * Do not place a wildcard character in the first position of a
search criterion (e.g., *Issuer Name) when using this
operator. If a character exists for the field you selected, the
index will not list the entry

» Toreduce the number of projects or profiles being returned
and make your inquiry faster, enter as many characters as
you can before placing a wildcard character as the last
character. Do not place a character after a wildcard

* Whenever possible, select or enter only one criterion for a
field that is not indexed. Selecting more than one criterion
reduces the volume of data retrieved but increases the time
it takes to find the data

Customizing Your List Effectively

As you make more filings, your filing list will get longer.
It is recommended to customize your filing list to better
manage your filings.

The table below shows the most efficient ways to view

certain filings and to filter out those you may not want
to see.
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To search by... Use...

A specific For the Issuer/Filer Name, English field, use the =operator
company and type the full name of the company

Note: If this is the only criterion in your inquiry, all filings ever
made for that company or associated companies are
displayed as well as the ones filed under the previous
or new name of that company or investment fund group

If you know either of the following, follow the procedures below

to narrow the search and reduce the retrievaltime:

* The issuer type—For the Profile Type field, use the =
operator and enter the issuer type (e.g., Other Issueror
Investment)

» The filing type—Forthe Filing Type field, use the = operator
and select the filing type(s) from the criterialist

The date of For the Date of Submission field, use the >= operator and type

submission in the date in the mm/dd/yy format. When the list has been
refreshed, only these filings submitted on or after the date
specified are listed

The project For the SEDAR Project Number field, use the = operator and

number type the project number (or numbers separated by a
semicolon). The search results are returned relatively quickly
since you selected an indexedfield

The company’s  For the stock symbol field, you can use any operator except
stock symbol Not = and Not Like. Enter a maximum of five uppercase letters
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7.4 Customizing Your View of the Filings List

On the Filing Management window, you can decide
which columns of information to display in the listof
submissions and arrange the positioning of the
columns.

To customize the view:

1. On the Filing Management window, from the
Options menu select Columns to Include.

The Columns to Include View dialog box displays.

The informa it List SEDAR based onyour Fetresh Listngury.

An asterisk
indicates afiling
from a previous
issuer

Select the columns which are to be included when the list of filings is displayed.
Clicking Default
resets the order
of the columns

displayed tothe

defaultsetting

To selectin which order the included columns are displayed, press "Arrange.."

OK
Prole $|
ce Subscriber Company

Contact
Date Submitted Help
Time Subrmitted

Filinis Subhme id

2. Select the columns you want displayed on the
Filing Management window and click OK. The
column selections are saved from session to
session.
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Note: The Date Submitted and Time Submitted
columns are useful to display the status of

projects.

3. Select one of the actions shown below.

To...

Do thefollowing...

Return to the Filing
Management window

Click OK

Arrange the columns

Click Arrange. The

Arrange Columns dialog
box displays. Go to step 4

Return the columnsto the Click Default
default settings
Cancel your selection Click Cancel

4. Enter the number representing your intended
position for the column name in the list. Click
beside the name. The other columns automatically

renumber themselves accordingly.

Enter a numker in the position colurmn. The number entered will determine the

position of the Column name in the list

Fasition | Column Name

-

1 Froject Mumber

2 Submigsion Mumber
3 Filing Type

4 IzsuerfFiler Name

5 Aftention Ta

b Filing Category

|

Wi

Default

Cancel

Help

5. After you have completed arranging the columns,

click OK.
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The Columns to Include in View dialog box
displays.

Columns to Include in Yiew x|

Select the columns which are to be included when the list of filings iz dizplayed.

To zelect in which order the included columnz are displayed, press “brange..."

Default |
Cancel |

Help |

riber Compary

[ ]

6. Click either:

*+  OK—Toreturn to the Filing Management
window to view your new columns setting. The
column arrangement is saved from session to
session.

» Default—To reset the columns to the default
setting.
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Showing the Condensed List

If you want to see only the most recent submissions in
a project, select Condensed List from the Options
menu in the Filing Management window as shown
below.

ng Management
File  Wiew

The informati  Filer List

Project Columns to Include,
THP0O0O0E Sort Preferences.
ThPO0DOOS Ouick Search lnguiries
THPO0004 Advanced Inquities
ThPO000Z
00760078

5

00

00760032 00000001
00160030 |0000000T Press Releases
00160001 000ODO0T Press Releases
00150215 0000DOOY Press Releases
00150214 0000DOOT Press Releases
00148857 00000001 Press Releases

00149586 000OODOOT Press Releases
00149584 00000001 Press Releases

m SEDAR based onyour Refresh Listinguiry.

e Issuer/FilerMame | Atte |

Filing Cateq

ory =

iition Filings (Acvanced Process Fuels
Braternents Advanced Process Fuels
sctus (NP5 9054-1384 Quebec Inc

lectus Alpha Funds
Alpha Funds
Diarnond Fields Intemational

Diamand Fields Intemational
Testco

united! canadian shares limite
NOWA Chemicals Corporatio
NOWA Chemicals Corporatio
Narme

00143627 00000001 Interim Financial Statements  CHC Helicopter Corporation

Lagasco Corp,
Lagasco Carp

Mot Applicable
Continuous Disclosure
Securities Offerings
Securities Offerings
Continuous Disclosure
Continuous Disclosure
Caontin )
Continuous Disclosure
Continuous Disclosure
Continuous Disclosure
Continuous Disclosure
Continuous Disclosure
Continuous Disclosure
Continuous Disclosure
Continuous Disclosure
Continuous Disclosure

00148458 0000DD0T Press Releases SEADRTEST Continuous Disclosure

00145458 00000002 Press Releases SEADRTEST Continuous Disclosure

00149458 00000003 Press Releases SEADRTEST Continuous Disclosure

00145458 00000004 Press Releases SEADRTEST Continuous Disclosure

00143458 00000005 Press Releases SEADRTEST Continuous Disclosure

00149458 00000006 Press Releases SEADRTEST Continuous Disclosure =

Pribbetiosom i i S I'IJ
Open | Retrieve | Status | Sifarit | Refresh Project Refresh List |

Sorting Entries in aColumn

To sort the submissions list:

1. On the Options menu, select Sort Preferences.
(Notice, in the following example, the order of the
project numbers.)
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The Sort Preferences dialog box displays.

£3 Filing Managamant

Ela  View [QCILER Help
Thaimtomasi Filer List., }mSEDﬁRbnqedanywrnaﬁushuminquily.
[ tssven/Filorbiame [ | Filing Category =
;@’lmas advanced Frocess Fuets Hat Apglicsdle
prdamants od Process Fusts Cesinuaus Digdkasure
ectus (HPS 30541304 Quebacinc
= Alpha Funds
Alpha Funds
Diemond Fields Intamatanal
00160032 GO0D000T Dismond Figlds Intemaanal
OIE0030 00000 Testeo
QIEOD0T  CXOOOO0 wrrhed canadian sheres mite
050215 0000
QS04 0000000
00149957 X000 E
0148627 BO0000M “U Zptartha 1t.rher nftie poumns in e arder in which ey ars 0 be sared
00149566 GA00001
00149584 GA000O1 s
[ i 0000 55
ﬂ:::::nz r'n:m;l‘ Eross Fnloases Sort | Direction | Colurrn Name e (A
00143450 0D00NG3 15 Fiala IESA ZrajoctMambor
0149458 Gh00AN4 22 Flala = JW'E’ Defoult
Q0148458 00000005 0 ery
00149450 | CODDDDOG 2 Siing Type Cancel
G im— n ssnerfFiler Name
a Aeniol To Help
Open Fetigve =]
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2. Select the column for which you want to change
the sorting order and, in the Direction column,
select your preference (in either ascending or
descending order).

Once you have made all of your choices, click OK
for the changes to take effect on the Filing
Management window. Only the columns selected
for display are sorted.
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7.5 Refreshing Information onFilings

In Filing Management, the following two functions can
be used to refresh information relating tofilings
(i.e., fee payment status):

+ Refresh Project—To refresh information on upto
10 projects.

+ Refresh List—To refresh the list of filings onthe
Filing Management windows.

ing Management

Fila View Opiions Help

The information in the list below is an extract from SEDAR based onyour Refresh Listinguine.

Project | Submissian [

Filing Type

TwMPO0DODG | 00000001
TwMPO0O0S | 00000001
THPO0004 | 00000001
THP0000Z 00000001

1
00160064 00000001
00160032 00000001
00160030 | 00000001
00160001 | 00000001
00150215 00000001
00150214 00000001
00149957 00000001
00149627 00000001
00143586 00000001
00149584 00000001

Securities Acquisition Filings (Advanced Frocess Fuels
Annual Financial Statements  Advanced Process Fuels
Short Form Prospectus (NPS 9054-1384 Quebecinc

Lang Form Prospecius

Alpha Funds

s International

Annual Financial Statements  Armeo Capital Carp.

Press Releases
Press Releases
Press Releases
Press Releases
Press Releases
Press Releases

Interim Financial Statements

Press Releases
Press Releases

Diarmond Fields Intemational
Testco

united canadian shares limite
NOVA Chemicals Corporatio
NOVA Chemicals Corporatio
Name

CHC Helicopter Corparation
Lagasco Corp

Lagasco Corp

Issuer/Filer Name Atte [ Filing Cateqary ~

Mot Applicable
Continuous Disclosure
Securities Offerings
Securifies Offerings

Continuous Disclosure
Continuous Disclosure

Continuous Disclosure
Continuous Disclosure
Continuous Disclosure
Continuous Disclosure
Continuoug Disclosure
Continuous Disclosure
Continuous Disclosure
Continuous Disclosure

00149458 00000001 Press Releases SEADRTEST Continuous Disclosure
00149456 00000002 Press Releases SEADRTEST Continuous Disclosure
00143458 00000003 Press Releases SEADRTEST Continuous Disclosure
00149458 00000004 Press Releases SEADRTEST Continuous Disclosure
00149458 00000005 Press Releases SEADRTEST Continuoug Disclosure

00000008 Press Releases SEADRTEST Continuous Disclosure =

~~~~~~~~ T ————

Retrieve Status Sllfatih Refresh Project Refrash List |

Refreshing Information on Projects
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You can refresh the information on up to ten projects.

On the Filing Management window, select the projects
for which you want to refresh information and click
Refresh Project. The information is updated.
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Refreshing the List of Filings

You are able to select an inquiry from either the
Advanced Inquiries or the Quick Search functionto
use as your Refresh List default.

If you select Quick Search Inquiries as your default
function, the default inquiry indicated on the Quick
Search Inquiry list will be used when you select the
Refresh List button on the Filing Management window.

For more information, see “Setting Up SEDAR”
and “Completing the Search Inquiry”.

SEDAR will connect to the server, retrieve all projects
submitted by your subscriber company matching the
selected inquiry and send them to your computer to
create the list of submissions on the Filing
Management window.

Alternatively, if you have selected Advanced Inquiries
as your default Refresh List function or wish to
execute an ad hoc inquiry using an inquiry created in
Advanced Inquiries, follow the steps below:

1. On the Advanced Inquiries dialog box, select an
inquiry and click OK. The Filing Management
window displays.

Note: You can only refresh one list at a time. The
inquiry selected in the Inquiry to Use for the
Refresh List is saved from session to
session.
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2. Click Refresh List. SEDAR connects to the server,
retrieves all projects submitted by your subscriber
company matching the selected inquiry and sends
them to your computer to create the list of
submissions on the Filing Management window.
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7.6 Viewing the Access Level of Documents

When a document has been added to a filing, you can
view the access level in order to find out whether the
document is public or private and, in certain cases, the
reason it is private.

To view the access level of adocument:

1. On the Filing Management window, select a filing
and select Open Submission from the File menu.

The Open [Submission type] window displays,
displaying the access level of the document within

Open General Submission [x]
Project #: Submission #:
[oo143470 [ononooot .

Filing Type: Fees.. |

IAnnua\ Report
Filing Subtype: Page 2.
[annual Feport

Help

Issuer Name
[0002383  Cageco Cable Ins lssuer Prafile
Filing Subscriber Name:

ICanac!ian Depositary for Securiies (Filer Type) Subscriber Prafile...

I Filing Subtype/Document t Type [ Access | FileName «
B Annual report - English Private cha.ws]
Petisye
‘ o]
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The following table shows the private accesslevels
and what action you can take, if any, to make
documents public.

Access level

Explanation

Action to take

Private

The file should remain
private

Take no action

Private — Draft

The file:

« Contains erroneous
or inaccurate
information

¢ |s submitted as a

Take no action

Note: This
submission will
never be made

draft for review public
purposes only
Private — Virus  The file contains a Disinfect or

virus that was not
detected by the
SEDAR anti-virus
program

recreate thefile
and resubmit it

Private — Something is wrongin Make corrections
Incorrect the submission, for and resubmit the
Filing example, the filingtype file

Private — The file formatis wrong  Save the file in an
Incorrect accepted format
Format and resubmit it
Private — The file will never be Take no action
Nonpublic made public

Private — The file will never be Take no action
Nonpublic — made public

Incorrect
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When an agency changes the access level of a
document in a specific project, the access level of the
same document attached to another project is not
affected.
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7.7 Viewing the Status of Filings

A “Y” indicates that
the filing was
received by SEDAR
for that agency

Filer User's Guide 8.054

When a project has been submitted, you can check
the status of a particular filing for that project with the

principal jurisdiction or a recipient agency if no
principal jurisdiction was selected.

To view the status of afiling:

1. On the Filing Management window, select a filing

and click Refresh Project.
2. When the refresh is complete, click Status.

The Filing Status dialog box displays.

Filing Status.
Project #:

01008082

lssuer Name:
[10001173123 co
Filing Type:

|Lnng Form Prospectus

The current general status iz determined by the system and the status as specified by the Frincipal Begulator for national
filings.

Principal Regulator:
[#berta (a5C)

Current General Status:
Filed with SEDAR

For Agency detall, select the Agency then press Details:

ﬂ Dietails

|A\I Selected Agencies

Status [ a8 [oN]
Yo |

Filed with SEDAR
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3. Click Details.

The Filing Status Details dialog box displays with
detailed status information.

Filing Status Details

Project #:

01008082

Issuer Marne:
[10001178 123 on

Filing Type:

‘Lnng Form Prospectus

The current general status is determined by the spstem and the status as specified by the Principal
Regulator for national filings

Principal Regulatar; Current General Status:

[Alberta (50) Filed with SEDAR

The date the status was set
and agency contact
information display here fora ||
specific agency or forall — ||
recipient agencies,
depending on your selection
for the Agency detail list =

The Current General Status field displays the
status of the filing as set by the principal jurisdiction
and serves as an indicator of the overall status of
the filing in the approval process if applicable.

For the list of statuses and their descriptions, refer
to Chapter 10 of the SEDAR Filer Manual.

Certain statuses are automatically set by SEDAR
0' (e.q., Filed with SEDAR) while others are set bythe
principal jurisdiction (e.g., Under Review).
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7.8 Retrieving Formal Correspondence

When a recipient agency sends formal
correspondence (e.g., a receipt or letter of
acceptance) you can retrieve all the attached
documents in that or any other submission appearing
on the listing of submissions on the Filing
Management window. You can also select multiple
submissions at the same time to download their
attached documents.

Certain market centres do not use this function. To
find out which ones do, contact each market centre.

With the implementation of Release 6.0, recipient
agencies will always submit formal correspondencein
PDF format.

To retrieve a document:

1. Onthe Filing Management window, select a project
and click Refresh Project to update the submission
list with any formal correspondence sent by the
project’s recipient agencies.

2. Select the required submission and click Retrieve.
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The Receive Document File Destination dialog box
displays.

Receive Document File Destination n
Indicate where to receive the selected document
IPress release - English Cancel
# Use Default Settings

Help
" Use User Defined Settings
Default
Drive: Directory: File name
L ISEDTEST\F\LINGS\UUT4UBUT\UUUUUUUT license.pdf
User Defined
Drrive: Diractany: File narme
ER - @) | |license pof
A 123R4W
[ AUDRACK W32
[apaT
(Z FullShotas
[IHTMLPad =

3. Select the settings that will be used to receive the
selected documents from the server.

+ If you select the Use Default Settings, you will
only be able to change the name of thefile.

* If you select Use User Defined Settings, you
are able to specify the drive, directory and
filename for the retrieved documents.

4. After you have made your selection, click OK.
SEDAR connects to the server and downloads the
documents according to the specified settings.

5. If there are multiple documents to be downloaded,
a message displays asking you if you want to save
all documents to their specified directories. Click
Yes.
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Note: If an error message displays, follow the
instructions in the message. For more
information, see “File Messages”.

6. Once the retrieval has been completed, a
confirmation dialog box displays. Click OK.

7. Click OK to return to the Filing Management
window.

- You can also retrieve the documents attached to a

submission by selecting the submission from the list of
submissions on the Filing Management window and
clicking Open. The cover page for the submission
opens, displaying the document type list and file
names of the attached documents. If you select
multiple documents in an open submission, the
Retrieve button is still available. After clicking
Retrieve, the retrieval process is the same as
described in steps 1 to 7.
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7.9 Viewing the Status of FeePayments

Filer User's Guide 8.054

After a project has been submitted, you can checkthe
status of the fee payments for a particular filing or for
the entire project. The Payment Status Detail dialog
box shows if the payment instructions you submitted to
your financial institution have been accepted and
followed, or if they were rejected, for example,
because of insufficient funds.

To monitor the status of fee payments:

1. On the Filing Management window, select the
required filing and click Refresh Project.

2. When the refresh is complete, select Fees from the
View menu.

5 Filing Management [_[=] x]
Eile Opiions  Help
Theil Status. }am from SEDAR hased on your Refresh List inguiry.
BecipientAgencies
Pr g Type Issuer/FilerName | Atte Filing Cateqory -
THFSS e Fens couisition Filings (Advanced Process Fuels Not Applicable
TMF . incial Statements | Advanced Process Fuels Continuous Disclosure
Subscriber Profile...
THF Prospectus (NPS 30541384 CuebecInc Securiies Offerings
[EeuErPrafie
THF Frospecius Alpha Funds Securities Offerings
- Group Profile. - T— o P ——
0018 ort Alpha Funds Continuous Disclosure
on1. SecondetyRilerAccess Diamond Fields Intemational  Continuous Disclosure
00160064 00000001 Annual Financial Statements | Armco Capital Corp, Continuous Disclosure
00160032 00000001 Fress Releases Diamand Fields Intemational Continuous Disclosure
00160030 00000001 Press Releases Testco Continuous Disclosure
00160001 00000001 Fress Releases united canadian shares limite Continuous Disclosure
00150215 00000001 Press Releases MNOVA Chemicals Corporatio Continuous Disclosure
00180214 00000001 Press Releases NOVA Chemicals Corporatio Continuous Disclosure
00143957 00000001 Press Releases Mame Continuous Disclosure
00149627 00000001 Interim Financial Statements |CHC Helicopter Corporation Caontinuous Disclosure
00149586 00000001 Press Releases Lagasco Corp. Continuous Disclosure |
00149584 00000001 Press Releases Lagasco Corp. Caontinuous Disclosure
00143458 00000001 Press Releases SEADRTEST Continuous Disclosure
00149458 00000002 Press Releases SEADRTEST Caontinuous Disclosure
00149458 00000003 Press Releasas SEADRTEST Continuous Disclosure
00149458 00000004 Press Releases SEADRTEST Caontinuous Disclosure
00149466 00000006 Fress Releases SEADRTEST Continuous Disclosure
00149458 00000008 Press Releases SEADRTEST Caontinuous Disclosure -
g o - AR S |>|J
Open Retrieve Status Bularait Refresh Project Refresh List |

Page 218



Monitoring the Progress of Projects

One of the followingoccurs:

+ If fees have been submitted, the Summary of
Filing Fees dialog box displays, showing the
status of fee payments for the entire project.
The dialog box also indicates whether your
financial institution has accepted or rejected
your payment instructions. For detailed
information on the Summary of Filing Fees
dialog box, see “Adding Fees”.

Summary of Filing Fees x|
Total Project Fees [to datel | Subrmit |
\ Summary of Filing Fees -— - - ===
These fields indicate Total Projsct Fass [to dste] T
WP §: Submitted $: Paid $: Rejscted 3
the status of fee +— | e 100 = bw Aoy
payments as set by Fapment Status Detal.. | Cancel
your financial institution SEDAR System Fes 1o dol] Kol I
Submitted $: Paid $: Fejected $: I
(F|) [a.00 5.0 5.00 i
il

{hgency Fees (to date]

Submitted $ Paid §: Rejected &
0.00 0.00 0.00

Fee Description [ Code | Amounts | GST$ | G578 | HSTg =

+ If no fees have been submitted, the Add/Modify
dialog box displays. To add the fees, see
“‘Adding Fees”.
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3. Click Payment Status Detail to view more detailed

information. The Payment Status Detail dialog box
displays, showing details for all fee payments
made for the project and applicable GST and QST
or HST. You can view:

* The date and time that the payment instructions
were submitted to SEDAR and to the financial
institution (FI)

* The date and time that the Fl sent theiranswer
to SEDAR

* The reason the payment instructions were
rejected, if applicable.

-
Payment Status Detail

Project #: |02109784 Matter #: . ‘
Print
Filing Service Subscriber: |[Fi|El Type]
Help
M~ —Paupert | TosEDA&R [T[F] A [ Payee [ amount$ [GsT [@sT ¢]  Hs1~
000114309 SEDAR System Fees: 705.00 000 000 .
tted to date: 705.00 000 000
Paid to date: 000 ooo ooo
Rejected to date: 000 000 000

4. When you have finished viewing the status offee
payments for a project, click OK to return to the
Summary of Filing Fees dialog box.

5. Click Cancel to return to the Filing Management
window.
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Chapter 8

Searching for Filings

8.1 Overview

The Search Filings module enables you to search the
SEDAR filings database on the server for public filings,
and to retrieve the filings that are of interest to you.
The server sends back a report to your local database
listing all of the filings corresponding to the search
criteria of the inquiry. You can retrieve the documents
attached to the filings by downloading them to your
computer.

8.1.1 Useful Definitions

* Wildcard character—A character (in SEDAR, an
asterisk) which represents any number or
combination of characters, symbols and spaces
valid for a field type, including no characters. If you
select the Like operator in afield-operator-criterion
combination, type an asterisk at the end of your
criterion, to include all occurrences of the criterion
followed by another word, for example, Like
Somervil*.
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* OR condition—When you use the operators Like or
=, all information returned as a result of a search
satisfies at least one of the alternatives in the
multiple criteria specified in the same line of the
inquiry. For example, in the following illustration,
where the operator Like is used for the field
“Auditor Name”, the OR condition is implied
between the three criteria selected (McDougal,
Eisen and Bradshaw). This means that the system
will search for filings for which the auditing firm is
McDougal or Eisen or Bradshaw.

OR condition implied

between the operators PG =L \ Sutomt | oo |

Like and = guiy e |COMMIE v | — |
sction: [Sedar Project LI

For a date field, the F——

operators e - o

>=,> <=and < canonlybe
selected once

Auditor Name, English
Date of Formation
Date of Submission

*McDougal; *Eisen®; “Bradsdhaw*
12/3141930

AND condition implied
between the operators
Not Like and Not =, and
between all lines of the

inquiry

Delsts Selection Change Operatar Change Criteria
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* AND condition—When you use the operators Not
Like and Not =, the AND condition is implied.
Consequently, all information returned as a result
of a search satisfies all the alternatives in the
multiple criteria specified in the same line of the
inquiry for the operators Not Like and Not =, and
between the criteria specified with the operators
Not Like and Not in all the lines of an inquiry. For
example, in the previous illustration, the AND
condition is implied between the criteria (Amherst,
Bell and Crane) for the field Distributor (principal)
Name and the operator Not Like. This means that
the search will not include filings for which the
distributor is Amherst and Bell and Crane.

The AND condition is also implied between all the
lines of the inquiry. This means that in the example
above, the search will include filings for which the
Auditor Name is McDougal, Eisen or Bradshaw,
and the Date of Formation is from December 31,
1990 to December 31, 1995 inclusively, and the
Distributor Name is not Amherst, Bell and Crane,
and the SEDAR Project Number is 200 or less.

Filer User's Guide 8.054 Page 223



Searching for Filings

8.1.2 About Fields, Operators and Criteria

A search inquiry consists of a combination of fields,
operators and criteria that you define in SEDAR. The
following table shows the different types of fields
possible to search on in SEDAR and the rules that
apply to each type when building searchinquiries.

Field Field Operators

type example Method of criteria entry

to use

Text General Like, * Free-form text entry up to 40 characters

Partner Not Like, + Space-sensitive; type a single space between
Name, =, Not =, words to get best results; e.g., if you insert
English >=, <=, two spaces between Bell__Canada and the
> < entry was created with one space (for
example, Bell_Canada), the search is not
successful

* Not case-sensitive. For example, thegeneral
management company would match The
General Management Company

* Operators can be selected up to 10 timesfor
an inquiry
* Multiple criteria permitted

+ Use wildcard character (*) for the Like
operator

* For =, not =, like and not like, separate each
criterion by a semicolon

* OR condition implied between operators Like
and =

+ AND condition implied between operators Not
Like and Not =

Age Age (in <= * Digits and date separators up to a maximum
days) of value

Submission + No decimals permitted
* No multiple criteriapermitted
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Field Field Operators
type example to use Method of criteriaentry
Date Date of =, Not =, + Digits and date separators
Submission <=, >=, (for example, mm/dd/yyyy)
<> + Operators can be selected up to 10 timesfor

an inquiry

* No multiple criteria permitted. You cannot
define a search to include all filings with two
date-range periods using the same operator
more than once. For example, to do a search
using a Date of Submission between Dec. 31,
1990 and Dec 31, 1992 and between Dec. 31,
1994 and Dec 31, 1995, you must use all
operators (>=, >, <= and <) once

Consequently:,you cannot use:
> 12/31/1990 and < 12/31/1992
>12/31/1994 and <12/31/1995

But you can use:
>12/31/1990 and < 12/31/1992
>=12/31/1994 and <= 12/31/1995

Amount  Aggregate =, Not =, * You may be requested to select a criterion
Gross <=, >z, from the list
Proceeds <, > « If you do not select a criterion from a list, use

the format: ###HHH#H HiHH#HHH (where #is a
digit from 0 t0 9)

At least one digit must be entered; if the
decimal is omitted, it is assumed to be atthe
end

» Operators can be selected up to 10 timesfor
an inquiry

Option RRSP = Single option to be selected (Yes or No)
Buttons  Eligibility
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Field Field Operators

type example to use Method of criteria entry

List Manner of =, Not = * You may select a criterion from the list
field Formation

* Multiple criteriapermitted

+ Some selections may cause other selections
to become deselected (e.g., by selecting “All”
or “Not applicable”)
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8.2 Searching Effectively in SEDAR

The following search tips help reduce your waiting
time when searching in the SEDAR databases by
making your inquiry more precise and effective.

8.2.1 Using Indexed Fields

The SEDAR database contains indexed fields (fields
for which an index exists) that enable faster retrieval of
data. The database is much like a book. If you are
looking for a topic, you turn to the book’s index where
you see the page numbers that relate to that topic and
you go directly to those pages. If you do not find the
topic in the index, you may need to flip through every
page of the book to find the topic. Clearly, it takes
longer to go through each page of the book than it
does to use the index.

Similarly, building inquiries using these indexed fields
helps you locate data faster by speeding up the
processing time in SEDAR. You build inquiries from
the Build Filings Database Inquiry dialog box.
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The indexed fields are shown in the table below.

Module type Indexed fields

Search Filings Access Level of Document
Age (in days) of Submission
Age (in days) since Project last updated
Category of Filing
Date of Submission
Date Project was Last Updated
Filing Type
Issuer/Filer Name, English
Recipient
SEDAR Project Number

- When searching for filings based on an issuer's name,

other profile data (e.g., the jurisdiction of the issuer)
or any type of cover page data (for example,
Financial Period Ended), specify whether the issuer is
an Investment Fund or Other Issuer in the Profile Type
field. By specifying this, you reduce the number of
projects being retrieved and make your inquiry faster.

When choosing a non-indexed field that enables the
entry of free-form text in the criteria field, avoid
entering more than one criterion in the Criteria field
(e.g., B.C., British Columbia). Adding more criteria
reduces the volume of retrieved data but increases the
retrieval time.
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8.2.2 Using Operators and Criteria
Effectively

The operators and criteria you select affect whether an

index is used to find the data. Use the operators and
tips listed in the table below to build inquiries.

Operator Tips

= » Use the = operator instead of the >=, <=, > or <
operators, whenever possible

+ Select or enter only one criterion for a field that is
not indexed (see the table in “Using Indexed
Fields”). This reduces the volume of data
retrieved but increases the time it takes to find
the data

Like * Do not place a wildcard character in the first
position of a search criteria (e.g., *Issuer Name)
when using this operator. If a character exists for
the field you selected, the index will not list the
entry

* Toreduce the number of projects or profiles being
returned and make your inquiry faster, enter as
many characters as you can before placing a
wildcard character as the last character. Do not
place a character after awildcard

» Select only one criterion for a field that is not
indexed (see the table in “Using Indexed Fields”).
This reduces the volume of data retrieved but
increases the time it takes to find the data
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8.2.3 Optimizing Your Search Inquiries

The table below shows the most efficient waysto
retrieve filings.

To search

by... Use...

A specific For the Issuer/Filer Name, English field, use the =operator
company and type the full name of the company

If you use only this criterion in your inquiry, all filings ever made
for that company are retrieved as well as the ones filed under
the previous or new name of that company or investment fund
group

To narrow the search and reduce the retrieval time specify:

* The issuer type—For the Profile Type field, use the =
operator and enter the issuer type (for example, Other
Issuer or Investment Fund Group)

+ The filing type—Forthe Filing Type field, use the = operator
and select the filing type(s) from the criterialist

One or more  For the Issuer/Filer Name, English field, use the Like operator,

words that type in as many of the words in the company name as
the filer's possible, and enter an asterisk(*) as the last character
name starts

If you use only this criterion in your inquiry, all filings ever made
for that company under their current and other names are
retrieved, which can result in an exhaustive but longersearch

with

To narrow the search and reduce the retrieval time specify:

* The issuer type—For the Profile Type field, use the =
operator and enter the issuer type (e.g., Other Issuer or
Investment Fund Group)

» The filing type—Forthe Filing Type field, use the = operator
and select the filing type(s) from the criterialist
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To search
by... Use...
A specific For the Date of Submission field, use the = operator and enter
date the date in the mm/dd/yy format. All filings made on the
specified date are retrieved
If you also know the filing type, in the Filing Type field, use the
= operator and select the filing type from the criteria list
Note: You can select more than oneentry
The age (in  For the Age (in days) of Submission field, use the <= operator
days) of the and type the number of days (for example, 30). The filings
submission which were submitted in the specified time period are retrieved

Note: You cannot use this field and the Date of Submission
field in the same inquiry

The project

For the SEDAR Project Number field, use the = operator and

number enter the project number (or numbers separated by a
semicolon). The search results are returned relatively quickly
since you selected an indexedfield

The For the stock symbol field, you can use any operator except

company’s Not = and Not Like. Enter a maximum of five uppercase letters

stock symbol

(A-2)

For more information on building search inquiries, see
“Building a Search Inquiry”.
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8.3 Building a Search Inquiry

To build a search inquiry you specify fields, operators
and criteria.

1. On the SEDAR main window, select Search
Filings.

The Search Filings window displays. This is where
the inquiries you create and submit are listed. This
list is empty until you have saved or submitted the
firstinquiry.

2. Click New Inquiry.

The Build Filings Database Inquiry dialog box
displays.

Build Filings Database Inquiry

= Inquiry Information
Ok

Ay Mamie” [SEARCHZ Cancel

Devenpbin IF’rofiIE Nuriber Help

il

L o Pl o Sl o Lt
MJDS offering in the United States a |1 2345674
Mational Paolicy Mumber 1 Receipt requirsd Mat =
Motice of Principal Regulstor M1 11-101 »=
Other Filer Contact Mame <=
(ther lssuer Cortact Name »
Prefiling or 'waiver application <
Primary Offering
Principal Regulator
Profile Tppe
Recipient
Sales Compensation Tppe J
Secondary Dffering m
Security Type(s] being offered

SEDAR Froject number
Size rif lssuer [Bssets] _Iﬂ Clear Criteria
4 I L3

3. In the Inquiry Name field, enter a name for your
inquiry (up to eight characters).
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4. Press TAB. In the Description field, enter additional
information (up to 40 characters) to help you
identify the inquiry. Both these fields must be
completed in order to save or submit the inquiry.

5. Select a field from the List of Fields to Search On.
For each field you select, the available operators
display.

6. Select an operator. The operator determines the
relationship between the field you are searching on
and a specific criterion.

7. Type or select a criterion. For information on
criteria rules, see “About Fields, Operators and
Criteria”.

8. Once you have selected a field, operator and
criteria combination, click Add/Keep Adding to add
that selection to the inquiry and continue building.
When a field has been selected, an asterisk
displays beside it in the List of Fields to Search On.

To delete a criterion for a particular field and
operator combination, select the criterion and click
Clear Criteria if you have not yet added it to the

inquiry.

9. When you have finished defining your inquiry, click
Add and View.
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The View Filings Database Inquiry dialog box
displays showing the combination you have

¥iew Filings Database Inquiry x|
Inguiry Infarmation | - I p— |
ubmi ancel
et T el S E AR CH? - | Help |
Pevcapiir |Profile Mumber LI
Clear Inguiry

Lit of Pt Setarted it Lt

Profile Murnber

Delete Selection | Change O perator | Change Criteria |

10. Select one of the following actions shown below.

To... Do the following...
Continue buildingyour  Click Build

inquiry

Delete the entire Click Clear Inquiry
inquiry

Delete a combination Select a field and click Delete
in your inquiry Selection

Modify a combination  Select it from the list and click
either Change Operator or
Change Criteria
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11. When done, click either:

+ Save—To save your inquiry in your database
before submitting it to SEDAR. The Search
Filings window displays.

*  Submit—To submit the inquiry now.

Note: It is recommended that you first save an

inquiry to your database before submitting it.
See “Submitting an Inquiry”.
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8.4 Submitting an Inquiry

1. If you are not already in the Search Filings module,
open it from the SEDAR main window.

The Search Filings windowdisplays.

28 Soarch Filings

Eile  Help
To see the keywords used in the inguiry. select itirom the list then press Open/Update Ingquiry.
To submit & seved induiry, select it fiom th list then press Subimi nauir:

Listof Filng bnguines;
[ircquiny Marne Dlate Last Subrtiod /Status D
OATE 06171399 0612

Hewinguiry.. || Open/Update Inquity: | Open Repor.. | SubmitInginy |

2. Select an inquiry and click Submit Inquiry.

3. When prompted by SEDAR, enter a report name or
select one from the list in the window. The report
name is automatically assigned the first time an
inquiry is submitted. Click OK.

The inquiry is sent to the SEDAR server. The
search is done in the Search Filings database for all
filings matching your search criteria that are public
or that are private but were sent by your company
or filing agent, or for which you are a secondary
filer.
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After some time, depending on the complexity of
the search, SEDAR downloads a report to your
computer and the Search Filings window displays.

Eile  Help
To saethe ol ol i She ingui { feorn the list then prass Opan/Update Inquiny.

v
T gubmit & senved inquin: selectitrom he lig, shen press Submit inguny.
Li#t of Filing

Meww Inquiry: | | Open/Update Inquiry. Dpan Repon | Submit Inguing |

If you use Issuer/Filer Name or Profile Number as
search criteria, projects submitted by previous
issuers are included in your search results and are
indicated with an asterisk beside the Issuer/Filer
Name.

4. Select the inquiry and click Open Report. The
Filings Reports dialog box displays with reports
listing the filings found and sent by SEDAR for
search inquiries.

Filings Reports u

List of Reports For Inguiry:
ISEARCHE Prafile Mumber

IRepDrt MName Repor Date E Open Repor. I D
Delete Repart
Cancel

Help
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the filing is
from a
previous filer

Filer User's Guide 8.054

Searching for Filings

5. Select a report and click Open Report.

The Filing Database Report window displays.

. Filing Database Report

Eile View ©Options Help
Report Mame: MAME
Report Date: 09/01./2005

To obtain copies of all documents in filings, select the fiings and press “Retreve".

|ssuer/Filer Namal

Prafile Type:

| Project # |

Filing Type: |

Last Update Dat +

Fun_tests
Fo bests
Fapi_tests
“an_tests
“an_tests
test_mh
mh
mh
mh

test_mh

test_|
test_|
test_|

test_mh
test_mh
test_mh
test_mh
Ll

Investment Fund Grou 01001159
Investment Fund Grou 01001160
Investment Fund Grou 07001161
Investment Fund Grou 01001167
Investment Fund Grou 01001176

(Other |ssuer
(Other |ssuer
Other |ssuer
Other |ssuer
Other lssuer
Other lssuer
Other ssuer
Other ssuer
(Other |ssuer

01000611
01000832
01000853
monoe?
oo010se
o010s3
0101071
o007z
01001073

08/31/2005
08/31/2005
08/31/2005
08/31/2005
Maotice of Principal Regulator MI11-101  08/31/2008
Interim Management Report of Fund Perfo 08/29/2005
Interim Management Report of Fund Peifo 08/23/2005

Annual Report
Annual Information Form (M1 81-108)
Maotice of the Meeting and Record Date

Management Proxy M aterials

Management Prosy M aterials 08/23/2008
Material Change Report 08/29/2005
Mews Releases 08/29/2005
Interim Financial Statements 08/29/2005

Interim Management Report of Fund Perfo 08/23/2005
Annual Management Report of Fund Perfic 08/23/2005
Annual Management Report of Fund Perfi 08/23/2005

08:47.54
05:48:13
05:46:27
140316
143116
19:37:24
183247
TE37.20
14:31.00
152801
14:31:58
161727
16:17:65
15:18:28

Cover Page...

a

D

Retrieve Status...

Select Display Documents List from the Options

menu to view the names of all of the individual
documents sent as part of that report.

Note: Other filings that were filed with profiles
matching the inquiry will be returned, as well
as filings using profiles that are related to
matching profiles through a previous profile
relationship. This applies if the Issuer/Filer
Name or Profile Number fields are selected
in the inquiry.

Select a document from the list and click Retrieve.
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8. The Receive Document File Destination window
displays and you are prompted to specify where
you want to store the retrieved documents.

Select either Default Settings
(C\SEDAR\Filings\project number\submission
number\file name) or User Defined Settings* and
click OK.

*If you select User Defined Settings, you are
prompted to enter the new path for storingthe
documents. When done, click OK.

9. Once the retrieval process has been completed, a
confirmation dialog box displays. Click OK.

that you are authorized to view (e.g., a filing
submitted by you or another user belonging to your
organization). For more information on a filing or
related documents, select the filing from the list on
the Filing Database Report and select the
appropriate command.

The report also contains all confidential documents
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8.5 Modifying a Search Inquiry

The View Filings Database Inquiry dialog box is used
to view or modify inquiries. Each field, operator and
criteria combination for the inquiry isdisplayed.

You can delete a selection or change an operator ora
criterion by selecting it and choosing the
corresponding command button below the list for that
selection.

Inquiries can also be modified from the Build Filings
Database Inquiry dialog box. You can switch between
the build and view modes when building or modifying
an inquiry. You can submit an inquiry to the server
from the view mode only.

Updating a Search Inquiry

You can change an existing inquiry that was
previously saved or submitted. You can open and
modify the inquiry as described above. When you
submit an updated inquiry that was previously
submitted, SEDAR prompts you to enter a new report
name for the inquiry.

Note: If you delete an inquiry that was previously
submitted, all associated reports and their lists
of filings are also deleted.
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SEDAR provides all users with a means of informal
communications. This form of communication is
separate from the formal process of electronic filing or
formal correspondence. The table below lists the
functions available in the Mail Functionsmodule.

Click... To do this...
New Note Create and send e-mail to other SEDAR
users
Review Mail Open and read e-mail sent by SEDAR
users

Create an address book for storing the
names, user IDs and other address
information for other SEDAR users

Addrezs Book

Send Files

T

2

Send files to SEDAR users

Download files sent to SEDAR users
Receive Files

&
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9.1 Creating Mail

The New Note function enables you to send informal
correspondence to other SEDAR users. This function
can only be used to create and send notes. When you
use it, the messages you create and send are
retrieved and read using the Review Mail function.

To create and send a note:
1. On the Mail Functions window, click New Note.

The SEDAR — Note Editor-Note window displays.

E note - SEDAR - Note Editor _ O] x|
File Edit “iew Size Options Help
=R
Tao I Subject IREpM
[Plesse gend me the report for the next public share offering d
Mail —— |
H
Far Help, press F1 4

2. Enter the name of the person you want to send the
note to in the Tofield and the subject in the Subject
field, then enter the body of your note into the main
edit note window or paste the text from another file.

3. Click Mail on the toolbar.
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The Mail Note To dialog boxdisplays.

Mail Note to: [ %]
Target Destinatians

Enter Destination TO: 0sccl030
TO:>>

UserD@Node

|| CCi>>

ol BCC »>
Address Book | |

BEriEyE

bdail Immediately Queue to Mail | Cancel Help

4. Do one of the following:

» If you know the user ID, type it inthe
UserID@Node field. Go to step 9.

+ If you do not know the user ID and you have
created address books, click Address Book.
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The SEDAR — Address Book window displays. Go
to step 5.

2! SEDAR - Address Book =]

File Wiew Help

D= &]|B|2| 8] = &2

For Help, press F1 MM &

Note: Tocreate an address book, see “Using
Address Books”.

5. On the File menu, select the appropriate address
book.
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The SEDAR — Address Book—AddrBK1 (or 2, 3,
and so on) dialog box displays. Click OK.

2 SEDAR - Address Book - [AddrBk1] . =10l x|
=] Fle Edit Wiew Window Help =12 %
EEPEREREER
bbb, ece wertyu@23355
123456
01Ds Added to Note Address List, [ om Y

6. Double-click the name of the appropriate user.

The Add/Update Entry dialog box displays.

Add/Update Entry . |

First Mame IBBB

Last Hame Ibbb

Userlp |wertyu Nade [23355
Phone # [123456 Faw#t [7530
Address I

Comments L ;I
4

Ok I LCancel | Help I

7. Click the Selected for Mailing field (bottom right of
the window), then click OK. The SEDAR — Address
Book—AddrBK1.ADD window displays with an
envelope beside the user’'s name.
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8. Select Add IDs to Note Address List from the File
menu. Click Exit. The Mail Note To dialog box
displays showing the user ID of the selected user
in the Target Destinations field.

9. Select the recipient user ID and select To (primary
recipient), CC (carbon copy) or BCC (blind carbon
copy). For more information on using address
books, see “Using Address Books”.

10. Click one of the following:

* Mail Immediately—To send the note right away.
The note is sent to SEDAR and you receive a
confirmation message.

* Queue to Mail—To send the note later. The
note is held for mailing at a later time using the
Review Mail module, and you receive a
confirmation message that the note has been
queued.
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9.2 Reviewing Mail

Click Get New Mail to
connect to SEDAR and
download any new malil

Filer User's Guide 8.054

The Review Mail function enables you to open and
read any notes sent to you by other SEDAR users.
You can also access the other SEDAR Mailfunctions
from Review Mail.

To review mail sent to you:
1. On the Mail Functions window, click Review Mail.

The Review Mail windowdisplays.

& SEDAR - Review Mail [_ o] %]
Lle  Actions  Mew Help
EELR= ==

For Help, press F1 A

2. Click Get New Mail on the toolbar. SEDAR
connects to the server and downloads any mail
sent to your inbasket. SEDAR prompts you witha
confirmation message as to whether or not any
new mail has been received.

Page 247



Exchanging Mail

3. Toopen your inbasket, from the View menu select
View Inbasket. A list of all notes sent to you are
displayed. Notes appearing in red have not been
read yet. Toread the contents of a particular note,
double-click that note. The Contents of a Note
dialog box displays.

& SEDAR - Review Mail - [Inbasket.ofs] [_[O] x|
=71 Eile  Actions “iew Window Help i IE ll

== Bl%|a|os| 8 2

cdsf0280 Thu, 24 Jun 1999 10:07

‘ | | |
FarHelp, press F1 0

4. After reading the note, select any of the actions
shown below.

Click... To do this...

OK Save the note in your inbasket and
return to yourinbasket

Delete Delete the note from your inbasket

File Save the note as a file on your
computer

Forward Forward a copy of the note to another

SEDAR user ID

Reply Answer the note by composing a new
note using the New Note function
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Your outbasket lists all notes you have composed and
mailed. It can be opened by choosing View Out-basket
from the View menu. The command buttons at the
bottom of Contents of a Note dialog box are the same
as those for your inbasket.

With the Review Mail function, you can also send any
notes saved or queued to mail.
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9.3 Using Address Books

The Address Book function enables you to create and
store contact mailing information and mailing lists.
Each window in Address Book stores an address list.
You can link address lists.

Click... To...

Create an address book

Open an address book. SEDAR Address Book displays
the Open dialog box in which you can open the desired file

Save the active address book or template with its current

Lo =

name. If you have not named the address book, SEDAR
Address Book displays the Save As dialog box

Add a person to the mailing list for that address book. An
envelope icon displays beside entries selected for mailing

Link this address book with another

Modify or edit an entry in your address book (e.g., a
person’s address, phone number)

Erase an entry from your address book
Find an entry in the address book

EEEEE

Print the active address book

=

Display instructions on how to use help. (To access help
I on the Address Book function, press F1)
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To create an address book:

1. On the Mail Functions window, click Address
Book.

The SEDAR — Address Book window displays.
2. Click New on the toolbar.

The dialog box for ADDR.BK1 (BK2, or BK3, and so
on, depending on the number of address books you
have created) displays.

& AddrBk1 - SEDAR - Address Book

Click New to File Edit Wiew ‘Window Help
g[)eoakte an address T ,3-|@|E“‘*|@|£|ﬁ| a(e|

B AddrBk1 [_ O] x|

Click Add Person
to add a person b
the address book

FarHelp, press F1 4

3. Toadd a person to the address book, click Add
Person on the toolbar.
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The Add/Update Entry dialog box displays.

First Name ITim

Last Name IGBVK'”S

User|D  |0scc0050 Nodel
Phone # |514-234-1234 Fax # |514-234-1255

Address |12 Shetbrooke St E, Maontreal, Quebec

Comments || ﬂ
w
4 K
Ok I Cancel | Help | ™ Selected for Mailing

4. Complete the First Name, Last Name and User ID
fields, which are mandatory, as well as any other
fields desired. Click OK.

The SEDAR — Address Book window displays
showing the name of the person you just added.

& SEDAR - Address Book - [AddrBk1] [_ O] x]
EEHE Edit Wiew ‘Window Help A Elil
D=l|] &lB[=|2| 8] =] &]2]

Gerkins, Tim oscc0050

12 Sherbrooke St. E, Montreal, Quebec 514-234-1234

4

|
ForHelp, press F1 Z
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5. Click one of the following buttons on the toolbar:

+ Save—To save your entry and remain in the
SEDAR — Address Book window you arein.

+ Close—To save your entry and open another
SEDAR — Address Book window. From that
window you can exit the Address Book function
or create a new address book.

+ Edit Entry—To modify a person’s address,
phone number, etc.

+ Delete Entry—To erase an entry from your
address book.

Or, select either of the following options from the
Edit menu:

+ Select All for Mailing—To add entries to the
mailing list for that address book. Anenvelope
displays beside entries selected formailing.

» Deselect All for Mailing—To remove entries
from the mailing list for that address book.
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Searching for an Address

To find an address in a particular address book:

1. Click Address Book on the Mail Functionswindow.
The SEDAR — Address Book window displays.

2. Click Open on the toolbar.

The Open dialog boxdisplays.

Open

Look in: IaAddress j ﬁ e ==

3] AdcBk1add

File name: || Open |
Files of type IAddressfiIes (*.add) ﬂ Cemze]

3. Select the address book you want to search in and
click OK.

Filer User's Guide 8.054 Page 254



Exchanging Mail

The desired address book displays.

&% AddrBk1.add - SEDAR - Address Book [_ (O] x]
Click Find to find File Edit View Window Help
an entry in the

Dl2(E| &[B|2] B =] 8|2
B= AddrBk1.add |_ (O] %]

Gerkins, Tim
12 Sherbrooke St. E, Montreal, Quebec 514-234-1234

address book

4 | o
For Help, press F1 A

4. Click Find on the toolbar.

The Find Entry dialog box displays.

Find: |

QK I Cancel | Help |

5. Enter the last name of the entry you want to locate
in the address book and click OK. If the entry is in
the address book, it is highlighted in the list in the
SEDAR — Address Book window.
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Linking Address Books

You can link up to 10 address books so that you have
separate address lists within an address book.

To link address books:

1. On a SEDAR — Address Book window
(ADDR.BK1, 2 or 3, and so on), select Link
Another Address Book from the Edit menu.

The Link Address Book dialog box displays.

Link Address Book [ x|
Marne
|SEDAR Pages
File Mame
I Browse... |
oK I Cancel Help

2. In the Name field, enter the title for the address list
that will be added to this address book.
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3. Enter the file name for the address list you want to
attach to the host address book by doing one of the
following:

* If you know the file name and path, type it in the
File Name field. Go to step 5.

If you do not know the file name and path, click
Browse. The File Open dialog box displays. Go
to step 4.

4. Select the file name from the appropriate directory
and click OK. The Link Address Book dialog box
redisplays with the file name and path.

5. Click Selected for Mailing to have this addresslist
included in the mailing list and click OK. The
address list is attached to the other address book
and displays in its listing.

5 AddrBk1.add - SEDAR - Address Book [_ O] x]

File Edit ¥ew Window Help

Dle|E] &|B|=2| &) = S)2
B AddrBKk1.add

Gerkins, Tim
12 Sherbrooke St. E, Montreal, Guebec 514-234-123

For Help. press F1 4
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The Send Files function enables you to send files to
yourself or other SEDAR users using your SEDAR
workspace, outside of the formal filing process. Each
SEDAR user ID is assigned a “personal” workspace
on the SEDAR server which may be used as a storage
space for exchanging files with other SEDAR users.

To send afile:

1. Click Send Files on the Mail Functions window.

The SEDAR - Send Files dialog box displays.

# SEDAR - Send Files
File Help

File MName

Comment

Target User D

e

Send

2. Toattach a file to send, do either of the following:

+ Enter the directory, the drive where the file is

stored and the file name. Go to step 5.
» Click Browse.
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The Browse dialog box displays. Go to step 3.

Browse

Look in: |El <) j QI l_

|3 Acrobat3 Cdram.sys 10.5y'5

|- Multimedia Files Flcommand.com [ =S
|ty Documents Config.ays logo sys =
|_Jnotes Detlog.t« ] tsdos—

|2 Novell ] ffastun fiz Msdos.sys
I_1Fragram Files s8] faustun fi ] Mt cfg

|- Sedtest =] ffastun fio Metlog.txt

|1 Syhase ] fastun(l i [#] Scandisk log

| | 2
File name ILlcense.pdf Open I
Files offype: Al Files (9 =] ps— |

3. Select the directory, the drive and the file youwant

to send.

Note: If you attempt to send a file which contains
annotations, such as attached files or
embedded objects, the following message

displays:

“The file cannot contain annotations
(attached files orembedded objects). Please
remove them and resave the file.”

Follow the instructions in this message. For
more information, see “File Messages”.

4. Click OK.
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The SEDAR — Send Files window re-opens with the
file name youentered.

# SEDAR - Send Files [ o] %]
File Help

File Name

|C\L\cense.pdf

Comrment Browse

IP\ease review

Target User ID %
[ccistozen

Send

5. Enter the user ID of the recipient. You can also
enter a comment to attach to the file in the
Comment field. Click Send.

* The SEDAR File Transfer dialog boxdisplays,
indicating the size (in bytes) of the file being
transferred.

If you want to stop the transmission once it has
started, click Abort on the SEDAR File Transfer
dialog box before the transmission is
completed.

Once the file has been submitted to the server,
a confirmation dialog box displays. Click OK to
return to the SEDAR — Send Files window. Go
to step 6.

+ If amessage displays, follow the instructions in
the message. For more information, see “File
Messages”.

6. Select Exit from the File menu to return to the Mall
Functions window.

Filer User's Guide 8.054 Page 260



9.5 Retrieving Files

Exchanging Mail

The Receive Files function enables you to retrieve files
residing on your SEDAR workspace and perform other
tasks with these files.

Ensure that you have logged in with the user ID
corresponding to the workspace from which you want

to retrieve files.

To retrieve files:

1. Click Receive Files on the Mail Functions window.
The SEDAR — Receive Files window displays
listing the files sent to your user ID and currently
residing on your SEDAR workspace.

2. Tomake sure that you are looking at the most
recent list from the SEDAR server, click Refresh.

3. When the list has been refreshed, select a file from
the listing. After you select a file, the command

buttons at the bottom of the window become

available.

%, SEDAR - Receive Files

File Help

Filename

Date/Time Userid Comment =

[CTCENSE . POF

06/24/1999 10:28:32 cdsf0280 Testing, 1, 2Z...

LICENSE.PDF

2fils(s)

06/24/1999 10:32:27 cds£0280 testZ

29|

iz

| [ea

Feligeige] DE[Ete Refresh
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4. Select one of the actions in the following table.

Click... To...

Retrieve Download a file to yourcomputer. Files
retrieved from your SEDAR workspace
are sent to your default directory (usually,
C:/SEDAR/Download/file name) and are
deleted from the workspace

Forward Send a copy of a file to another SEDAR
user. After clicking Forward, you enter
the recipient’s user ID in the Forward
Files dialog box. When the file has been
forwarded, the file is still listed on SEDAR
— Receive Files window, but it is shaded.
You must select it if you want to do
something else withit

Delete Delete a file from your workspace

Refresh See if any new files have been sent to
your workspace while the SEDAR —
Receive Files window is open

5. Select Exit from the File menu to return to the Mail
Functions window.
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General Information

10.1 Changing Your Password

To change your password:

1. Open the User Profile and Defaults module from
the SEDAR main window and click User Defaults.

The User Defaults dialog box displays.

¥ User Defaults

Categories Setings

= Set Logon Information
EE Enter the default userid and password that will be used for connecting to the:
Tl Femret hast if you choose not ta be prompted each time to enter this infarmation.
&
1=k Userid: ~ [edsinz00
Language
Default Passwaord: [
o % — [~ Prompt for Userid/Password during connection?
iLogon Infg

Change password on hast |

Detault Directory

N

Refresh List

- oK I Cancel | Help |

2. Under Categories, click Logon Info. The Set Logon
Information dialog box displays.

3. Click Change Password on Host.
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The Change Password dialog box displays.
Change Password 3|

Enter the uzernid. password, and new pazsword for the user whose
pazzword you would like to change.

dfmensid - [P

LY Fessnand I
Aoy SEsesmnds I
Aeafane Mo Sannmans I

ak. I Cancel |

4. Enter the user ID for the password that you want to
change.

Note: You can change the password for the default
user ID (the user ID you accessed this dialog
box with) or any other user ID sharing the
same account.

5. Enter the current password in the Old Password
field, then press TAB to move to the next field.

6. Enter the new password (six to eight characters, in
lowercase) in the New Password field, then press
TAB to move to the next field.

Note: If you receive the message “The last
character (x) is invalid. Select another one,
see “Common Problems”.

7. Retype the new password in the Retype New
Password field (the field is case-sensitive, so be
sure to retype the password exactly as you typed it
the first time), then click OK.
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8. Click OK to change the password. The User
Defaults dialog box displays informing you thatthe
change was successful.

9. Click OK. The User Profile and Defaultswindow
displays.

10. Click User Information. The User Information dialog
box displays. Select Submit

Note: To change the password for another user D,
repeat the previous steps.

11. Click OK. The User Profile and Defaultswindow
displays.

12. Select Exit to return to the SEDAR main window.
— When the password changes are complete, give the
|Ol new passwords to your agency Access Coordinator

(or whoever your agency determines will manage
passwords), in case you forget them.
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10.2 Updating SEDAR Code

SEDAR-related software updates can be distributed to
all users from the SEDAR server via the Code Update
function. There are two ways to initiate code updates:

+ Before opening SEDAR, by choosing Receive
Items from SEDAR Server in the File menu on the
SEDAR main window. See “Initiating a Code
Update before Opening SEDAR”.

« After opening SEDAR, when trying to access the
SEDAR server. See “Initiating a Code Update after
Opening SEDAR”.

10.2.1 Initiating a Code Updatebefore
Opening SEDAR

1. On the SEDAR main window, from the File menu
select Receive Items from SEDAR Server.

4 System tor Electronic Document Analysis and Retiieval

o

[Database Maintenance }

General Functions

Receive items fram SEDAR server

Wiew Error Lag

“iew Yirus Logs Mail Functions

Exit

Frofile Management User Profile and Defaults

Search Filings

Custorner Assistance

Search Profiles System Information
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Once a connection to the server has been made, a
dialog box displays with the message “ltems
received successfully. Please close all SEDAR
windows and select Code Update to update the
SEDAR application.” The download time varies
depending on the size of the files transferred to
your computer, and the type and speed of your
connection.

2. Close the SEDAR main window.

3. From the Start menu, point to Programs, then
SEDAR, and select Code Update to activate the
code update. A confirmation dialog box displays.

4. Click OK to close the dialog box.

5. After the code update has been completed, reopen
SEDAR.

If you have any problems with a code update, call the
CSA Service Desk at 1-800-219-5381.
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10.2.2 Initiating a Code Updateafter
Opening SEDAR

1. Open the module you want to work in. SEDAR
automatically detects that a code update is
required when you try to access the server.

Once the code update has been downloaded, a
dialog box displays with the message “ltems
received successfully. Please close all SEDAR
windows and select Code Update to update the
SEDAR application.”

2. Exit the module to return to the SEDAR main
window.

3. Close the SEDAR main window.

4. From the Start menu, point to Programs, then
SEDAR, and click Code Update to activate the
code update. A confirmation dialog box displays.

5. Click OK to close the dialog box.

6. Afterthe code update has been completed, reopen
SEDAR.

If you have any problems with a code update, callthe
CSA Service Desk at 1-800-219-5381.
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10.3 Obtaining Customer Assistance

The Customer Assistance dialog box displays the
phone number to call for technical support forusing
SEDAR or accessing the network.

To access the Customer Assistance dialogbox:

1. On the SEDAR main window, click Customer
Assistance.

The Customer Assistance dialog box displays.

* System for Electronic Document Analysis and Ret... - ||| X]

e | File

— ‘» Customer Assistance

=1 ForConnectivity related problems or SEDAR application support
4 Problems, call the CSA Service Desk at 1 (800) 219-5381.

Directory...
= .. 3] . Help
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2. If the on-screen help, user manual and applicable
rules pertaining to the filing of securities documents
do not answer your questions, you have the
following options:

» For questions about a particular filing (e.g.,
about rules, status, fees), click Directory to
consult a telephone directory of each agency.
You can call the applicable agency if you have
any questions.

* For questions about technical problemsrelated
to the SEDAR environment (for example, filer
software or connectivity), call the CSA Service
Desk at 1-800-219-5381.
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10.4 Obtaining System Information

You can obtain hardware and software information
about your computer using the System Information
module. This information can help you customize your
environment, and identify and solve problems.

To access the System Informationwindow:

1. On the SEDAR main window, click System
Information.

The System Information window displays.

3 System for Electronic Document Analysis and Retrieval [_ =1 x]
File Help

Filing Service User Functions General Functions

Filing M anagement tail Functions

L]
Profile b anagement w

* User Prafile and Defaults

Search Filings Custamer Assistance

‘ Search Profiles System Information

\i'? System Information
Infarmation Help

: Windaws j|§l,lstern} Enwiranmerit ] Ei\e\f’ertinm]

“windows Version Windaws: 95 4.1 67306634 B
Swystem Fesources 377 Free

Lovailable Mermary B5% Free

windows Directory  C:WINDOWS

Swstem Cirectory CoWINDODWSWSYSTEM

Mowse Present Yes

Kewboard Code Page 437

Fevboard Type Enhaaced (1Bk) 107-o0r 102-kep keyboard
Secreen Fezolution 1024 « 768

Scieen Criver 53_lne Savagadls wihds

Fririter Narme HF Lazen) et 4050 Sedar?

Frirber Dirver HPBFDBE

Frirter Destination w\Ctor2\TOF_SEDARZ_ HP405]
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2. Click the desired tab name to view the contents of
the tab.

* Windows—TForinformation about your Microsoft
Windows environment.

+ System—~For information about the system that
you are currently using.

* Environment—For information about your
system environment.

* File Versions—For information on the file name,
path and version number.

On the Information menu, you can also select:

* Print—To print the contents of the information
window.

* Exit—To return to the SEDAR main window.
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Troubleshooting

11.1 Troubleshooting Tips

In an effort to offer you better, faster service, the
CSA Service Desk has documented the most
common problems and error messages you may
encounter while using SEDAR and has provided you
with possible solutions.

If a problem occurs or an error message displays while
you are using SEDAR, please try the solutions listed in
this chapter before calling the CSA Service Desk. If
the problem persists, call the CSA Service Desk at 1-
800-219-5381.

The documented topics are grouped in the following
two categories:

+ Common Problems
* File Messages.
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11.2 Common Problems

Below are some documented problems found in this
chapter.

Problem/Error Message

You cannot connect to the SEDAR server

You submitted wrong filing information

You cannot access SEDAR Help

You get a yellow triangle with an exclamation
mark inside

Error 18:bad login/password combination

Either an error has occurred on the server or you
are not authorized to access the server

Error type 68: device unavailable

An error occurred during the code update. Return
code=2

The last character (x) is invalid. Selectanother
one.
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i You cannot connect to the SEDAR server

If your

connection

typeis... Do this...

Standard » Ensure that your workstation is connected
Internet to the internet.

(high-speed . Ensure that your workstation is not inthe
or dial) subnet of 172.17.32.0.

« Confirm that your workstation hasthe
SEDAR Internet Connectivity Engine
installed or is connected to a SEDAR
site-to-site Internet VPN.

+ Verify that your workstation does not have
any other VPN client software installed,
i.e., software other than the SEDAR Internet
Connectivity Engine (Checkpoint
SecureClient software version 54.1.0.2)
which was provided with the Release 8.0
installation program.

« If a personal or corporate firewall is installed
on your workstation, then ensure that it is
configured so that IPSec and IKE ports are
not blocked.

« If Internet gateways (such as Netgear,
Linksys, or D-Link) are used, please make
sure that IPSec and IKE ports are allowed.

Site-to-site Contact the CSA Service Desk at 1-800-219-
Internet VPN 5381 for assistance.
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You submitted wrong filing information

Once a filing has been submitted, it cannot be deleted
from the server. If you have included incorrect or
incomplete information, you must correct it by filing
another submission for that project.

If you

submitted... Do this...

A wrong You can update the profile to include the
profile correct information. For instructions on

updating profiles, see “Updating a Profile”

A wrongcover |t is your responsibility to contact the

page or appropriate agency. You may be asked to

attached file submit a request for withdrawal of that filing
and to submit a new filing in its place or to file
another submission using the Add toa Filing
feature in Filing Management. For
instructions, see “Adding Documents and
Formal Correspondence” or “Modifying
Cover Pages”

You cannot access SEDAR Help

If you cannot access Help when you are working with
a SEDAR module, it may be because you have more
windows open than can be supported by Windows.

To access SEDAR Help, try either:

* Closing other applications and accessing Help
again

* Closing the SEDAR main window and choosing
SEDAR Help from the SEDAR group.
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You get a yellow triangle with an exclamation mark
A inside
Your computer has a memory management problem.
1. Close all applications and restart yourcomputer.

2. Reopen SEDAR and resume work.

é Error 18:bad login/password combination

The SEDAR version installed on your computer is not
the current version.

Install, or have someone install, the most current
version of SEDAR on your computer and retrieve all
code updates from the SEDAR server. For information
on retrieving code updates, see “General
Information”.

é Either an error has occurred on the server or you are
not authorized to access the server

The password or user ID used to access the SEDAR
system has been enteredincorrectly.

1. Open the User Profile and Defaults module from
the SEDAR main window and click User Defaults.
The User Defaults dialog boxdisplays.

2. Click Logon Info. The Set Logon Information dialog
box displays.
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3. If the user ID appearing in the User ID field is
correct, retype your password in the Default
Password field. Type the password exactly as you
usually enter it; this field is case-sensitive.

If the user ID appearing in the User ID field is
incorrect, enter the appropriate user ID and, inthe
Default Password field, enter the corresponding
password.

4. Click OK. The User Profile and Defaultswindow
displays.

5. Return to the SEDAR main window and resume
working.

é Error type 68: device unavailable

The default directory selected in the User Default is
not accessible to your system. Change the default
directory to a more easily accessible one, for example,
a directory on your local drive.

To change your default directory, do the following:

1. Open the User Profile and Defaults module from
the SEDAR main window and click User Defaults.
The User Defaults dialog boxdisplays.

2. Click Default Directory. The Set Default Word
Processing Files Directory dialog box displays.

3. Select the drive and the directory and click OK.
The User Profile and Defaults window displays.
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4. Return to the SEDAR main window and resume
working.

f An error occurred during the code update. Return
code=2

You get this message if SEDAR is open while youare
running the code update program.

To remedy the situation, close SEDAR and try running
the code update again. For information on activating
code updates, see “General Information”.

é The last character (x) is invalid.Select another one.

This message displays if you try to assign aninvalid
character as the last character in your SEDAR
password.

The length of the password determines which
characters are invalid, as shown in the table below.

If your password is... The last character cannot be...
six characters long 4,5,6,7,8,0orK

seven characters long +

eight characters long €, & élori
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11.3 File Messages

Filer User's Guide 8.054

This section is intended to help you with certain error
messages you may encounter when using SEDAR.
Below are some common error messages found in this
chapter.

Problem/Error Message

An error message of the 3000 series (Error
3021,Error 3040 and so on) displays

The file extension is not one of the supported file
extensions. Please select another file or rename
the file

The file has already been assigned to a document
in the list. Please select a different file

An error occurred while sending a submissionfor
project <number>...

Warning — A file by the name specified already
exists on your PC and will be replaced by the file
being downloaded. Do you want this file replaced?
C:\SEDAR\directory\file name

The stock symbol is identical to that of another
profile in SEDAR. You cannot create this
profile. Review existing profile

The issuer has ceased reporting. The profile
cannot be used to create a filing unless the profile
is updated

A virus has been found

An error message of the 3000 series (Error 3021, Error
3040 and so on) displays

The database you are working in is corrupted.
1. Close the module.

2. On the SEDAR main window, select Database
Maintenance from the File menu. The Database
Maintenance dialog box displays.
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3. Close the module.

4. On the SEDAR main window, select Database
Maintenance from the File menu. The Database
Maintenance dialog box displays.

5. Select the faulty database and click Repair. The
system attempts to repair the database.

If the repair is successful, a message displays
telling you so. Go to step 4.

If the repair is not successful, a message displays
telling you so. Exit SEDAR and scan your hard
drive to eliminate other types of computer
problems. For help, contact the CSAService Desk
at 1-800-219-5381. When other types of computer
problems have been eliminated, repeat step 2.

6. Click OK on the message window and on the
Database Maintenance dialog box to return to the
SEDAR main window.

7. Reopen the module and resume working.
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The file extension is not one of the supported file
A extensions. Please select another file or rename thefile.

You must follow the naming convention and limit the
entire path and file name to 60 characters. This means
that you must limit the file name to eight characters
and the extension to three characters, as indicated in
the SEDAR Filer Manual.

1. Click OK to close the dialog box.
2. Select another file or save the file.

3. Click OK to continue with the usual procedure.

é The file has already been assigned to a document in the
list. Please select a differentfile.

There have been some problems with file retrieval
when the same file names were used for files in
different directories. Therefore, you cannot send two
files with the same name within the same filing.

This situation can arise when you are attachingfiles
on a cover page. You need to select a unique file
name.

1. Click OK to close the dialog box.

2. Exit SEDAR, go to the folder where the fileis
located and rename the file.

3. When the file has been renamed, access SEDAR
and follow the usual procedure for attaching files.
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An error occurred while sending a submission for
project <number>...

If any problems occur while transmitting a submission
to the SEDAR server, the above message displays.

1. Click OK to close the dialog box. The Filing
Management window redisplays.

2. Click Refresh List to refresh your localdatabase.

If the submission was successful, two submissions
with the same project type, filer name, date and
time of submission appear in the list (not
necessarily following one another). Go to step 3.

If the submission was not successful, only the
submission with the label “Inconsistent” displays in
the list. Recreate the filing and resubmit it. Go to
step 3.

3. Remove the filing labelled “Inconsistent” from the
Filing Management list.

4. Continue with the usual procedure.
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A Warning — A file by the name specified already exists on
your PC and will be replaced by the file being
downloaded. Do you want this file replaced?
C:\SEDAR\directory\file name

There have been some problems with file retrieval
when the same file names were used for files in
different directories. Therefore, you can no longer
send two files with the same name within the same
filing. However, some filings already submitted may
contain files with the same file names.

If a file has the same name as a previously retrieved
file, SEDAR gives you the option to move the file to
another directory or to rename the file to beretrieved.

This situation can arise when you are retrieving files
that were previously submitted. You need to select a
unique file name.

1. When you see this error message, click either:

* Yes—To overwrite the file already in your
directory.

* No—To go back to the Receive Document File
Destination window and select another file
name or directory.

2. Continue with the usual procedure.
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é The stock symbol is identical to that of another profile
in SEDAR. You cannot create thisprofile.
Review existing profile.

You cannot duplicate Other Issuer profiles if the stock
symbol is the same. You must do one of the following:

* Update the existing profile
+ Change the profile you are creating.

é The issuer has ceased reporting. The profile cannot be
used to create a filing unless the profile isupdated.

This message displays upon submission of afiling
using the Other Issuer or Investment Fund Issuer
cover page and the profile of an issuer who has
selected “Ceased Reporting” on the Jurisdiction
where Reporting Issuer field.

The submission is saved as a temporary filing and
displays on the Filing Management main window with
the status “In Process.” Do the following:

1. Update your profile database.

2. Open the filing, select another profile and submit
the filing.
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é A virus has been found.

A scan of files being submitted has identified a virus.
Please contact the CSA Service Desk at 1-800-219-
5381 for assistance.
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OR condition 231
recommended 238
stock symbol 240
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wildcard characters 230
for addresses 263, 264
tips 236, 240
Searching for filings

about 230

building inquiries 241, 244
deleting inquiries 243
modifying search inquiries 249
optimizing inquiries 239, 240
saving inquiries 244
submitting search inquiries 245,

248

Searching for profiles

about 50, 52

building inquiries 53, 57
modifying inquiries 62
operators 52

recommended operators and

criteria 51

submitting inquiries 57, 61
Secondary filers
about 128, 136
access 136
accessing projects 147, 150
adding to projects 137, 139
changing access 142, 143
deleting from projects 139, 141
downloading projects 147, 148
updating information in a

~ project 143, 146
verifying access 149, 150
SEDAR
about 10
accessing 12
contacting Help Desk 278, 279
exiting 12,14

modules 17
server 119
settingup 19,21

updating codes 275, 277
using 16,17
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Selecting
recipientagencies 99, 102

Sending
files 250, 267, 269
mail 251, 255

projects 121, 127

prospectus 68

search inquiries 57, 61, 245, 248

submissions 70

user information 24

Setting up

date format 19

default directory 20

language 20

logon information 20

user defaults and
preferences 19, 21

Software information 280, 281

Sorting entries in submission
lists 214,215

Stock symbols

searching 53

searching by 240

Submission numbers 68

Submissions

about 67

access 150

adding documents 151

adding fees 178, 182

adding recipient agencies 174,
177

customizing view 214, 215

sending 70

transmitting 121, 127

viewing completed 127

Submitting

filings 98

profile search inquiries 57, 61

projects 121, 127

System information 280, 281
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T

Taxes 181, 229

Technical support 278, 279

Third Party cover pages

about 70

creating 93, 97

Tips

for customizing advanced search
inquiries 207, 209

searching effectively 236, 240

troubleshooting 282

Troubleshooting tips 282

U

Updating

advanced inquiries 206

cover pages 170,173

fields, operators and criteria 243

filer information 132, 133

profile search inquiries 62

profiles 64

quick search inquiries 186

search inquiries 243, 249

secondary filer information ina
project 143, 146

SEDAR codes 275, 277

User authorization

changing 23,24

verifying 23,24

User information

entering 21

submitting 24

Using

address books 259, 266

advanced inquiries 201, 206

indexed and non-indexed
fields 50

indexed fields 236, 237

quick search inquiries 184, 200

Page 294



V-Z
Verifying
access authorization 23, 24
access levelsof documents 219,
221
banking authorization 23, 24
fee payments 227, 229
filing lists 211, 215
filing status 121, 127, 222, 223
profile status 66
secondary filer access 149, 150
Wildcard character 230
Wizard, quick search inquiry 187
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