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Both User ID and 
Password are 
case sensitive



This is the WebTrader main screen that you do everything from.



Select Send 
Document



Select CVM Center





Press Send When Filled In



Enter Certificate Password and Select OK



This can take a long time based on the size of submission 
or how busy the Gateway is. Please be patient.



SUCCESS



Initial Receipt from the Gateway – Not usable until you 
rename the file

Click on Details

The Next Screen appears



Click on Rename



Add “.txt” to the end of the Receipt file name – Press the Green check box



You can open the text file or save it to your local system



This is a Message Digest Notification – Has little useful information



Opening the Second Gateway Receipt – Just Click on the File name



This second Gateway notification informs the submitter that the 
submission has been transferred to CVM’s ESS

This is the Unique Identifier 
assigned to your transmission



Viewing the CVM ESS response requires you to open a ZIP file



Clicking on the filename opens the Zip program on your PC. You can save 
the zip file or open it.



This is the ESS Sponsor Notification form – Notice that the filename matches 
the file name you submitted. Clicking the filename will open the Sponsor 
Notification PDF.  If you submitted multiple submissions within one 
transmission they will be bundled up within the zip file.



Opening the PDF file you will be 
shown the following screen stating 
that CVM has digitally signed the 
Sponsor Notification Document

Clicking the Signature 
Properties will show 
you the next Screen





This is the ESS II 
Sponsor 
Notification form.  
Notice that the 
form will be used 
for both 
submission 
rejections and 
acceptances.



This is the bottom of the Stakeholder Notification Receipt. 

Notice that it is Digitally Signed.
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