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Introduction

EDIS delegates are individuals that you designate, who have certain rights on your
behalf. Delegates can file documents on your behalf and have access to your
Service Inbox. For example, if you have a Paralegal or legal assistant, designating
them as your delegate allows them to file EDIS documents on your behalf using
their own EDIS user account.

This guide describes the delegate role in EDIS, including how to add and remove
delegates to your account, and the functions that delegates can take on behalf of
their delegators.

The feature to designate delegates is added to support efficient business
processes affected by the introduction of multi-factor authentication to access
EDIS.

Assigning/Removing a Delegate

To assign or remove a delegate from your EDIS account, first log into EDIS. Click
on your account name and select Assign Delegates.

United States International Trade Commission
Electronic Document Information System (EDIS)

# Submission QSearch ~  [jgSenvicelnbox  [EReports ~ & Tools ~ ©Support ~ @ AHANTESTOS - gLogout

Starting at 7:00 PM ET on Wedinesday, September 27, 2023, users who have not reset their password since August 9, 2023, will be required to reset their password as part of a technology upgrade to EDIS. Users wi to change their partoft User

The Secretary’s Office will accept only electronic filings during this time. No in-person paper-based filings or paper copies of any electronic filings will be accepted until further notice. You may disregard e-mail notifications regarding paper copy requirements. Al
ssign Delesates

Welcome to EDIS - the repository for all documents filed in relation to an investigation conducted by the United States International Trade Commission.

Submit Documents

Document Filing Report

Figure 1: Assign Delegates
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|. Assigning Delegates
The Assign Delegates screen appears. In the “Search EDIS Username” field, enter
the EDIS username of the user who you wish to assign as a delegate and click
Search.

NOTE: Each delegate must have a registered EDIS account to be searched and assigned
as a delegate. Users are able to search for their own EDIS username but CANNOT be
able to add themselves as a delegate for another user.

United States International Trade Commission

Electronic Document Information System (EDIS)

e #Submission  QSearch~ [} Senvicelnbox  [EReports v+ & Tools + @Support ~ @ AHANTESTOS + (g Logout

Assign Delegates

(@) To assign delegates to your user profe, each delegate must have a registered, EDIS account. The user must enter in the EXACT usemame of the delegate you are tying to add in e Search User field. Once a defegate fs added, the delegate willbe able to file @ document on behalf of your username. To remove
delegates, please dlick on the " xt o each delegate. The number of delegates you are able to add is determined by the USTIC Offce of the Secretary's Offce.

elegates, please cli X" button nextto &
NUMBER OF DELEGATES ALLOWED PER USER - 4

Search EDIS Username

Delegates

Delegate Username Delegate Name Delegate FirmOrg

Figure 2: Search for Delegate by EDIS Username

NOTE: You must enter the exact EDIS username of the delegate you are trying to add.
Misspellings or additional characters will yield incorrect or incomplete results. The
search is not case sensitive.

Any user who matches the searched EDIS username will appear. Click Add to the
right of the user that you wish to add as delegate.
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United States International Trade Commission

Electronic Document Information System (EDIS)
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Profile Assign Delegates

Assign Delegates

delegates, please click on the "X" button next to each delegate. The number of delegates you are able to add is determined by the USTIC Office of the Secretary's Office.

(@) To assign delegates to yaur user profile each delegate must have a registered, EDIS account. The user must enter in the EXACT usemame of the delegate you are trying to add inthe Search User field Once a delegate s added, the delegate will be able to file a document on behalf of your usemame. To remove
NUMBER OF DELEGATES ALLOWED PER USER - 4

Search EDIS Usermname

Search for EDIS use m

Username Name Firm Org

AHANTESTO? DelegateUser One Hitachi Automotive Systems America, Inc. m
Delegates

Delegate Username Delegate Name Delegate FirmOrg

jonal Trade Commission  Policy Software Updates Guidas Tools

- FOIA « What's New « Accessibility . S - RSSFeed

Figure 3: Add Delegate from List

The added user will appear in your list of delegates. Add additional delegates as
necessary, up to four delegates per user.

United States International Trade Commission

Electronic Document Information System (EDIS)
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Profile Assign Delegates

Assign Delegates

(D) To assign delegates to your user profie, each delegate must have a registered, EDIS account. The user must enter in the EXACT usemame of the delegate you are g to add in the Search User fied. Once a delegate is added, the delegate willbe able to i @ document on behalf of your usermame. To remove
delegates, please click on the "X button next to each delegate. The number of delegates you are able to add is determined by the USTIC Office of the Secretary's Offce.
NUMBER OF DELEGATES ALLOWED PER USER - 4

Search EDIS Username

elegates
Delegate Username Delegate Name Delegate FirmOrg
AHANTESTO7 Delegatelser One Hitachi Automotive Systems America, Inc.

U.S. International Trade Commission  Policy Software Updates Guidance Contact Us Tools

500 Street.SW - FOIA - What's New »_Accessibility - Contact EDIS - RSS Feed

Figure 4: Delegate list

2. Removing Delegates
To remove an assigned delegate, first log into EDIS. Then, click on your account
name, and select Assign Delegates. The Assign Delegates screen appears, with all
your delegates listed.
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SIRTES

Click Remove to the right of any delegate you wish to remove and then select Yes

at the confirmation screen.

United States International Trade Commission
3 AHANTESTOS + g Logout

Electronic Document Information System (EDIS)
© Support +

AHome  #Submission  QSearch - [fjSenvicelnbox  [EReports v & Tools v

Profile Assign Delegates
Assign Delegates

(D) To assign delegates to your user profie, ¢ach delegate must have a registered, EDIS account, The user must enter in the EXACT usemame of the delegat you are rying to add i the Search User fied. Once a delegate is addd, the delegate willbs able to il @ document on behalf of your usemame. To remove
delegates, please click on the "X button next to each delegate. The number of delegates you are able to add is determined by the USTIC Office of the Secretary's Office,
NUMBER OF DELEGATES ALLOWED PER USER = 4

Search EDIS Username

Search for EDIS user m

Delegates
Delegate Firmorg

Delegate Name

Delegate Username
Hitachi Automotive Systems America, Inc.

DelegateUser One

AHANTESTO07

Software Updates Guidance Contact Us
+ Wh: W + Accessibility tEDIS

Figure 5: Remove Delegate

. International Trade Com

EDIS: Confirm Deletion of Delegate

At you sare you want to remave AHANTESTOT as your delegate

Figure 6: Confirm Delegate Removal
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Actions a Delegate Can Take

|. Filing Documents on Behalf Of
As a delegate for another EDIS user, you may file documents on behalf of your
delegator. To do so, follow the standard document filing procedures.

On the Submitter Information screen, click the arrow to the right of the EDIS Filer
Name field.

United States International Trade Commission
Electronic Document Information System (EDIS)

AHome 4 Submission QSearch ~ [ Servicelnbox  [jReports + @Support + @ AHANTESTO7 ~ g Logout

= Tools +

's Office will accef this time. Noin-person paper-based filings or paper copies of any electronic filings will be accepted until

Filing

I Submiter Information Who is filing this document? Submission Preview

EDIS User ID: D
AHANTESTO7

EDIS Filer Name: @

DelegateUser One

Firm/Organization: @

Hitachi Automotive Systems Amefica, Inc.

(®© According to USITC Handbook on Filng Procedures(l)J), the EDIS filer information shown above must match one of the signatories to the document. Ifthe information below: does not reflect that of one of the
signatories to the document you are filing, please log out of EDIS and fil this document using the EDIS credentials of one of the signatories to the document

U.S. International Trade Commission Software Updates Guidance

. What's New . Accessibilit

Figure 7: Submitter Information Screen

You will see a list including your EDIS username and the EDIS username(s) of your
Delegator(s). Select the EDIS username of the user for whom you are filing the
document. Choose Save and Continue to file the document on their behalf.

When the document submission is completed, and email is sent to the email
address of the delegate who filed the document and the Delegator on behalf of
whom the document was filed is cc’d on the email.
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Fiing

‘Submitter Information Who s filing this document? Submissicn Preien
Fied By:
EDIS UseriD: D Dalegatelser O
T
AHANTESTOT

EDIS Filer Name: (3

R ARV SYSTRMmS ATENCE T

@Accmngw USITC Handoook on Filing| 41. thve EDIS filer i o above must match one of the signataries 1 the document, (f the infmation Delsw doss nat reflect that of ana of the
sigatories i e datument you are fling, pleas lag out of EDIS and s this document using the EDIS credenals of one of the signatories bs the document

ol Trade Commission  Policy Software Updates
- FOIA + What's New

Figure 8: Filinon Behalf Of

2. Accessing Service Inbox Items
Delegates can view and access service inbox items for their Delegators in EDIS.
Login to EDIS and select Service Inbox in the top menu. In the Pick User
dropdown, you will see a list including your EDIS username and the EDIS
username(s) of your Delegator(s). Choose the EDIS username of the delegator
whose Inbox you wish to access, and click Load Selected User Inbox.

=\ United States International Trade Commission

"/ Electronic Document Information System (EDIS)

AHome  § Submescn  QSewch-  [Senccelbox  [BReports~ @ Tools - OSupport = § AHANTESTO7 - 7 Logout

Service Inbox

Pick User

Load Selected User Inbax

[T

LeadAttomey Cne Sarved Document Fiter
LesdAttomey Two

No served documents found

Figure 9: Choose Delegate from Pick User Dropdown
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The user’s Service Inbox appears, where you can view and access their served
documents.

AHome  #Submission  QSearch~ [lgServicelnbox  [EReports~ i Tools QSupport ~ @ AHANTESTO7 ~ ‘g Logout

Service Inbox

Pick User.

Load Selected User Inbox

Served Document Filter: [SF- (¥ Section 337 Import Injury Other Recently Expired

MISC-999 Violation - Unfair Import Test Investigation (Not Real Data), Inv. No. MISC-TA-999 (Violation)

Show 10~ entries Search:
~ Doc.ID Doc. Type Security Title Order Number Filed By On Behalf Of Service Date Expiry Date Download
= 806374 Order Public 223 Anthony Han Offce of Chief Information Officer 10/23/2023 1110612023 *
= 806393 Order Public One_More_Test_Ttle 000009888 ‘Asma Khaton Office of Chief Information Officer 101242023 1110712023 3
[ Receies JRICTE] Order Public Test_Doc_for_Delegate_Service_Inbox ‘Asma Khaton Offce of Chief Information Officer 101262023 1110912023 x
m 806433 Order Public TEST ORDER 01 989685 Anthony Han Office of Chief Information Officer 10/26/2023 11/09/2023 E3
Showing 1to 4 of 4 entries Previous n Next

Download All

Figure 10: Delegator’s Service Inbox

Once you access a file on behalf of a delegator, the file’s status on the far-left
changes from New to Received, indicating the file was accessed.

fHome  # Submisson  QSearch~ [|yServicelbox  [EjReports~ & Tools - @Support ~  § AHANTESTO7 ~ g Logout

Service Inbox

Pick User.

Load Selected User Inbox

(T WWST®Y Al | Section337  Importinjury  Other  Recently Expired

MISC-999 Violation - Unfair Import Test Investigation (Not Real Data); Inv. No. MISC-TA-999 (Violation)

Show | 10~ entries Search,
+ Doc.ID Doc. Type Security Title Order Number Filed By On Behalf OF Service Date Expiry Date Download
[ Recerea 1Y Order Public 2323 Anthony Han Office of Chief Information Officer 10/23/2023 1110612023 *
[ Recerea IR CES Order Public One_More_Test_Tile 000009888 Asma Khaton Office of Chief Information Officer 1072412023 1110712023 *
=3 s Order Public Test_Doc_for_Delegate_Service_Inbox Asma Khaton Office of Chief Information Officer 1012612023 1110972023 *
c 806433 Order Public TEST ORDER 01 989685 Anthony Han Office of Chief Information Officer 101262023 1110912023 *
Showing 1 to 4 of 4 entries. Previous Next

Download All

Figure 11: File Status
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