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[bookmark: _Toc13461054]Complete Profile Request

1.Go to the UFR eFiling Homepage
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2.  At the UFR eFiling home page, click on the Sign Up with OSD eFiling link in the Registered User Login box.

The User Profile Request screen will appear.
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The following fields are required:

· Firm Type (Contractor/CPA)
· FEIN (Federal Employer Identification Number)
· Organization Name
· Address (Street, City, State, Zip)
· Primary Contact (Title, Name, Phone, Email)
· Fiscal Year End (Month and Day)


3. Once all the required fields have been completed, click Submit. 

The Review User Profile Request screen will appear. Ensure that the information presented is valid and all your user information is as desired. 
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4.Click Proceed.

The Profile Creation Request Confirmation screen will appear.
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An email will be sent to the address listed in the Profile Request indicating that the profile request was submitted.  Once the profile has been approved you will receive a confirmation email with the initial assigned password. Your account is now active and you can logon using the FEIN and assigned password contained in the email.

NOTE: For security, it is recommended that you change your password after initially logging into the eFIling application. 
[bookmark: _Toc13461060]Update User Profile
[bookmark: _Toc238344][bookmark: _Toc13461062]Change Password

At any non-transactional page, click the Edit Profile link on the top left of the page.
The Edit Your Profile screen will appear. All the fields will contain the most current data.
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1. Enter your current password into the Old Password field.

2. Enter your new password into the New Password field.

Retype this password in the Retype New Password field to ensure there is no mistake.

3. Click Submit. 

The Review Edit Profile screen will appear.
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4. After the information has been verified as correct, click Proceed.
The User Profile Update Confirmation screen will appear.
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Click on the Go Back to eFiling Home to go back to your anchor page (Contractor Anchor page).

[bookmark: _Toc238345][bookmark: _Toc13461063]An e-Mail will be sent to the address listed in the Profile entitled Profile Updated from the UFR eFiling administrator address. 
Change Contact Information

5. At any non-transactional page, click the Edit Profile link on the top left of the page.

The Edit Your Profile screen will appear. All the fields will contain the most current data.
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6. Enter your new information into the designated field.

The fields that can be edited are:

· Organization Information (Name, Address)
· Contact Information (Title, Name, Phone, Email)
· Password Information

7. Click Submit. The Review Edit Profile screen will appear.
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8. After the information has been verified as correct, click Proceed.

The User Profile Update Confirmation screen will appear.
[bookmark: _GoBack][image: ]

Click on the Go Back to eFiling Home to go back to your anchor page (UFR Filing for Contractors).

An e-Mail will be sent to the address listed in the Profile entitled Profile Updated from the UFR eFiling administrator address. 
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0sh IRARRRTe] Review User Profile Request

Flease review the information you provided for your User Profle. ff comect, clck Proceed to send
this information o the OSD for verification and approval. If changes are required, click on Continue
Editing Reguest

Firm Type Contractor

FEIN 555070121 Frimary Contact Title .

Organization Name General Contractor Primary Contact First Name General

Address-Line 1 Address 1 Frimary Contact Last Name Contractor
Address-Line2  Address 2 Primary ContactPhone  666-333-4444

City city Primary ContactEmail  deloitte1 @osd state ma.us
state co Fiscal Year End ™ Jdune &

Zip 01010

*Fiscal Year End Date is only required for Contractors
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eFiling Home -]
(1Y BINAIREP Fronie creation Request Confirmation

‘The following User Profile Request has been forwarded to the OSD for verification and approval I
approved, a confimmation containing your firn’s login will be sentto the email address specifisd below.
Please contactthe 0SD at Uirefleheln@0sd.stale.ma.us ifyou have any questions.

Firm Type Contractor User Status Fending
FEIN 555070121 Primary Contact Title .
Organization Name General Contractor Primary Contact First Name General
Address -Line 1 Address 1 Primary Contact Last Name Contractor
Address - Line 2 Address 2 Primary Contact Phone ~ 666-333-4444
city city Primary Contact Email ~ deloits1@osd state ma us
State co FiscalYear End Month  June
zip 01010 Fiscal Year End Day 8
Go Back to efiling Home
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08D-Filing

Edit Your Profile

To edityour User Profile, update the appropriate fields and then click Subrmit

Login ID (FEIN) 555899121 Primary Contact Title @ M. © s,
Organization  [————————— Primary Contact irst
Name |General Contractar Name General
[T Primary Contact Last
Address - Line 1 |Address 1 Name |Contractar
Address -Line 2 |Address 2 Primary Contact Phone  |666-333-4444
city City Primary Contact EMail  [deloite] @osd state.maus
State Colorado <]Fiscal Year End I |
Zip 01010 Old Password
New Password
Retype New Password
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08D-Filing

Review Edited Profile

Flease review the following updates to your profile. If orreet click Proceed. If additional updates are
required, slick Continue Editing Profile

LoginID (FEIN) 555999121 Primary Contact Title .
Organization Name General Coniractor Primary Contact First Name  General

Address-Line 1 Address 1 Primary Contact Last Name  Coniractor
Address-Line2  Address 2 Primary Contact Phone ~~ 666-333-4444

city city Primary Contact EMail deloitie! @osd.state.ma.us
State co Fiscal Year End Jdune &

zip 01010

You are attempting to change your password. This wil be confirned via email

Proceed
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eFiling Home | Edit Profile | Logout =]
(1Y BYNAIREPE User profite Update Confirmation

‘The following User Profile has been updated

Firm Type Contractor User Status Approved
m ssoniy PrimaryContact Tl
Orpizatontame OO Primay ContaetFrst
Comvartr Name
Adess-Unet  awess1  EmeyCOMOctLast ooy
Address-Une2  Adiess2  PrimayConlactPhane 050334444
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Review Edited Profile

Flease review the following updates to your profile. If orreet click Proceed. If additional updates are
required, slick Continue Editing Profile

LoginID (FEIN) 555999121 Primary Contact Title .
Organization Name General Coniractor Primary Contact First Name  General

Address-Line 1 Address 1 Primary Contact Last Name  Contractor
Address-Line2  Address 2 Primary Contact Phone ~ 666-333-4444

city city Primary Contact EMail deloitie! @osd.state.ma.us
State co Fiscal Year End Jdune &

zip 01010
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0SD Home

Welcome to the Operational Services Division (OSD) UFR

‘The Uniform Financial Statements and Independent Auditor's Report (UFR) is the set

e U seaey g AT Staoments and schechiesreuires of human and sotilserice Mass. ust
orgarizaions who delver Senites f e Commonwedli's wnerab consumers via

sdvanced UFR search [ contacts wih stal deparmerts. Lear more..13

08D-Filing

Registered User Login
LoginD What can | do on this site?
Contractors CcPas Subscribers

Contractors must e heir | CPAS must auhenticate | Subscrivers may, for a reasonable fee, take advantage of

| [ UFR i nduatewnion |the UFRs submitiscby | tnis exciing new feaure Inetsa o going hrough each
ITTTO Cerified Public Accountant | their clients o his eFiling | and every UFR, available o he general public under he

wil auditor review their | system as the same UFR | public recards faw, subseribers can save fime by
UFR audited or reviewed by the | exraciing specifc ftems for an in-depih review. Furiner
Forgot Password fim. criical analysis, wihout the ime-consuming efor are
available at the click ofa mouse
General Public

Sign Up with 0D eFiling

‘The General Public may now conduct a basic search of
UFR information. The provision of on-line UFR information
fulllls all public records requests (as required under

M.G.L.c.4 5.7 55.26 and M.G.L. ¢.66 5.10) without delays
o reproduction expenses.
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0sh ANRRRTeY User Profile Request

Contractor and CPAfirms may register with OSD UFR eFiling system by completing the following form and then clicking
Submit This nfarmation will then be passed onta the OSD for verification and approval. If approved, a confimation containing
your fir's login will be sentto the email address specified below.

€ Contractor € cPA

Select Stat

Zip

Primary Contact Tile
Primary Cantact First Name
Primary Contact Last Name
Primary Contact Phone
Primary Contact Email
Fiscal Year End

o C s

Note: Contractor and CPAfitms may only request a sinle login. Separats logins will not be given to indvidual employsss in

—Month— _=][-Day- =

*Fiscal Year End Date is only reuired for Contractors
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