
Overview for SEDI Release 1.7.0: 
 
The log in process for insiders who file for themselves has been simplified.  Insiders will no longer need 
to provide an access key; providing their user ID and password will allow them to access their 
information and file insider reports.  Agents filing for insiders will still need to provide the access key 
for the insider they are filing for. 
 
Navigating to the insider reporting pages has not changed; from log in, click Insider Report on the top 
right and then File insider report on the left side of the page. 
 
Introduction to insider report activities page: 

 
 
 
 
 
 
 
 
 
 
 

 
 
The “File insider report – select issuer” page has been re-designed.  The process tracker, at the top of the 
page, will allow you to return to previous steps in the filing process to easily make changes to your 
filing. 
 
Process tracker: 

 
 
 
 
 

 
 
A quick note on the process tracker; the current step in the filing process is highlighted in green and 
underlined, completed steps are in black and upcoming steps are in grey.  You can select any completed 
step to return to in the filing process, however when you return to a previous step, transaction 
information entered on the pages following that step is cleared so that you can make needed changes 
before filing.  For example, if a you are on the “Enter Transaction Information” step and return to the 
“Select Security Designation” step, the data entered up to the “Select Security Designation” step will 
remain but any data beyond that will need to be re-entered. 
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All of the issuers that you are currently, or have previously been, an insider of will be listed on this page.   
 
Select issuer page: 

 
 
 
 
 
 
 
 
 
 
 
 

 
The magnifying glass icon under Issuer information will display the issuer’s profile information in an 
information window when you click on the icon.  Opting to view the issuer information will not detour 
you from the filing process. 

Issuer event reports 
 
SEDI will no longer display issuer event reports for you automatically, on this page you can opt to view 
any issuer event reports that have been filed since your last insider report filing.  To view issuer event 
reports, select the issuer and click “View issuer event reports”.  SEDI will display a window with either 
a message stating that no issuer event reports have been filed by that issuer since your last filing and 
information on how to view previous issuer event reports and the ”Viewing completed” button, or a 
listing of issuer event reports to select from, as shown below. 
 
Information window for listing of issuer event reports: 
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By selecting the issuer event report and clicking “View report”, SEDI will display the issuer event report 
in the same window.   . 
 
Information window for issuer event report: 

 
When viewing an issuer report, clicking “View another report” will take you back to the list of issuer 
event reports and “Viewing completed” will close the window and return you to the select issuer page 
(above). 

Filing an insider report 
 
Selecting an issuer from the “Select issuer” page and clicking “File insider report” takes you to the next 
step in the process, selecting a security designation. 
 
Select security designation page: 
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On the select security designation page, you can select an existing security or, if the security you need to 
file is not on the list, click “Add insider-defined security” to create the needed security designation.  
Before you create an insider-defined security, please ensure that the security designation is not already 
in the insider-defined, issuer-defined or archived securities lists.  Select the appropriate ‘Security 
category’, ‘Security designation’, and ‘Underlying security category’ and ‘Underlying security name’ 
(for derivatives).  Click “Next” to continue. 
 
Note:  If the security is issued by your issuer but is not on the Outstanding securities or Archived 
security designation list, contact the issuer and have them add the security to their issuer profile 
supplement.  Do not create an insider-defined security. 
 
In limited circumstances where you will be unable to meet your filing requirement because your issuer 
has not added a security to their issuer profile supplement, you may need to add an insider-defined 
security.  Your insider-defined security is recognized as a unique security, and the acquisition or 
disposition reported does not affect the SEDI balance of your issuer-defined securities. 
 
 
Add insider-defined security page: 
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The “File insider report – Select ownership type” page displays a drop down box with the ownership 
options defaulted to “Direct Ownership”.  If this is the correct ownership type (i.e.; registered/issued 
under the name of the insider) you may click “Next” to proceed.  If this is not correct, use the drop down 
list to select either “Control or Direction” or “Indirect Ownership”.   
 
Select ownership type page: 

 
 
 
 
 
 
 
 
 
 
 

 
Selecting either of those two options causes the page to refresh to display the registered holders for that 
issuer.  You can select the registered holder from the list or, if you need to add a new registered holder 
for this filing, you may select the “Add a new holder” option button and type the name of the new holder 
into the text box provided.   
 
 
Select ownership type and registered holder page: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Click “Next” to add the holder and continue filing the report.  Depending on whether it is the first report 
for the security/ownership type combination, SEDI will display either the “file insider report – Enter 
opening balance” or the “File insider report - Enter transaction information” page.  On this page you 
enter your transaction information, using the drop down boxes and text boxes as indicated.   
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Opening balance on initial SEDI report page: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Enter transaction information page: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
The page will have additional fields for underlying security designation information if the security you 
are filing is a derivative.  Click “Next” to continue. 
 
SEDI displays the “Final review” page.  On this page you can review your transaction information.  If 
corrections are needed, click “Cancel” to return to the “Enter opening balance on initial SEDI report” 
page or “Enter transaction information” page.  Click “File” to continue. 
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Final review page: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Clicking “File” causes SEDI to display a dialog box with the certification statement displayed. 
 
Certification dialog box: 
 
 
 
 
 
 
 
 
 
 
 
 
 
Clicking “Cancel” will close the box and SEDI will continue to display the “Final review” page.  
Clicking “OK” closes the box, certifies and completes the filing.  SEDI then displays the “File insider 
report – completed” page, with confirmation of the date and time the insider report was filed (See next 
image). 
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This page lists those insider reports that have been filed in SEDI for this issuer.   
 
Completed page: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
The date and time that the report was filed is noted in the right side column.  If you have more reports to 
file, SEDI allows you to skip steps in the filing process.  For example, selecting to file for the same 
security and holder will take you to the “Enter transaction information” step (see page 5), while 
selecting same security and different holder will take you to the “Select ownership type” step (see page 
4).  Selecting different security will take you to the “Select security” step (see page 3). 
 
Note that if you choose to file for a different issuer, the “Completed” page will be refreshed and the 
current transaction information will no longer be displayed when the filer finishes the next filing and 
returns to the page. 
 
Clicking the “Printer friendly version” will take you to a printer-friendly page and launch your 
browser’s print dialog box.  Use the back button on the page (not the browser “back” button) to return to 
the “File insider report – Completed” page. 
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Viewing Insider Profiles 
 
The Insider profile page has been completely redesigned to improve viewing insider profiles. 
 
The insider’s name and contact information are listed at the top of the page and all the information 
pertaining to each relationship to an issuer is listed horizontally as shown in the table below. 
 
View insider profile page: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Information windows have been used to provide access to additional information.  Click the magnifying 
glass icon under Additional contact information to display the additional contact information for that 
issuer in an information window, as shown below.  Similarly, click the magnifying glass icon under the 
Issuer name to display the issuer defined securities for that issuer. 
 
View insider profile page, view 2: 
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