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1 About ecore

Trusted by firms across Canada for over 20 years, ecore is an intuitive solution that makes it
easy to automate your records and filing processes and improves speed and accuracy in data
and records management.

2 Sign up for an ecore account

We have been working in conjunction with ecore to update our systems to allow for the new
Articles of Incorporation, Initial Returns, Notice of Change and Annual returns.

If you do not have an ecore account, email us at sales@dyedurham.com for more information
or click the button below to open a deposit account.

Open an ecore account

3 Fast Company and ecore integration benefits

e All data from within Fast Company will populate into the ecore E-File Data screen when
choosing to file your Articles of Incorporation, Initial Returns, and Notice of Change
electronically. You simply have to complete the additional field in the on-screen form,
click to initial ecore filing, and comply with any messages regarding missing data or
acknowledgements.

o Details of the incorporation are automatically updated in Fast Company including the
Corporate Name, Date of Incorporation and Ontario Corporation Number. The Certificate
of Incorporation or Form 1 Confirmation of Filing is displayed and stored with the
Corporate Record.

4 Entering your ecore credentials in Fast Company
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To start using ecore from within Fast Company, simply select the solicitor or law clerk with
ecore credentials from the Solicitors database or Support Staff database by clicking on the
magnify glass next to the Solicitor or Law Clerk field on Tab A of a record. Highlight the

Solicitor or Law Clerk and click Edit. Enter the solicitor’s or law clerk’s Client ID and User ID on
Tab 2 in the Personnel screen, and click OK.

Solicitors ? X
LT I Name Paonad steamum  Pasmon Noiae
JH Jodean Hendne 416-3225111 Sobcior =}
4 John Jehnathan new phone Sobctior
Qs Liganua 5555555555 Sotchr |
Personnel * X
\L Gewdilo o
Caant D ® 12345
User iD © 57
Ganos

You are now able to file all your Incorporations and Form 1’s from within the Forms & Registers
tab of Fast Company when selecting electronic registration and clicking on the ecore Validate

button. =" foldste |

Note: If you do not know your ecore credentials, log into ecore and they will be appear in the
account box.

9 core
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5.1 NAICS (North American Industry Classification System)

What is a NAICS code?

The North American Industry Classification System (NAICS) is an industry classification system
developed by the statistical agencies of Canada, Mexico and the United States. NAICS has been
designed for statistical purposes. Government departments and agencies and other users that
use it for administrative, legislative and other non-statistical purposes are responsible for
interpreting the classification for the purpose or purposes for which they use it.

Some of the new corporate filings require a NAICS Code. We have provided you with the ability
to lookup a corporation NAICS code based on a keyword lookup by simply entering keywords
that most closely describes the primary line of business for a corporation and then searches for
proper NAICS code. A full directory can be found here.

On Tab B you will now see the new NAICS (North American Industry Classification System
section.

To complete a NAICS search complete the following steps:
1. Click on the Keyword Lookup button

NAICS (North Amenican Industry Classification System) watans )

NAC3 Code

NAICS Desaetion |

Enter a key word
Click search button

Highlight the code that best describes the corporation’s primary line of business

i & W N

Click select
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6. The NAICS Code and the NAICS Description will populate on Tab B

NAICS (North American Industry Classfication System) pihatis this?
NAICS Code 114113 (6]

NAICS Description "clam. mussel and oystar Ashang or digging”

This data will pass to ecore and paper filings.

5.2 Company Key

New field on Tab B Company Key allows you to store the corporations Company Key. The
Company key is required for post-registration management of the corporation and is required
on corporate filings. This data will pass to ecore and paper filings.

5.3 Principal Records

For any principal whose status is a Corporation, you are now able to validate their Ontario
Corporation No. by clicking on the Validate OCN button on the Principal record. This validation
may be required for some corporate filings. This data will pass to ecore.
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Gntaro Carporation Mo

5.4 Corporation’s Official Email Address

On Tab E a new field Corporation’s Official Email Address has been added. You are now
required to enter the corporation official email address on corporate filings. This data will pass
to ecore and paper filings. At this current time, the Official Email Address must belong to the
corporation.

5.5 Contact Information for Ontario Business Registry Forms

On Tab E new fields have been added to allow you to enter the Contact Information for Ontario
Business Registry Forms.

From the Contact field you can select between Solicitor as specified in Tab A, Law Clerk as
specified in Tab A and Principal. If Solicitor as specified in Tab A or Law Clerk
specified in Tab A are selected, the Name, Phone number and email address of the selected
Solicitor or Law Clerk will appear in the name, phone and email fields. If you select a
Principal, you will be presented with the Select a Principal screen, highlight a principal and
click Select.

Contact Information for Ontario Business Registry Forms:

Contact | Solicitor as specified in Tab A (¥

Mame  Legal Begal
Phone 555-555-5555 Email legal begal@dyedurham. com =

6 Accessing ecore E-File

Now that you have set up your ecore credentials within Fast Company for either the solicitor or
law clerk , you are ready to start using the many time saving benefits of the ecore E-File
integration.
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6.1 ecore E-File on Forms & Registers

To access ecore filings for Articles of Incorporations, ensure that the ecore E-File option is
selected beside the Articles of Incorporation on the Forms & Registers tab and click on the
check mark beside the Articles of Incorporation.

Bl Articles of Incorporation - Ontario ecore E-File ¥ |

6.2 ecore General window/Tab

The ecore window will open on the General Tab. All data populated from the Fast Company
fields will be populated into the corresponding fields of the ecore window.

Note: The fields will be populated dependent on if number or named corporation is selected on
Tab B.

You are able to make changes to any fields in white. You are also required to enter additional
information not stored in Fast Company. i.e. Signature first and last name and Requested date
of incorporation. These areas are identified with an exclamation mark.

Process.com
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6.3 Directors Tab

The first director entered on Tab I will pass to the Directors Tab. Check the following boxes if
they apply:

e This director is Resident Canadian
e This director also is an Incorporator
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Ensure that all information is correct. If the director’s information is not correct close the ecore
window and make the updates in Fast Company. Note: Information changed in the ecore
window will not pass back to the Fast Company fields.
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6.4 Incorporators Tab

All Incorporators entered on Tab B will populate into the incorporators tab.

Ensure that all information is correct by clicking on each incorporator’'s name. If the
incorporator’s information is not correct close the ecore window and make the updates in Fast
Company on Tab B Incorporators field. Note: Information changed in the ecore window will not
pass back to the Fast Company fields.
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6.5 Restrictions and other provisions tab

On the Restrictions and other provisions tabs you can:

Load Precedent

Use standard

manually enter any restrictions by copying and pasting into the white area

Save as precedent by clicking on save precedent, entering a name before the “.A0#’

Note: The character limit in each of these fields is 10,000 characters. Any precedents that

have been formatted i.e. paragraph number, indenting spacing etc. will be wiped out by the
Ministry when submitting. This is a known issue by the Ministry and they will be working to

update this in the future.

P a———— L CLTN —— o
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6.6 Validating and submitting ecore filings

When all information has been entered into the ecore window, you are now ready to validate
your data before submitting to ecore.

To validate click on the Validate button. Notice the status is set to not submitted.

[ O(n'- Vdekas Coagr XL Pt Fagom s
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If any information is missing from the validation, the Validate AOI data window will appear to
inform you as to what information is missing. Click OK to close this window and go back to
ecore window to enter the missing information. Click Validate again.

Process.com
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Validate AOI data b

Director 1. If director is not an incorporator, DirectorConsent
must be set to “true”,

First name of signer is required.
Last name of signer is required,

When all of the data has been validated, the following window will appear indicating that
validation was successful and that a draft file has been added to the File tab. You have the
option to preview the file now by clicking Yes.

Validating data

Validation succeeded. Mew Preautharized Draft file has been
received, It can be accessed from the Files tab,
Would you like to preview it now?

Yes Mo

When you click yes to open the file from the File tab, a preview of the file will appear. Click
Close after you have previewed the file to ensure all information is accurate.

Preat®cnisd Dratl

=
core
Refervare lufa: Pristed on October 14, 2621 1517
Deochat Lk Ragueited Inrorpetation Dase: ASAP
Articles of incorporation

Dusneos Corporatons Ast

1 Corparation Name
ONTARIO LIMITED

7. Registered Ofce Addimes
700-123 FRONT STREET

B & ® : Q@ )

1 Nammbhes ol Nivwesers
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If you are satisfied with the preview, click Yes to submit the incorporation request now. If you
click No the window will close and you will have the ability to make changes to the ecore
window and submit later by clicking Submit on the ecore window.

Pcor= Submit

You will receive a submission succeeded window. Click OK to close the window.

Submitting *

Submission succeeded. You can check status by clicking
“Check status” button.

Ok

The status will change to processing on the bottom left hand corner

Status: Processing Userld:90394 Clientld: 11428

You can also check the status by clicking on the Check status button on the ecore window.
Note: filings can take some time.

Pcore Check status

The following window will appear if incorporation has not yet been processed. Click OK to
close.

Processing >

o Incorpaoration not yet processed

6.7 Successful Filing and Retrieve Files

onto, ON M5L 1ES
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Once the status has been updated to Retrieve Files, the following documents will also be appear
on the Files tab and the status will change to submitted.

o Certificate of Incorporation

e Articles of Incorporation in English and French

e Terms and Conditions

e Workplace Safety and Insurance Board (WSIF) Information

e MOF New Business Registration Information in English and in French.

Note: The Corporation will receive an email to their official email address noted on Tab E
containing the above documents.

Once the status has been updated to Retrieve Files, the above documents will also be appear
on the Files tab and the status will change to submitted.

[9“'" Pstinn tew ] Crusme 204 b Pvarg feze [
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6.8 Retrieving the company key

The corporation will receive an email to their official email address noted on Tab E containing
the company key. Have your client forward you a copy of that email and copy and paste the
company from the email into the Company Key field on Tab B.
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o W Jodesn hendre

BN Coompany Key.pd
iRl 1 ]

Entity Name: 1000001042 ONTARIO LIMITED
OCN/BIN: 1000001042

Dear Chient,

A Company Key has heeo generated for 1000001042 ONTARIO LIMITED (1000001042) on October 14, 2021.
Company Key:979338720

IMPORTANT: The reciplent of this Company Key will need to distribute It to anyone they wish to give authority to file documents on behalf of
1000001042 ONTARIO LIMITED (1000001042).

NOTE: Majority of businesses in Ontario have been registered through Dye & Durham meaning
Dye & Durham has delegated authority on all businesses registered through them and a
company key is not required.

If I don't know how or when the company was registered, you can proceed with the filings and
if you receive an error asking for the company key, email us at clientcare@dyedurham.com and
we will help you retrieve the company key. The company key has a turnaround of 3 business
days from the Ministry.

6.9 Frequently Asked Questions

Click here to access our FAQ's.
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