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Select	Yes	or	No	for	each	of	these	seven	questions.		
	

	
	
Once	you	have	answered	all	seven	questions,	this	will	appear.	
	
	
	
	
	
	
Click	“Submit	Disclosure/Certification.”	
	
	
If	you	answered	Yes	to	any	of	the	previous	seven	questions,	you	will	need	to	provide	
additional	information.	
	
	
	



	
	
	
To	enter	the	Name	and	Address	for	the	Entity	(organization),	click	on	“Add	Entity.”	
	
	
	
	
	
	
	
	
	
Entity	information	will	be	required	for	each	unique	Entity	you	will	be	disclosing.	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
After	you	enter	the	Entity	information	you	need	to	click	"Add."	
	
You	then	need	to	complete	(add)	an	SFI	and/or	Travel	form,	whatever	is	appropriate	for	
each	Entity	you	are	disclosing.		
	
	
Click	on	one.	

	



	
Complete	the	required	information.	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
You	can	click	on	“Save	&	Complete	Later”	and	you	will	get	this	screen.	
	
	
	
	
	
	
	
	
	
	
To	finish	completing	your	form,	click	“Continue.”		

 
 



	
Once	you	have	completed	each	form	you	will	need	to	click	the	"Complete	
Disclosure/Certification"	button.	
	
PLEASE	NOTE:	YOU	HAVE	NOT	SUBMITTED	YOUR	DISCLOSURE	YET!	
	
	
	
	
	
	
	
	
	
	
When	you	have	completed	all	of	your	disclosures,	you	will	see	the	"Submit	Entities	&	
Forms"	button.		Click	on	this	button.		This	will	submit	all	of	your	documents.	
	
UNTIL	YOU	CLICK	ON	THE	“SUBMIT	ENTITIES	&	FORMS”	BUTTON,	YOUR	
DISCLOSURES	HAVE	NOT	BEEN	SUBMITTED	TO	OUR	OFFICE.	
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