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Getting Started

Welcome to the System for Electronic Disclosure by Insiders (SEDI), the official on-line
system for filing insider trading reports as required by Canadian securities legislation.
SEDI allows you to easily file and view insider reports electronically, and facilitates timely
and accurate disclosure of trading activity. Developed and operated for the Canadian
Securities Administrators (CSA) by Canadian Depository for Securities (CDS INC.),
SEDI is an on-line system that is available to anyone with Internet access. Using SEDI,
filing and retrieving reports is more efficient and convenient than with conventional paper
filings.

To enable insiders to file accurate trading reports, SEDI is also a repository for some
issuer event information, such as reports about stock splits and consolidations. All issu-
ers required to file information on the System for Electronic Document Analysis and
Retrieval (SEDAR), except mutual funds, must report issuer events in SEDI. Issuers
must also provide a list of the securities that they issue to their insiders. This information
enables insiders to file trading reports based on the most current information about the
issuer.
This chapter contains the following sections:

0 System Requirements
Connecting to SEDI
Navigating in SEDI
Saving Data in SEDI

Choosing Language

U000 0

Security Features



System Requirements

For optimum performance when using SEDI, your computer should meet the following
system requirements:

U Windows 95, Windows 98, Windows NT 4.0, or Windows 2000 as an operating
system

' Screen resolution of 800 by 600 pixels or greater is highly recommended.
Also set your monitor to view SEDI with at least 256 colours.

U 56K modem (minimum)

U An Internet connection

U Microsoft Internet Explorer 5.5x or 6.0x or Netscape 6.2.3x
U Adobe Acrobat Reader 5.0

Per-session cookies and Javascript should be enabled in your web
' browser. For more information, see the sections on Security in your
o browser’s Help.

It is recommended that you maximize your browser window.

For information about downloading browser upgrades and Adobe Acrobat
Reader, see the following web sites, as appropriate:

* Www.microsoft.com

* www.netscape.com

* www.adobe.com



http://www.microsoft.com
http://www.netscape.com
http://www.adobe.com

Connecting to SEDI

To connect to SEDI, access the www.sedi.ca web site. On the opening screen, click
English or Francais. The Welcome to SEDI screen appears in the language you have
chosen. From this screen, you can create a SEDI user account, log in, or view public
reports. For more information, see:

U Creating a SEDI User Account on page 15
O Logging In and Out on page 24
U Viewing Public Reports on page 160

I . .
~~{ For convenient access to SEDI, add www.sedi.ca to your browser

bookmarks.



Navigating in SEDI

The following sections contain some important tips on using SEDI interface tools,
browser buttons and keyboard keys, and the Process tracker.

Interface Tools

The SEDI interface includes the following tools:

O Navigation bars — Navigation bars appear along the top right corner, the bottom,
and sometimes along the left side of the screen. Use the links in these navigation
bars to move to different areas within SEDI.

O Scroll bars — Scroll bars are movable bars at the side or bottom of the screen.
When you click and drag a scroll bar, the content in the area moves in the direc-
tion of the slide bar. You may need to use the scroll bars provided to view the
entire SEDI screen.

U Fields — Fields are empty boxes into which you can type information. Fields are
typically used to enter variable information, such as names.

U Drop-down list boxes — Drop-down list boxes allow you to enter information by
selecting an item in a list. Click the drop-down list arrow to view the listed items.
When you click an item in the list, it appears in the field.

U Check boxes — Check boxes are small, square fields that you can click to select
options. If a check box is already selected, you can deselect it by clicking the
check box.

U Radio buttons — Radio buttons are small, round fields that you can click to select
or deselect options. Radio buttons are typically used to select an item in a list of
search results.



Navigation bar

B Insider home page

Issuer: ABC Company Inc Security: Common Sha

File insider
report

Amend Amend insider transaction - Select

insider

e security designation
Select a security designation from the list below:

Outstanding securities

Ly designation Underlying security designation
© Common Shares
& Preferred Shares Series 14

HAE Process tracker | F Logout | Contactus | @ Help | Apnl 3, 2003
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Next |
/ \ Scroll bar
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Radio button
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transaction
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i 3 or securities

securities acquired .
disposed
of

Unit price or ™ Not Applicable Currency Canadian Dollar v|

exercise price

General remarks (if
necessary to describe the
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Private remarks to |
securities regulatory
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Next |

Check box Field

Drop-down
list box



Using Browser Buttons and Keyboard Keys

During your SEDI session, you generally should not click Back or Stop on your browser.
Clicking Back or Stop can cause SEDI to terminate, or to issue an error message.

In instances where you may need to go back to a previous screen,
buttons are provided in SEDI. You can safely navigate backwards using
SEDI buttons.

\\If/

When you are viewing public reports, you can click Back on your browser.

To move from one field to another, click a field with your mouse or press the Tab key. Do
not press the Enter key.

Click the Next button provided in SEDI to proceed through your SEDI session. The Next
button usually appears at the bottom of the SEDI screen. Do not press the Enter key to
submit information.

Using the Process Tracker

While you file information in SEDI (for example, an insider profile), the Process Tracker
appears at the top of the page. The Process Tracker tracks your progress through the
steps required to complete your task and indicates where you are in the process.

The Process Tracker displays the current step in the process underlined in green, com-
pleted steps are displayed in black and upcoming steps in the process are displayed in
grey. The Process Tracker can be used to return to previous steps in the process, how-
ever any information entered in the process after the step you've returned to will be lost.
You will need to complete these subsequent steps again. You cannot use the Process
Tracker to skip ahead in the process.

:_ s Inslder prfile  [nsider FEpor  Your ueer inflormstion
:W . Process bracker  Seloct lssuer < - Solack secarity designation < = beleck ovnership byps (regabersd holdars
“ || ! Cafrgey B-B-B Iesiimr Fari Reddurdad Tedwrilyn Cefmmardal
File ingider
raport
Amard ingadar
Process Tracker Current Step

Upcoming Steps

Previous Steps

10



Saving Data in SEDI

SEDI does not save data until you certify it. When you are finished entering information,
the SEDI screen will generally contain a button called Accept or Certify, which you click
to submit your data to the SEDI server.

SEDI does not save drafts. If you log out before you have certified the information you
have entered, it is deleted.

11



Choosing Language

You can view SEDI in English or French. Click English or Francais on the SEDI opening
screen before logging in.

If you want to change the language during your SEDI session, click English or Francais
in the top right navigation bar.

Francais | B Insider homepage | F) Logout | Contactus | B Help | March 31, 2003 |
— -
A Insider profile Insider report Your user information
x "‘ ‘ Insider: Doe.J
File insider
report

et Introduction to insider report activities
ineider  (Form 55-102F2)
4

Insiders reports are used to report:

e securities held by an insider, when an insider becomes an
insider of an issuer

« transactions and any changes in ownership made by the
insider

« changes resulting from events that affect all holdings of a
class of securities of an issuer

You cannot change the language on all screens in SEDI. Where language
selection is unavailable, the Francais or English links do not appear in the
navigation bar.

SEDI translates information in drop-down lists. Text you type in a field is
not translated.

For example, when you file an issuer profile supplement, you only need to
specify a security name in one language. SEDI will automatically translate
the name. However, if you enter additional information in a field, it is not
translated.

12



Security Features

SEDI includes several security features that protect the information that you submit, and
ensure that it is correct. Some of these features include:

Q

a
a

If you attempt to log in with an incorrect password three times in a row, you will be
locked out of the system for 30 minutes.

If you leave SEDI inactive for more than 20 minutes, you will be logged out.

All information that has not yet been submitted to the system (certified) is deleted
when you are logged out.

Accounts and information in SEDI are controlled by passwords and access keys.
For more information, see Understanding Passwords and Access Keys on page
103.

All information passed between your computer and the SEDI server is encrypted.

13



Managing SEDI User Accounts

Your SEDI user account contains information about you as a user. Every time you want
to submit information in SEDI, you must log in with your SEDI user ID and password.
When you create your SEDI user account, you can choose from three account types:

U Insider — Files information on behalf of one insider
O Issuer — Files information on behalf of one issuer

U Agent — Files information on behalf of one or more insiders or issuers

This chapter contains the following sections:

O Creating a SEDI User Account
Viewing a SEDI User Account
Amending a SEDI User Account
Logging In and Out

000 Do

Changing your Password

14



Creating a SEDI User Account

Before you begin, gather the following information:

Q

Q

U000 0

Family name, given names (in full) — Do not use initials, nicknames, or abbrevia-
tions.

Employer name — If you are acting on behalf of an employer, use the full legal
name of your employer and your position with that employer.

Full address — If you are an insider, use your principal residential address. Other-
wise, use the business address where you are employed. A post office box is not
sufficient.

Daytime telephone number

Fax number — If available

E-mail address — If available

Type of user classification — Insider, Issuer, or Agent

Prepared confidential question and answer — A confidential question and answer
to which only you know the answer. For example, “What was my dog’s name
when | was a child?” instead of “What colour is the sky?” The SEDI Operator will
use this question to verify your identity if you request a new password.

inactive for more than 20 minutes. Any information that you have entered
® Dbut not certified is deleted when you are logged out.

' For security purposes, you will be logged out of SEDI if you leave it

15



When you create a SEDI user account, you navigate through the following screens:

Welcome to SEDI

Register as a SEDI user -
Form 55-102F5

Register as a SEDI user -
Accept terms of use -

SEDI User

Register as a SEDI user -
Certify and submit
registration information -
Form 55-102F5

Register as a SEDI user -
Conditional registration
completed

To create a SEDI user account:

SCREEN: Welcome to SEDI

Frangais | [ Login | Contact us | Help | April 1, 2003

Register as a SEDI user Access public filings

R

Welcome to SEDI

1. Click Register as a SEDI user in the top right navigation bar.

16



SCREEN: Register as a SEDI user - Form 55-102F5

2. Enter your personal information in the fields provided.

\\If/

9

Name — Use upper and lower case letters as applicable. Do not use
initials, nicknames, or abbreviations.

Address — If you are registering as an insider, enter your principal
residential address. If you are registering as an issuer or agent, enter the
business address where you are employed.

Country — Use the drop-down list box to select Canada, U.S., or Other. If
you select Other, a field appears in which you can type your country
name.

Every field must be filled in or marked Not Applicable with the check box.

3. Click on a SEDI user classification (Insider, Issuer, or Agent) to select it.

\\If/

You can only register once as a SEDI user. Depending on your needs,
you can register as one, two, or three of the account types (insider, issuer,
or agent). To select more than one SEDI user type, press and hold the
Ctrl keyboard key and mouse-click your selections.

4. Enter a question to which only you know the answer in the Confidential question

field.

5. Enter the answer to the question in the Answer to confidential question field.
Click Next.

SCREEN: Register as a SEDI user - Accept terms of use - SEDI User
7. Carefully review the TERMS OF USE - SEDI™ USER.

\\If/

To print the Terms of Use, click the link on the screen to view a printer-
friendly version in a new browser window, and then click Print to open
your browser’s Print dialog box.

8. Click Accept.

OPTION

If you click Decline, your
SEDI user account is not
created, and you return to the
Welcome to SEDI screen.

17



SCREEN: Register as a SEDI user - Certify and submit registration information -
Form 55-102F5

Register as a SEDI user - Certify and
submit registration information - Form

55-102F5
Family name Doe
Given names (in full) John lames

Employer name and position
Address (street name and Uhel 1973 Orchaid Lane
number, etc.)

Line 2
Municipality (city, town, etc.) Toronto
Province, territory or state Ontario
Country Canada
Postal code or zip code T5T 5T5
Daytime telephone number (416 ) 777 - 7777
Fax number (416 ) 777 - 7778
E-mail address jidoe@home.com
SEDI user classification Insider
To certify and submit your Certify ‘ Edit‘ Cancel ‘
registration information, click

Certify.

9. Ensure that the information you entered is correct.
10.Click Certify to submit your registration form.

11. Carefully review the statement in the Certification dialog box, and then click OK.

OPTIONS

Edit

To edit your SEDI account registration form, click Edit on the Register as a SEDI user - Certify
and submit registration information screen. You return to the Register as a SEDI User - Form
55-102F5 screen. Type over your previous entries to edit the registration.

Cancel

To cancel your registration, click Cancel on the Register as a SEDI user - Certify and submit
registration information screen, and then click OK in the dialog box. Your SEDI user account is
not created, and you return to a blank Register as a SEDI User - Form 55-102F5 screen.

18



SCREEN: Register as a SEDI user - Conditional registration completed

12.Make note of your SEDI user ID and password displayed on the screen.

The SEDI user ID and password are unique, and you need them to log

M
Into your account.

To print this screen for your reference, click Print on your browser’s
navigation bar to open the Print dialog box.

To print the details of your SEDI user account, click Printer friendly
version. SEDI displays the details in a format that is easily printed, and
your browser’s Print dialog box opens. Click Back in the SEDI screen
(NOT on the browser) to return to SEDI.

Activating Your Account

When you complete the above steps, you will have been registered conditionally as a
SEDI user. Your registration as a SEDI user is not complete until activated by the SEDI
Administrator (CDS INC.). To complete the registration process and activate your
account, you must deliver a signed paper copy of your completed SEDI user registration
form to CDS INC. by prepaid mail, courier, personal delivery, or fax at:

CDS INC.

Attention: SEDI Administrator
85 Richmond Street West
Toronto, ON, Canada

M5H 2C9

Fax: 1-866-729-8011

In Quebec:

CDS INC.

Attention: SEDI Administrator

600 boulevard de Maisonneuve Ouest
Montreal, QC, Canada

H3A 3J2

Fax: 1-866-729-8011

After CDS INC. has performed the appropriate validations of the registration information
provided by you (this generally takes 24 hours), your registration will be completed and
you may proceed to file reports on SEDI.

You will not be able to access Insider, Issuer or Agent functionality within SEDI until the
registration process has been completed. To check whether your registration has been
completed, you should login as a SEDI user and click Your user information and then
click View your user information to verify your "registration status".

19



For information about resetting passwords, see Changing your Password on page 26.

For information about logging in to your SEDI account, see Logging In and Out on page
24.

20



Viewing a SEDI User Account

Once you have created a SEDI user account, you can view it at any point in your SEDI

session.

To view the details of your SEDI account:

1. Click Your user information in the top right navigation bar at any point in your
SEDI session.

SCREEN: Introduction to SEDI user activities

Frangais | B Insderhomepage | B Logout | Contactus | B Help | April 1, 2003

;‘ ‘ Your user information
viewyour Introduction to SEDI user activities
user
W with SEDI user activities you can:
n
Iyr?fl-(;;rﬂizron + view your registration information, by clicking View your user
W information
your « amend your registration information by clicking Amend your
seword user information
b + change your password by clicking Change your password

2. Click View your user information in the left navigation bar.

SCREEN: View your user information

To print a copy of your user information, click Printer friendly version.
SEDI displays the user information in a format that is easily printed, and
your browser’s Print dialog box opens. Click Back in the SEDI screen
(NOT on the browser) to return to SEDI.

\\III
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Amending a SEDI User Account

Once you have created a SEDI user account, you can amend it at any point in your SEDI
session.

To amend your SEDI user account:

1. Click Your user information in the top right navigation bar at any point in your
SEDI session.

SCREEN: Introduction to SEDI user activities

Frangais | B Insderhomepage | B Logout | Contactus | B Help | April 1, 2003

;‘ ‘ Your user information
viewyour Introduction to SEDI user activities
user
W with SEDI user activities you can:
n
Iyr?fl-(;;rﬂizron + view your registration information, by clicking View your user
W information
your « amend your registration information by clicking Amend your
ssword user information
b + change your password by clicking Change your password

2. Click Amend your user information in the left navigation bar.

SCREEN: Amend your user information - Form 55-102F5
3. Type over the information in the fields to amend it.
4. Click Next.

22



SCREEN: Amend your user information - Certify and submit information

Amend your user information - Certify
and submit information

SEDI user ID JDOEOOS
Registration status Conditional
Family name Doe

Given names (in full) John lames

Employer name and position
Address (street name and Unel 123 Orchard Lane
number, etc.)

Line 2
Municipality (city, town, etc.) Toronto
Province, territory or state Ontario
Country Canada
Postal code or zip code T5T 5T5
Daytime telephone number (416 ) 777 - 7777
Fax number (416 ) 777 - 8888
E-mail address jjdoe@home.com
SEDI user classification Insider
Confidential question What is my favourite movie?
Answer to confidential question Gone with the Wind

To certify and submit your
amended registration information,  Certify ‘ Cancel ‘
click Certify.

5. Ensure that the displayed user information is correct.
6. Click Certify, and then click OK in the dialog box.

SCREEN: Amend your user information - Completed OPTION

To cancel the amendment,
click Cancel, and then click
OK in the dialog box. You
return to the Amend your user
information - Form 55-102F5
screen, and the amended
information is deleted.

23



Logging In and Out

To log in to your SEDI account:

SCREEN: Welcome to SEDI

Frangais | E Login | Contactus | @ Help | apnl 1, 2003

A N Y
[ “ Register as a SEDI user Access public filings
1\

Welcome to SEDI

1. Click Login in the top right navigation bar.

SCREEN: SEDI user login

SEDI user login

If you are a registered SEDI user, enter your SEDI user ID and your
password.

Entry of your password shall be deemed to constitute acceptance of
the Terms of Use - SEDI User, last updated on April 7, 2003. For a
printer friendly version of the complete Terms of Use - SEDI

User , click here.

SEDI user ID [JDOEUOS

Password [**mm

Nextl Reset |

2. Enter your SEDI user ID and password in the fields provided.

The password is case-sensitive. Ensure that you type the correct upper-
and lower-case letters, and that you do not have Caps Lock enabled on
your keyboard.

\\III

If you attempt to log in three times with an incorrect user ID or password,
SEDI locks you out of the system for 30 minutes. After 30 minutes, you
can attempt to log in again.

3. Click Next.

\\ ! JiI/
To clear all fields, click Reset.

24



Depending on the type of SEDI account that you have, logging in opens one of the fol-
lowing screens:

U Insider home page — The first time you log in to your insider account after it has
been activated, the Insider home page prompts you to create an insider profile or
link your account to an existing insider profile. For more information, see Using
Insider Accounts on page 28.

On subsequent logins, the Insider home page prompts you for your insider access
key. Once you supply the correct access key, you can view or amend your insider
profile, or file insider reports. For more information, see Using Insider Accounts on
page 28 and Filing and Amending Insider Reports on page 106.

U Issuer representative home page — The first time you log in to your issuer account
after it has been activated, the Issuer representative home page prompts you to
create an issuer profile supplement or link your account to an existing issuer pro-
file supplement. For more information, see Using Issuer Accounts on page 67.

On subsequent logins, the Issuer representative home page prompts you for your
issuer access key. Once you supply the correct access key, you can view or
amend your issuer profile supplement, or file information for the issuer. For more
information, see Using Issuer Accounts on page 67 and Filing and Amending
Issuer Event Reports on page 148.

U Agent home page — When you log in to your agent account after it has been acti-
vated, the Agent home page appears. For more information, see Using Agent
Accounts on page 93.

To log out of your SEDI account at any time during your SEDI session, click Logout in
the top right navigation bar.

.1, IFyoulog out of your SEDI account before you have certified information,
‘@’ the information is deleted.

You cannot view public reports while you are logged in. To view public

reports, log out and then click Access public filings in the top right
navigation bar.

25



Changing your Password

Each SEDI user account is assigned a password. This password is linked to your SEDI
user ID, and protects your account from use by others. SEDI issues your password when
you create your SEDI user account (for more information, see Creating a SEDI User
Account on page 15). Passwords are case-sensitive, and the SEDI Operator cannot
retrieve your password for you. Ensure that you print it and keep it in a secure location.

Passwords expire 1 year + 90 days after they are generated. If you do not change your
password before it expires, SEDI prompts you to change the password when you log in,

before allowing you to proceed in the system.

To change your SEDI user account password:

Frangais | B Insder home page | B Logout

| Contactus | E Help | April 1, 2003

Insider home page

Your user information

1. Click Your user information in the top right navigation bar.

SCREEN: Introduction to SEDI user activities

Frangais | B Insider homne page | B Logout

S\

viewyour Introduction to SEDI user activities
user
W With SEDI user activities you can:
men
Iyl:-;’[c]):Tlt]l:?l:)n e view your registration information, by clicking View your user
W information
your e amend your registration information by clicking Amend your
ssword user information
b « change your password by clicking Change your password

Your user information

2. Click Change your password in the left navigation bar.

26



SCREEN: Change your password

Change your password

Enter your old [
password

Enter your new |
password

Enter your new [
password again

Next|

Enter your old (current) password in the field provided.

4. Enter a new password in the field provided.

Y~ Passwords must be 6-8 characters long. They can include letters or

numbers, but cannot include special characters (e.g., an asterisk).

Enter the new password in the field provided to confirm it.
Click Next.

SCREEN: Change your password - Completed

27



Using Insider Accounts

After you create a new insider account in SEDI, you should either create an insider pro-
file or link your SEDI account to an existing insider profile. An insider profile contains per-
sonal information about you (for example, your name and address). The profile also
contains information about the issuers of which you are an insider, and optional contact
and registered holder information. Information in the insider profile is protected by an
insider access key. Only SEDI users who supply the correct insider access key can
access your insider profile or file any trades on your behalf.

You cannot file insider reports until you have activated your account and

\.\ ! Ji'/ . . .
created an insider profile.

Only one insider profile can be associated with each insider account.

If you want to file information on behalf of more than one insider, or for a
combination of insiders and issuers, re-classify your SEDI account as an
agent account. For more information, see Amending a SEDI User
Account on page 22 and Using Agent Accounts on page 93.

Once you have created your insider profile or linked your account to an existing profile,
click Next to open the Insider activities screen, from which you can amend your insider
profile or file and amend insider reports.
This chapter contains the following sections:

O Creating an Insider Profile
Linking your Account to an Existing Insider Profile
Viewing an Insider Profile

Amending an Insider Profile

0O 00O

Changing your Insider Access Key
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Creating an Insider Profile

The first time you log in using your SEDI user ID and password after your account has
been activated, the Insider home page prompts you to either create an insider profile or
link your user ID to an existing insider profile.

You must create an insider profile if one has not been created for you. If your insider pro-
file has already been created, see Linking your Account to an Existing Insider Profile on
page 43.

If you are an agent, log in with your SEDI user ID and password, and then
click Create insider profile on the Agent home page. For more
® information, see Using Agent Accounts on page 93.

Before you begin creating an insider profile, gather the following information:

U Family name, given names (in full) of the insider (if the insider is an individual)
— Do not use initials, nicknames, or abbreviations.

OR

Insider company name and family name, given names (in full) of insider represen-
tative (if the insider is a company) — Do not use initials, nicknames, or abbrevia-
tions.

U

Full address — If the insider is an individual, use a principal residential address. If
the insider is a company, use the company’s address. A post office box is not suf-
ficient.

Daytime telephone number
Fax number — If available

E-mail address — If available

O 0 0 0

Prepared confidential question and answer — A confidential question and answer
to which only you know the answer. For example, “What was my dog’s name
when | was a child?” instead of “What colour is the sky?” The SEDI Operator will
use this question to verify your identity if you request a new insider access key.

U

Issuer name or issuer number for which you are an insider
O Your insider relationship(s) to the issuer — For example, director or senior officer

* Registered holder — If your shareholding is indirect, or if you have control or
direction over a security that is not registered in your name, you need the
name of the registered holder of the securities. For example, a holding com-
pany, family trust, or the person or company that owns the securities that you
have control or direction over.
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U Date on which you became an insider of the issuer — If you have not previously
filed insider reports for this issuer

OR
Opening balance date — If you have previously filed insider reports for this issuer
U Contact person — Optional

* Family name, given names (in full) — Do not use initials, nicknames or abbrevi-
ations.

* Full address — Use a principal residential address. A post office box is not suf-
ficient.

» Daytime telephone number
* Fax number — If available

 E-mail address — If available

For security purposes, you will be logged out of SEDI if you leave it
inactive for more than 20 minutes. Any information that you have entered
® Dbut not certified is deleted when you are logged out.
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When you create an insider profile, you navigate through the following screens:

Create insider profile
) (Form 55-102F1) - Enter
G = Required screen individual information

CI = Optional screen

Create insider profile -
Add an issuer to the

insider profile

Create insider profile -
View issuer search results

Create insider profile -
Enter information about
the insider's relationship to
the issuer

Create insider profile -
Add contact information
(Optional)

Create insider profile -
Add registered holders

Create insider profile -
View issuers added to
profile

Create insider profile -
Certify and file insider
profile

Certification

Create insider profile -
Completed




To create an insider profile:

SCREEN: Insider home page

Insider home page

As an insider, you can:

create or amend your insider profile (Form 55-102F1).

file or amend insider reports (Form 55-102F2).

amend your SEDI user registration form (Form 55-102F5).

view SEDI filings that are available to the public, including insider
reports.

You need an insider access key to update your insider profile, or to file or
amend an insider report.

If you don't have an insider access key, you must create your insider
profile. To do so, click here. Create insider profile

If you already have an insider access key , because someone else
created your insider profile, you must link your SEDI user ID to your insider
profile. To do so, click here.

Link your SEDI Account to your Insider Profile

1. Click Create insider profile.

.1, The Create insider profile button only appears on the Insider home page if
(=Y your SEDI account is not already associated with an insider profile.

If you are an agent, log in with your SEDI user ID and password, and then
click Create insider profile on the Agent home page. For more
information, see Using Agent Accounts on page 93.
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SCREEN: Create insider profile (Form 55-102F1) - Enter individual information
2. Enter your personal information:
Click Copy your user registration to copy the information that you entered for
your SEDI user account, or type the information in the fields.

O/ To change information that you have copied, type over it in the fields.

The Copy your user registration button does not appear if you are logged
in as an agent.

Name — Use upper and lower case letters as applicable. Do not use
initials, nicknames, or abbreviations.

Country — You can select Canada, U.S., or Other. If you select Other, a
field appears in which you can type your country name.

Every field must be filled in or marked Not Applicable with the check box.

OR
If the insider is a company:
a) Click Enter company information.
SCREEN: Create insider profile (Form 55-102F1) - Enter company information
b) Enter the company information in the fields provided.
3. Click the radio button beside your preferred language of correspondence.

This setting determines the language used in correspondence between you and
the securities regulatory authority. Applicable to residents of Quebec, Ontario,
New Brunswick, and Manitoba.

4. Enter a question to which only you know the answer in the Confidential question
field.

5. Enter the answer to the question in the Answer to confidential question field.
Click Next.
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SCREEN: Create insider profile - Add an issuer to the insider profile

Create insider profile - Add an issuer to
the insider profile

Search for an issuer using one of the following options:

Option Search for an issuer by entering the issuer number. Note
1 you must enter all 8 digits including the leading zeros.

Issuer number |

Option Search for an issuer by entering the issuer name.

Issuer name  [ABC Company Inc. |Exact matc:h:]

MNote: If you are unable to locate the issuer, try to refine your search or

contact the issuer as the issuer profile supplement may not have been
created.

Search ] Resat]

7. Search for an issuer to add to your profile using one of the following options:
U Option 1 — Enter the SEDAR profile number in the Issuer number field.

O Option 2 — Enter the issuer’s name in the Issuer name field.

.1, When searching, use the drop-down list boxes beside the fields to further
(Y define your search parameters. Choose from:
* Starts with — Searches for items that begin with your entry in the field
 Contains — Searches for items that contain your entry in the field

» Exact match — Searches for items that exactly match your entry in the
field

8. Click Search.

\.\III

@ To reset all fields, click Reset.



SCREEN: Create insider profile - View issuer search results

Create insider profile - View issuer
search results

The following issuers met your search criteria. Select the issuer you wish to
add to the insider profile from the list befow:

| PRy Issuer name Issuer name
= = ( English) ( French)

& 00019040 ?HBCC Company fr?gnpagme ABC

Next New Search

9. Click the radio button beside your issuer.

You can only select one issuer. If you are unable to locate your issuer,
click New Search to return to the Create insider profile - Add an issuer to
the insider profile screen, and change or refine your search.

If you are unable to locate your issuer after several searches, confirm that
the issuer has created an issuer profile supplement. The issuer is
required to create an issuer profile supplement before you create your
insider profile and file insider reports.

10. Click Next.



SCREEN: Create insider profile - Enter information about the insider's relationship to the
issuer

Create insider profile - Enter information
about the insider’'s relationship to the
issuer

Select the insider’s relationships to the issuer from the list below:

Insider's

relationship
to issuer - Issuer j

(To select - Subsidiary of Issuer
movre than one |3 - 10% Security Holder of Issuer
TeiaTicyIsINg, - Director of Issuer

ress the . .
E‘r:tr!‘“ key - Senior Officer of Issuer

1
2
3
4
5

while clicking
the mouse. )

If the insider has not previously filed an insider report for this issuer, provide the
date on which this insider became an insider of this issuer. Otherwise, provide the
opening balance date. The opening balance date will be used for all your opening
balances for this issuer. This date should be prior to the date of any transactions
that you will report for this issuer in SEDI.

Date the insider became [Select One x| |Select One | |YYYY
an insider of this issuer

or
Opening balance date |March ﬂ |24 :I |200:3

To reset dates press Reset Reset |

Optional information:

F If you wish to be contacted at another address, or you wish to name a contact
person, check this box.

F If you wish to specify one or more registered holders for other than direct
heoldings, check this box.

Next |

11. Use the drop-down list box to select a relationship in the Insider's relationship to
issuer field.

‘E?’ To select more than one relationship, press and hold the Ctrl keyboard

key, and mouse-click your selections.

12. Specify the date on which the insider became an insider of the issuer OR the
opening balance date in the field provided.

Use the drop-down list boxes to enter a month and day in the Date the insider
became an insider of this issuer fields. Enter a 4-digit year.
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OR

Use the drop-down list boxes to enter a month and day in the Opening balance
date fields. Enter a 4-digit year.

If you have not previously filed insider reports, enter a Date the insider
' became an insider of this issuer.

® If you have previously filed insider reports, enter an Opening balance

date. If you specify an opening balance date, the date you enter must be
prior to the dates of any transactions that you intend to file for this issuer
in SEDI. For example, if your first SEDI report is a transaction that
occurred on January 10, enter January 9 as the opening balance date.

To clear all fields, click Reset.
13.1f desired, indicate that you want to provide another address or contact person, or

you want to specify one or more registered holders for other than direct holdings
by clicking the check boxes at the bottom of the screen. These are optional steps.

14.Click Next. If you did not click the check boxes to add contact information or regis-
tered holders, skip to Step 19.

SCREEN: Create insider profile - Add contact information (Optional)

Create insider profile - Add contact
information (Optional)

Family name

Given names (in full)

Address (street name and

number, etc.) Line 1

Line 2
Municipality (city, town, etc.)
Country
Province, territory or state
Postal code or zip code
Daytime telephone number
Fax number

E-mail address

|Due

‘Jane

|1 23 Granville Street

[Suite 201
|Vancuuver
Canada ']

|British Columbia =]
|LON 2P9

(604 [333 -[3333 ext.|

(604 ) [333 -[3334

|jdue@husiness.cum

Next | Cancel

M,

@ This screen is optional. To skip this screen, click Next.
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When you provide optional contact information, any correspondence regarding your
SEDI filings is sent to the address entered here rather than to your personal address. If
you indicated that you want to provide another address or contact person on the Create
insider profile - Enter information about the insider's relationship to the issuer screen:

15. Enter the contact's personal information in the fields provided.

\\If/

You do not need to fill in all the fields. For example, if you
want to receive correspondence at an address that is not
your principal address, simply fill in the address fields.
When you fill in some of the address fields (e.g.,
Province, territory, or state), you must fill in the remaining
address fields.

If you want to be contacted at a different telephone
number, fill in only the Daytime telephone number
fields.

If you want correspondence to be sent to a different
person, fill in all the fields.

Name — Use upper and lower case letters as applicable.
Do not use initials, nicknames, or abbreviations.

Country — You can select Canada, U.S., or Other. If you
select Other, a field appears in which you can type your
country name.

16. Click Next.

SCREEN: Create insider profile - Add registered holders

OPTION

To cancel the contact
information, click Cancel. You
return to the Create insider
profile - Enter information
about the insider’s
relationship to the issuer
screen.

Create insider profile - Add registered

holders

If this insider holds securities of this issuer in the name of a registered holder
for other than direct holdings, you must provide the name of the registered

holder.

To add a registered holder for this issuer, either select an existing registered
holder from the Master list of registered holders or enter a new registered
holder. Fach registered holder that you add will appear in your list of
registered holders for this issuer and will also appear in your master list of
registered holders. When you have finished adding registered holders for this

issuer, click Next.

Registered |Due Holdings Inc. Add registered holder

holder

To continue creating the insider profile,
click Next. M
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\\If/

9

This screen is optional. To skip this screen, click Next.

If you indicated that you want to specify one or more registered holders for other than
direct holdings on the Create insider profile - Enter information about the insider's rela-
tionship to the issuer screen:

17.Add a registered holder to the current issuer’s Local list.

\\If/

9

Registered holders appear in Master and Local lists. The Master list
contains all registered holders that you have saved, and the Local list
contains all registered holders that you have added to the current issuer.
Until you have added a registered holder to your Master or Local list,
neither list will appear on the screen.

To add a registered holder to your Master and Local lists, enter the holder
name in the Registered holder field, and then click Add registered
holder. The Create insider profile - Add registered holders screen re-
opens, the registered holder is added to your Master and Local lists, and
both lists are displayed on the screen.

To copy a registered holder from the Master list to the Local list, click the
registered holder in the Master list of registered holders, and then click
Select from master list.

To remove a registered holder from the Local list, click the radio button
beside the registered holder and then click Remove. Click Confirm
removal on the Create insider profile - Confirm removal screen. Note: If
an insider report has been filed about a security held by a registered
holder, you cannot remove that registered holder. In addition, you cannot
remove a registered holder from the Master list.

18. Click Next.
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SCREEN: Create insider profile - View issuers added to profile

Create insider profile - View issuers
added to profile

To add another issuer to this insider profile, click Add issuer, otherwise click

Next.
Issuer number [Issuer name _________[Issuer relationships
00019040 ABC Company Inc. Senior Officer of Issuer

Add issuer ‘ Next‘

19.Ensure that the list of issuers is correct.

20.Click Next.
OPTION

To add another issuer to the
insider profile, click Add
issuer. You return to the
Create insider profile - Add an
issuer to the insider profile
screen.
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SCREEN: Create insider profile - Certify and file insider profile
21.Ensure that the information you entered is correct.

22.Click Certify.

OPTIONS

Edit
To edit the insider profile, click Edit. On the Create insider profile - Edit information screen, click
one of the following options:
« Edit profile information — Returns you to the Create insider profile (Form 55-102F1) - Enter
individual information screen
» Add issuer information — Returns you to the Create insider profile - Add an issuer to the
insider profile screen. To return to the Create insider profile - Edit information screen without
editing the insider profile, click Go Back.
 Edit issuer information — Opens the Create insider profile - Edit issuer information screen.
Click the radio button beside the issuer you want to edit and then click Edit or Remove. To
return to the Create insider profile - Edit information screen without editing the insider profile,
click Go Back.
When you have finished editing the insider profile, click Next to proceed to the Create insider
profile - Certify and file insider profile screen.

Print

To print the insider profile, click Printer friendly version. SEDI displays the profile in a format
that is easily printed, and your browser’s Print dialog box opens. Click Back in the SEDI window
(NOT in the browser) to return to SEDI.

Cancel

To cancel the insider profile, click Cancel, and then click OK in the dialog box. The insider pro-
file is not created, and you return to a blank Create an insider profile (Form 55-102F1) - Enter
individual information screen.

SCREEN: Certification
23.Review the certification information carefully.
24.Click Accept.

OPTION
.1, To printthe insider profile with a date and time stamp,

-\ click the check box provided. When you click Accept, _ -
SEDI displays the profile in a format that is easily printed, To decline the Certification,
and your browser’s Print dialog box opens. Click Next in click Decline. You return to
SEDI to proceed to the Create Insider Profile - the Create insider profile -
Completed screen. Certify and file insider profile

screen.
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SCREEN: Create insider profile - Completed

25. Make note of your Insider number and access key displayed on the screen.

The insider number and insider access key are unique and you need the
' insider access key to access the insider profile or file trades for the

° insider.
To print this screen for your reference, click Print on your browser’s
navigation bar to open the Print dialog box.
26. Click Next.

SCREEN: Insider activities

After you create your insider profile, a letter is sent to you at your personal address. The
letter confirms that you have created an insider profile, and includes your insider number

and insider access key.

Once you have created your insider profile, the Insider activities screen is displayed from

which you can:
U Amend your insider profile — See page 47.

O File and amend insider trades — page 106.
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Linking your Account to an Existing
Insider Profile

If an insider profile has already been created for you, you can link your SEDI user ID and
password to that profile.

To link to an existing insider profile, you must provide the correct insider
access key. The insider access key is created when you create an insider
® profile. For more information, see Creating an Insider Profile on page 29.

To link your account to an existing insider profile:

SCREEN: Insider home page

Insider home page

As an insider, you can:

create or amend your insider profile (Form 55-102F1).

file or amend insider reports (Form 55-102F2).

amend your SEDI user registration form (Form 55-102F5).

view SEDI filings that are available to the public, including insider
reports.

You need an insider access key to update your insider profile, or to file or
amend an insider report.

If you don't have an insider access key, you must create your insider
profile. To do so, click here. Create insider profile

If you already have an insider access key , because someone else
created your insider profile, you must link your SEDI user ID to your insider
profile. To do so, click here.

Link your SEDI Account to your Insider Profile ‘

1. Click Link your SEDI Account to your Insider Profile.
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SCREEN: Link your SEDI User ID to your insider profile

Link your SEDI User ID to your insider
profile

Select one of the following options:

Option Search for your insider profile by entering your insider

1 number.
Insider |
number

Option Search for your insider profile by entering your name.

Insider family |
name
Insider given |
names

‘ Starts with j

[Starts with j

Search l Reset ]

2. Search for an insider profile using one of the following options:

U Option 1 — Enter the insider number in the Insider number field. The insider
number is issued when the insider profile is created. For more information, see
Creating an Insider Profile on page 29.

O Option 2 — Enter the insider’s family and given names in the Insider family

name and Insider given names fields.

\.\III

When searching, use the drop-down list boxes beside the fields to further
define your search parameters. Choose from:
* Starts with — Searches for items that begin with your entry in the field
 Contains — Searches for items that contain your entry in the field
» Exact match — Searches for items that exactly match your entry in the
field

3. Click Search.

\.\III

0

To clear all fields, click Reset.
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SCREEN: Link your SEDI user ID to your insider profile - View search results

4. Click the radio button beside the insider profile to which you want to link your
SEDI user ID.

5. Click Next.
oz, Ifyour insider profile does not appear in the search results, click New

Search to return to the Link your SEDI Account to your Insider Profile
screen, and change or refine your search.

SCREEN: Link your SEDI user ID to your insider profile - Enter insider access key
6. Enter the correct insider access key in the field.

The access key is assigned when you create the insider profile. For more informa-
tion, see Creating an Insider Profile on page 29.

7. Click Next.
SCREEN: Insider activities page

Once you link your insider account to an insider profile, the Insider activities screen is
displayed from which you can:
O Amend your insider profile — See page 47.

U File and amend insider trades — See page 106.
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Viewing an Insider Profile

You can view the details of your insider profile at any time while you are logged in after

your account has been activated.

If you are an agent, choose an insider from your Insider list and enter the
correct insider access key. For more information, see Performing Insider
® Activities on page 95.

To view the details of your insider profile:

1. Click Insider profile in the top right navigation bar.

SCREEN: Introduction to insider profile activities (Form 55-102F1)

Frangcais | B Insiderhomepage | B Logout | Contact us E Help | April 1, 2003
".—-_-— ‘_ Insider profile Insider report Your user information
r“ ‘ Insider: Dog.]
View
insider 2 = - = e e
profile Introduction to insider profile activities
Amend
el (Form 55-102F1)
profile
Change With insider profile activities you can:
insider
ACCeSS kei + view the insider profile, which includes the insider's name, address,
phone number, the name of the issuer, the relationship of the insider to
the issuer, and the date the insider became an insider or the date of
previous paper filing, by clicking View insider profile
« amend insider profile by clicking Amend insider profile
+ change the insider access key by clicking Change insider access key

2. Click View insider profile in the left navigation bar.

To print a copy of the insider profile, click Printer friendly version. SEDI
displays the profile in a format that is easily printed, and your browser’s
Print dialog box opens. Click Back in the SEDI screen (NOT on the
browser) to return to SEDI.

\\IIJ
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Amending an Insider Profile

To reflect changes to your personal information, or changes to your relationships with
issuers, you may need to amend your insider profile. You can amend the details of an
insider profile at any time while you are logged in.

If you are an agent, choose an insider from your Insider list and enter the
correct insider access key. For more information, see Performing Insider
® Activities on page 95.

To amend your insider profile:

1. Click Insider profile in the top right navigation bar.

SCREEN: Introduction to insider profile activities (Form 55-102F1)

Frangcais | B Insiderhomepage | B Logout | Contact us E Help | April 1, 2003
".—-_-— ‘_ Insider profile Insider report Your user information
r“ ‘ Insider: Dog.]
View
insider - - - - " mgm
profile Introduction to insider profile activities
Amend
el (Form 55-102F1)
profile
Change With insider profile activities you can:
insider
ACCeSS kei + view the insider profile, which includes the insider's name, address,
phone number, the name of the issuer, the relationship of the insider to
the issuer, and the date the insider became an insider or the date of
previous paper filing, by clicking View insider profile
« amend insider profile by clicking Amend insider profile
+ change the insider access key by clicking Change insider access key

2. Click Amend insider profile in the left navigation bar.
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SCREEN: Amend insider profile

Amend insider profile

To amend the insider profile, select the appropriate options below. When yvou are finished, click Next
to save the amendment,

Option 1 Amend the Insider information for this Amend insider information |
ingider profile.

Option 2 Add or ammend issuer information, add Add or amend issuer information |
registered holders or enter the date
the insider ceased being an insider of
a reporting issuar.

Glick Next to save the amendment
after you have amended your Mend
profile.

3. On the Amend insider profile screen, select one of the following options:
U Option 1 — Amend insider information

Allows you to amend individual or company insider information, such as your
address, phone number, or confidential question and answer. See “Amend
insider information” below.

O Option 2 — Add or amend issuer information; add registered holders or enter
the date the insider ceased being an insider of a reporting issuer

Allows you to amend issuer information. See page 50.

Amend insider information

From the Amend insider profile screen, you can choose to amend insider information in
the insider profile.

1. Click Amend insider information.
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SCREEN: Amend insider profile - Amend insider information

2. Type over information in the fields to amend it.

.1, Name —Use upper and lower case letters as applicable. Do not use
\@’ initials, nicknames, or abbreviations.

Country — You can select Canada, U.S., or Other. If you select Other, a
field appears in which you can type your country name.

Every field must be filled in or marked Not Applicable with the check box.
3. Click Next.
SCREEN: Amend insider profile
When you finish amending the insider information, you return to the Amend insider pro-

file screen. From this screen, you can add or amend issuer information, or click Next to
certify the amendment.

' Your amendment is not saved until you certify it.
®

4. Click Next.

SCREEN: Amend insider profile - File amended information

5. Ensure that the information you entered is correct.
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6. Click Certify.

OPTIONS

Edit
To edit the amendment, click Edit. On the Amend insider profile - Edit Amendment screen, click
one of the following options:
« Amend insider information — Opens the Amend insider profile (Form 55-102F1) - Amend
insider information screen. See Amend insider information on page 48.
» Add or amend issuer information — Opens the Amend insider profile - Add or amend
issuer information screen. See “Add or amend issuer information” below.

Print

To print a copy of the insider profile, click Printer friendly version. SEDI displays the profile in
a format that is easily printed, and your browser’s Print dialog box opens. Click Back in the
SEDI screen (NOT on the browser) to return to SEDI.

Cancel
To cancel the amendment, click Cancel, and then click OK in the dialog box. The insider profile
is not amended, and you return to the Amend insider profile screen.
SCREEN: Certification
7. Review the certification information carefully.

8. Click Accept.

OPTION
.1, Toprintthe insider profile with a date and time stamp,

(Y click the check box provided. SEDI displays the profile in To decline the Certification,
a format that is easily printed, and your browser’s Print click Decline. You return to
dialog box opens. Click Back in the SEDI screen (NOT the Amend insider profile -
on the browser) to return to SEDI. File amended information

screen.

SCREEN: Amend insider profile - Completed

Your insider profile has been amended.

Add or amend issuer information

From the Amend insider profile screen, you can choose to add or amend issuer informa-
tion in the insider profile. For information about the Amend insider profile screen, see
page 48.

Click Add or amend issuer information.
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SCREEN: Amend insider profile - Add or amend issuer information

Amend insider profile - Add or amend
issuer information

To add an issuer, click

! Add issuer to profile |
Add issuer to profile.

To amend or remove issuer information listed below, select the
corresponding button and click either Amend or Remove.

[ llssuer number _llssuername |
C 00019040 ABC Company Inc.

Amend ] Remove l

From this screen, you can:
U Add an issuer — See “Add issuer to profile” below.

U Amend or remove information about an issuer already linked to the insider
profile — See page 58.

Add issuer to profile

To add an issuer to the profile:

1. Click Add issuer to profile on the Amend insider profile - Add or amend issuer
information screen.

SCREEN: Amend insider profile - Add an issuer to the insider profile

Amend insider profile - Add an issuer to
the insider profile

Search for an issuer using one of the following options:

Option

Search for an issuer by entering the issuer number. Note
1

you must enter all 8 digits including the leading zeros.

Issuer number |

Option Search for an issuer by entering the issuer name.

Issuer name ‘XYZ Company Inc. |Exa|::t matchj

Note: If you are unable to locate the issuer, try to refine your search or

contact the issuer as the issuer profile supplement may not have been
created.

Search Go Back ‘ Reset‘
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2. Search for an issuer to add to your profile using one of the following options:
O Option 1 — Enter the SEDAR profile number in the Issuer number field.
U Option 2 — Enter the issuer’s name in the Issuer name field.
.1, When searching, use the drop-down list boxes beside the fields to further
(Y define your search parameters. Choose from:
« Starts with — Searches for items that begin with your entry in the field
» Contains — Searches for items that contain your entry in the field

» Exact match — Searches for items that exactly match your entry in the
field

3. Click Search.

TR OPTION

@ To clear all fields, click Reset.

To return to the Amend
insider profile - Add or amend
issuer information screen,
click Go Back.

SCREEN: Amend insider profile - View issuer search results

Amend insider profile - View issuer
search results

The following issuers met your search criteria. Select the issuer you wish to
add to the insider profile from the list befow:

Teskior nuniBar Issuer name Issuer name
- B ( English) ( French)

& 00000000 i‘:cz Company fr?gnpagnle XYZ

Next New Search

4. Click the radio button beside your issuer.

.1z, You can only select one issuer at a time. If you are unable to locate your
issuer, click New Search to return to the Amend insider profile - Add an
issuer to the insider profile screen, and refine your search.

5. Click Next.
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SCREEN: Amend insider profile - Amend issuer information

6. Use the drop-down list box to select a relationship in the Insider's relationship to
issuer field.

To select more than one relationship, press and hold the Ctrl keyboard key, and
mouse-click your selections.

7. Specify the date the insider became an insider of the current issuer OR the open-
ing balance date in the field provided.

Use the drop-down list boxes to enter a month and day in the Date the insider
became an insider of this issuer fields. Enter a 4-digit year.

OR

Use the drop-down list boxes to enter a month and day in the Opening balance
date fields. Enter a 4-digit year.

.1, Ifyou have not previously filed insider reports, enter a Date the insider
\@’ became an insider of this issuer.

If you have previously filed insider reports, enter an Opening balance
date. If you specify an opening balance date, the date you enter must be
prior to the dates of any transactions you intend to file in SEDI. For
example, if your first SEDI report is a transaction that occurred on
January 10, enter January 9 as the opening balance date.

To clear all fields, click Reset.

8. If desired, indicate that you want to provide another address or contact person, or
you want to specify one or more registered holders for other than direct holdings
by clicking the check boxes at the bottom of the screen. These are optional steps.

9. Click Next. If you did not click the check boxes to add contact information or regis-
tered holders, you return to the Amend insider profile screen. Skip to Step 14.
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SCREEN: Amend insider profile - Add contact information (optional)

Amend insider profile - Add contact
information (optional)

Family name

Given names (in full)

Address (street name and

number, etc.) Line 1

Line 2
Municipality (city, town, etc.)
Country
Province, territory or state
Postal code or zip code
Daytime telephone number
Fax number

E-mail address

|Doe

[Jane

]1 23 Granville Street

[Suite 201

[Vancuuver

|British Columbia =]
|LON 2P9

(604 )[333 -[3333 ext.|

(604 y[333 -[3334

|jdne@husiness.cum

Next | Cancel

\.\ ! J"/
@ This screen is optional. To skip this screen, click Next.

When you provide optional contact information, any correspondence regarding your
SEDI filings is sent to the address entered here rather than to your personal address. If
you indicated that you want to provide another address or contact person on the Amend
insider profile - Amend issuer information screen:
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10. Enter the contact's personal information in the fields provided.

You do not need to fill in all the fields. For example, if you
want to receive correspondence at an address that is not
your principal address, simply fill in the address fields.
When you fill in some of the address fields (e.g.,
Province, territory, or state), you must fill in the remaining
address fields.

\\If/

If you want to be contacted at a different telephone
number, fill in only the Daytime telephone number
fields.

If you want correspondence to be sent to a different
person, fill in all the fields.

Name — Use upper and lower case letters as applicable.
Do not use initials, nicknames, or abbreviations.

Country — You can select Canada, U.S., or Other. If you

select Other, a field appears in which you can type your
country name.

11. Click Next.

OPTION

To cancel the contact
information, click Cancel. You
return to the Amend insider
profile - Amend issuer
information screen.
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SCREEN: Amend insider profile - Add registered holders

Amend insider profile - Add registered
holders

To add a registered holder for this issuer, either sefect an existing registered
holder from the Master list of registered holders or enter a new registered
holder. Fach registered holder that you add will appear in your fist of
registered holders for this issuer and will also appear in your master fist of
registered holders. When you have finished adding registered holders for this
issuer, click Next.

Master list of registered holders

Master list of Doe Holdings Inc. Select from master list
registered
holders

or
Registered [Due Trust Ltd. Add registered holder
holder

To continue with the amendment, click

Next piext

\\ ! Ji'/
@ This screen is optional. To skip this screen, click Next.

If you indicated that you want to specify one or more registered holders for other than
direct holdings on the Amend insider profile - Amend issuer information screen:



12.Add a registered holder to the current issuer’s Local list.

Registered holders appear in Master and Local lists. The Master list

contains all registered holders that you have saved, and the Local list
@ contains all registered holders that you have added to the current issuer.
Until you have added a registered holder to your Master or Local list,
neither list will appear on the screen.

To add a registered holder to your Master and Local lists, enter the holder
name in the Registered holder field, and then click Add registered
holder. The Amend insider profile - Add registered holders screen re-
opens, the registered holder is added to your Master and Local lists, and
both lists are displayed on the screen.

To copy a registered holder from the Master list to the Local list, click the
registered holder in the Master list of registered holders, and then click
Select from master list.

To remove a registered holder from the Local list, click the radio button
beside the registered holder and click Remove. Click Confirm removal
on the Amend insider profile - Confirm removal screen. Note: If an insider
report has been filed about a security held by a registered holder, you
cannot remove that registered holder. In addition, you cannot remove a
registered holder from the Master list.

13.Click Next.
SCREEN: Amend insider profile
When you finish adding the issuer information, you return to the Amend insider profile

screen. From this screen, you can add or amend issuer information, or click Next to cer-
tify the amendment.

' Your amendment is not saved until you certify it.
@

14.Click Next.

SCREEN: Amend insider profile - File amended information

15. Ensure that the information you entered is correct.
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16.Click Certify.

OPTIONS

Edit
To edit the amendment, click Edit. On the Amend insider profile - Edit Amendment screen, click
one of the following options:
« Amend insider information — Opens the Amend insider profile (Form 55-102F1) - Amend
insider information screen. See Amend insider information on page 48.
» Add or amend issuer information — Opens the Amend insider profile - Add or amend
issuer information screen. See Add or amend issuer information on page 50.

Print

To print a copy of the insider profile, click Printer friendly version. SEDI displays the profile in
a format that is easily printed, and your browser’s Print dialog box opens. Click Back in the
SEDI screen (NOT on the browser) to return to SEDI.

Cancel

To cancel the amendment, click Cancel, and then click OK in the dialog box. The insider profile
is not amended, and you return to the Amend insider profile screen.

SCREEN: Certification

17.Review the certification information carefully.

18.Click Accept. OPTION
O/ Tq print the insider profil_e with a date_ and time stamp, _ To decline the Certification,
click the check box provided. SEDI displays the profile in click Decline. You return to
a format that is easily printed, and your browser’s Print the Amend insider profile -
dialog box opens. Click Back in the SEDI screen (NOT File amended information
on the browser) to return to SEDI. screen.

SCREEN: Amend insider profile - Completed

Your insider profile has been amended.

Amend or remove information about a linked issuer

I . e - . .
\@’ You cannot remove an issuer if insider reports have been filed about it, or

if it is the only issuer associated with the profile.

To amend or remove information about a linked issuer:

1. Onthe Amend insider profile - Add or amend issuer information screen, click the
radio button beside the issuer and click Amend or Remove. For information about
the Amend insider profile - Add or amend issuer information screen, see page 51.
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If you click Remove, click Confirm removal on the Amend insider profile - Con-
firm removal of issuer screen. You can only remove an issuer if no insider reports
have been filed for it.

If you click Amend, proceed to Step 2.

SCREEN: Amend insider profile - Amend issuer information

Amend Insider Profile - Amend issuer
information

Select the insider’s relationships to the issuer from the list below:

Insider's
relationship

to issuer N |55“E‘r . =
(To select - Subsidiary of Issuer

1
2

more than one |3 - 10% Security Holder of Issuer
4
5

relationship, - Director of Issuer
press the

Ctrit key
white clicking
the rmouse. )

- Senior Officer of Issuer

If the insider has not previously filed an insider report for this issuer, provide the
date on which this insider became an insider of this issuer. Otherwise, provide the
opening balance date. The opening balance date will be used for alf your opening
balances for this issuer. This date should be prior to the date of any transactions
that you will report for this issuer in SEDI.

Date the insider became an [Select One =] [Select One =] [yyyy
insider of this issuer

or
Opening balance date [March ;] |25 ﬁ |2003

If the insider has ceased to be an insider for this issuer, provide the cease date in
the fields befow.

Date the insider ceased lSelect One;] |Selecl Onej |YYYY
being an insider of this

issuer

To reset dates press Reset

Optional information :

W If you wish to be contacted at another address, or you wish to name another
contact person, check this box.

F If you wish to specify one or more registered holders for other than direct
holdings, check this box.

Next |

2. Use the drop-down list box to select a relationship in the Insider's relationship to
issuer field.

To select more than one relationship, press and hold the Ctrl keyboard key, and
mouse-click your selections.
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3. Use the drop-down list boxes and fields to amend one of the following, as appro-
priate:

U Amend the Date the insider became an insider of this issuer or the Open-
ing balance date.

.1, Date the insider became an insider of this issuer — Use the Date the
(Y insider became an insider of this issuer if you have not previously filed
insider reports.

Opening balance date — Use the Opening balance date if you have
previously filed insider reports. The Opening balance date you enter must
be prior to the dates of any transactions you intend to file for this issuer in
SEDI. For example, if your first SEDI report is a transaction that occurred
on January 10, enter January 9 as the opening balance date

U Enter a Date the insider ceased being an insider of this issuer if you are no
longer an insider for this issuer, and then click OK in the dialog box. After you
enter a date that you have ceased to be an insider and file the amendment,
you cannot amend your profile as it relates to this issuer, or add a new regis-
tered holder for this issuer if you file an insider report for this issuer.

If you need to add a registered holder for this issuer in order to file an insider
report, and you have already begun to enter a date in the Date the insider
ceased being an insider of this issuer field, click OK in the dialog box and then
click "Amend insider profile" in the left navigation bar to return to the "Amend
insider profile" screen. Any changes you have made to the issuer information
are not saved. Add the registered holder, and then provide the Date the insider
ceased being an insider of this issuer.

M,

To clear all fields, click Reset.

4. If desired, indicate that you want to provide another address or contact person, or
you want to specify one or more registered holders for other than direct holdings
by clicking the check boxes at the bottom of the screen. These are optional steps.

5. Click Next. If you did not click the check boxes to add contact information or regis-
tered holders, you return to the Amend insider profile screen. Skip to Step 11.
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6. Amend insider profile - Add contact information (optional)

Amend insider profile - Add contact
information (optional)

Family name [Doe

Given names (in full) |Jana

Address (street name and
number, etc.)

Line 1 |123 Granville Street

Line 2  [Suite 201

Municipality (city, town, etc.) I\Iancnuver

Country m

Province, territory or state |British Columbia :]

Postal code or zip code |L9N 2P9

Daytime telephone number (50_4‘_; @—Mext_[_
Fax number (Iiﬁ] [ﬁ [—3334_

E-mail address Iidme@bl.lsTm

N;ml Cancel

M7,
@ This screen is optional. To skip this screen, click Next.

When you provide optional contact information, any correspondence regarding your
SEDI filings is sent to the address entered here rather than to your personal address. If
you indicated that you want to provide another address or contact person on the Amend
insider profile - Amend issuer information screen:

7. Enter the contact's personal information in the fields provided.
You do not need to fill in all the fields. For example, if you

want to receive correspondence at an address that is not
your principal address, simply fill in the address fields.

\\If/

When you fill in some of the address fields (e.qg., OPTION

Province, territory, or state), you must fill in the remaining

address fields. To cancel the contact
information, click Cancel. You

If you want to be contacted at a different telephone return to the Amend insider

number, fill in only the Daytime telephone number profile - Amend issuer

fields. information screen.

If you want correspondence to be sent to a different
person, fill in all the fields.

Name — Use upper and lower case letters as applicable.
Do not use initials, nicknames, or abbreviations.

Country — You can select Canada, U.S., or Other. If you

select Other, a field appears in which you can type your
country name.
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8. Click Next.

SCREEN: Amend insider profile - Add registered holders

Amend insider profile - Add registered
holders

To add a registered holder for this issuer, either select an existing registered
holder from the Master list of registered holders or enter a new registered
holder. Each registered holfder that you add will appear in your list of
registered holders for this issuer and will also appear in your master list of
registered holders. When you have finished adding registered holders for this
issuer, click Next.

Master list of registered holders

Master list of Doe Holdings Inc. il Select from master list
registered Doe Trust Ltd.
holders =1

or
Registered I Add registered holder
holder

To continue with the amendment, click
MNext M

Local list of the registered holders for this issuer

To remove a registered holder for this issuer, sefect the corresponding button
and click Remove. If you remove a registered holder from this list, previous
filings will not be affected.

© Doe Holdings Inc.

Remove |

\\ ! f/
This screen is optional. To skip this screen, click Next.

If you indicated that you want to specify one or more registered holders for other than
direct holdings on the Amend insider profile - Amend issuer information screen:



9. Add a registered holder to the current issuer’s Local list.

Registered holders appear in Master and Local lists. The Master list

contains all registered holders that you have saved, and the Local list
@ contains all registered holders that you have added to the current issuer.
Until you have added a registered holder to your Master or Local list,
neither list will appear on the screen.

To add a registered holder to your Master and Local lists, enter the holder
name in the Registered holder field, and then click Add registered
holder. The Amend insider profile - Add registered holders screen re-
opens, the registered holder is added to your Master and Local lists, and
both lists are displayed on the screen.

To copy a registered holder from the Master list to the Local list, click the
registered holder in the Master list of registered holders, and then click
Select from master list.

To remove a registered holder from the Local list, click the radio button
beside the registered holder and click Remove. Click Confirm removal
on the Amend insider profile - Confirm removal screen. Note: If an insider
report has been filed about a security held by a registered holder, you
cannot remove that registered holder. In addition, you cannot remove a
registered holder from the Master list.

10.Click Next.
SCREEN: Amend insider profile
When you finish amending the issuer information, you return to the Amend insider profile

screen. From this screen, you can amend insider information, add or amend issuer infor-
mation, or click Next to certify the amendment.

' Your amendment is not saved until you certify it.
@

11. Click Next.
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SCREEN: Amend insider profile - File amended information
12.Ensure that the information you entered is correct.
13.Click Certify.

OPTIONS

Edit
To edit the amendment, click Edit. On the Amend insider profile - Edit Amendment screen, click
one of the following options:
« Amend insider information — Opens the Amend insider profile (Form 55-102F1) - Amend
insider information screen. See Amend insider information on page 48.
» Add or amend issuer information — Opens the Amend insider profile - Add or amend
issuer information screen. See Add or amend issuer information on page 50.

Print

To print a copy of the insider profile, click Printer friendly version. SEDI displays the profile in
a format that is easily printed, and your browser’s Print dialog box opens. Click Back in the
SEDI screen (NOT on the browser) to return to SEDI.

Cancel
To cancel the amendment, click Cancel, and then click OK in the dialog box. The insider profile
is not amended, and you return to the Amend insider profile screen.

SCREEN: Certification

14.Review the certification information carefully.

15.Click Accept.
OPTION

To print the insider profile with a date and time stamp,
click the check box provided. SEDI displays the profile in
a format that is easily printed, and your browser’s Print
dialog box opens. Click Back in the SEDI screen (NOT
on the browser) to return to SEDI.

M7,
To decline the Certification,
click Decline. You return to
the Amend insider profile -
File amended information
screen.

SCREEN: Amend insider profile - Completed

Your insider profile has been amended.
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Changing your Insider Access Key

SEDI assigns an insider access key to each insider profile. To file information about an
insider, SEDI users must supply the correct insider access key.

Because the insider access key is assigned to the insider profile, it is not specific to one
SEDI user. Two users can use the same access key as long as they have both logged in
with their own unique SEDI user ID and password.

If you feel that your insider access key is no longer secure, you can generate a new one.

If you forget or lose your insider access key, contact CDS INC. at 1-800-219-5381. The
SEDI Operator will verify your identity and then issue you a single-use insider access
key. A letter is sent to you containing the single-use insider access key. After logging in
once with the single-use insider access key, you must change it.

If you are an agent, choose an insider from your Insider list and enter the
correct insider access key. For more information, see Performing Insider
® Activities on page 95.

To change your insider access key:

1. Click Insider profile in the top right navigation bar.

SCREEN: Introduction to insider profile activities (Form 55-102F1)

Frangcais | B Insiderhomepage | E Logout | Contactus | B Help | April 1, 2003
—
‘_ Insider profile Insider report Your user information
m Insider: Doe.]
View
insider . - - - " mgm
profile Introduction to insider profile activities
Amend
el (Form 55-102F1)
profile
Change With insider profile activities you can:
insider
ACCeSS kEi + view the insider profile, which includes the insider's name, address,
phone number, the name of the issuer, the relationship of the insider to
the issuer, and the date the insider became an insider or the date of
previous paper filing, by clicking View insider profile
« amend insider profile by clicking Amend insider profile
+ change the insider access key by clicking Change insider access key

2. Click Change insider access key in the left navigation bar.
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SCREEN: Change insider access key

Change insider access key

To change the insider access key, enter the current insider access key and
click Next.

Insider access |
key

Next | Cancel

3. Enter your current insider access key in the field provided.
4. Click Next.

SCREEN: Change insider access key - Completed

Your new insider access key is displayed on the screen. A letter is sent to you at your
personal address, which confirms the insider access key was changed and contains the
new insider access key.

The insider access key is unique and Agents need it to access the insider
' profile or to file insider reports for the insider.

L ] . . . .
To print this screen for your reference, click Print on your browser’s

navigation bar to open the Print dialog box.
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Using Issuer Accounts

After you create a new issuer account in SEDI and the SEDI Administrator activates your
account, you should either create an issuer profile supplement or link your account to an
existing issuer profile supplement. An issuer profile supplement includes information
about the issuer. SEDI reads the issuer profile from the System for Electronic Document
Analysis and Retrieval (SEDAR), but further information is required for insider reporting
purposes, such as a list of securities held by insiders. The information in the issuer pro-
file supplement augments the issuer profile from SEDAR._No insider reports can be filed
for an issuer until the issuer profile supplement has been completed.

The issuer profile supplement is protected by an Issuer access key. Only SEDI users
who supply the correct issuer access key can access the profile or file any issuer event
reports on behalf of the issuer associated with the profile.

You cannot file issuer event reports until you have created an issuer

M7, .
profile supplement.

Only one issuer profile supplement can be associated with each issuer
account.

If you want to file information on behalf of more than one issuer, or for a
combination of issuers and insiders, re-classify your SEDI account as an
agent account. For more information, see Amending a SEDI User
Account on page 22 and Using Agent Accounts on page 93.

You cannot create an issuer profile supplement until your SEDI account
has been activated. For more information about activating accounts, see

Creating a SEDI User Account on page 15 and Activating Your Account
on page 19.

Once you have created your issuer profile supplement or linked your account to an exist-
ing issuer profile supplement, the Issuer representative home page prompts you for the
issuer access key when you log in to SEDI. Submit the correct issuer access key and
click Next to open the Issuer activities screen, from which you can amend the issuer pro-
file supplement, or file and amend issuer event reports.

This chapter contains the following sections:
U Creating an Issuer Profile Supplement
O Linking your Account to an Existing Issuer Profile Supplement
Q Viewing an Issuer Profile Supplement
0 Amending an Issuer Profile Supplement
a

Changing your Issuer Access Key
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Creating an Issuer Profile Supplement

The first time you log in using your SEDI user ID and password after your account has
been activated, the Issuer home page prompts you to create an issuer profile supple-
ment or link your user ID to an existing issuer profile supplement.

You must create an issuer profile supplement if one has not been created for the issuer.
If the issuer profile supplement has already been created, see Linking your Account to an
Existing Issuer Profile Supplement on page 77.

If you are an agent, log in with your SEDI user ID and password, and click
Create issuer profile supplement on the Agent home page. For more
® information, see Using Agent Accounts on page 93.

Before you begin, gather the following information:
O Issuer name or SEDAR profile number

U Family name, given names (in full) of the insider affairs contact for the issuer — Do
not use initials, nicknames, or abbreviations.

Full address — A post office box is not sufficient.
Daytime telephone number
Fax number — If available

E-mail address

U 00D 0

Prepared confidential question and answer — A confidential question and answer
to which only you know the answer. For example, “What was my dog’s name
when | was a child?” instead of “What colour is the sky?” The SEDI Operator will
use this question to verify your identity if you request a new access key.

U Security designations — A list of all securities that are held by insiders

For security purposes, you will be logged out of SEDI if you leave it
inactive for more than 20 minutes. Any information that you have entered
® Dbut not filed is deleted when you are logged out.
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When you create an issuer profile supplement, you navigate through the following

screens:

Create isstier profile
supplement - Select isster

(search for issuer)

Create issuer profile
supplement - Select issuer

(display search results)

Create issuer profile
supplement - Enter insider
affairs contact information

Create issuer profile
supplement - File
information

Create issuer profile
supplement - View issuer
access key

Add security designation

Add security designation -
Completed

@ = Required screen
CI = Optional screen

Create issuer profile
supplement - Edit
information
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To create an issuer profile supplement:

SCREEN: Issuer representative home page

Issuer representative home page

If you do not have an issuer access key, you must create the issuer
profile supplement. To do so, click here.

Create issuer profile supplement

If you already have an issuer access key because someone else created
the issuer profile supplement, you must link your SEDI user 1D to that issuer
profile supplement. To do so, click here.

Link your SEDI user ID to the issuer profile supplement

1. Click Create issuer profile supplement.

\\IIJ

The Create issuer profile supplement button only appears on the Issuer
representative home page if your SEDI account has been activated.

If you are an agent, log in with your SEDI user ID and password, and then
click Create issuer profile supplement on the Agent home page. For
more information, see Using Agent Accounts on page 93.

SCREEN: Create issuer profile supplement - Select issuer

Create issuer profile supplement -
Select issuer

Search for an issuer using one of the following options:

Option Search for an issuer by entering the issuer number. Note
i you must enter all 8 digits including the leading zeros.

Issuer number |

Option Search for an issuer by entering the issuer name.

Issuer name |ABC Company Inc. Exact matc:h;’

Search | Reset |
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2. Search for the issuer using the following options:

O Option 1 — Enter the SEDAR profile number in the Issuer number field.

U Option 2 — Enter the issuer’s name in the Issuer name field.

.1, When searching, use the drop-down list boxes beside the fields to further
(Y define your search parameters. Choose from:
@ « Starts with — Searches for items that begin with your entry in the field
» Contains — Searches for items that contain your entry in the field
» Exact match — Searches for items that exactly match your entry in the
field

3. Click Search.

\\If/

@ To clear all fields, click Reset.

SCREEN: Create issuer profile supplement - Select issuer

Create issuer profile supplement -
Select issuer

The following issuers met your search criteria. Select an issuer from the list

befow:
Tegner nLmber Issuer name Issuer name
S i ( English) { French)
ABC Company Compagnie ABC
ol
00019040 Tric. e,

Next New Search
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4. Click the radio button beside the issuer.
5. Click Next.

SEDI only allows one issuer profile supplement per issuer. Once an
issuer has created an issuer profile supplement, the issuer does not
appear on this list. To determine whether an issuer has created an issuer
profile supplement, search for it in the public reports. For more
information, see Viewing Public Reports on page 160.

\\If/

If the issuer does not appear in the search results, click New Search to
return to the Create issuer profile supplement - Select issuer screen, and
change or refine your search.

SCREEN: Create issuer profile supplement - Enter insider affairs contact information

Create issuer profile supplement - Enter
insider affairs contact information

Issuer number 00019040

Full legal name (English) ABC Company Inc.
Full legal name (French) Compagnie ABC Inc.
Family name [Jones

Given names (in full) |Jane Anne

Country |Canada 'I

Address (street name and Line 1 |3500 Yonge Street
number, etc.)

Line 2 [Suite 1200

Municipality (city, town, etc.) |Tornr|tn

Province, territory or state |Ontario =l

Postal code or zip code [MaN 2P8

Daytime telephone number (|416 )|555 —|5555 ext.l

Fax number (1416 )|555 -|5556 I~ Not Applicable
E-mail address |jjunas@ABC.cum

To get a new issuer access key, the SEDI operator will ask you a gquestion to
verify that you are who you say you are. You should provide a gquestion for
which only you would know the answer. For example, "What is your favourite
movie?” rather than "What colour is the sky?”. In addition, you must provide
an answer to the gquestion..

Confidential
question

Answer to
confidential question

[What was my dog's name?

|F!e:-<
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6. Enter information about the insider affairs contact person in the fields provided.

\\If/

Name — Use upper and lower case letters as applicable. Do not use

initials, nicknames, or abbreviations.

Country — Use the drop-down list box to select Canada, U.S., or Other. If
you select Other, a field appears in which you can type your country

name.

Every field must be filled in or marked Not Applicable with the check box.

This information is not accessible to the public.

7. Click Next.

SCREEN: Create issuer profile supplement - File information

information

Issuer number

Full legal name (English)

Full legal name (French)

Insider affairs contact

Family name

Given names (in full)

Address (street name and Line 1

number, etc.)
Line 2

Municipality (city, town, etc.)

Province, territory or state

Country

Postal code or zip code

Daytime telephone number

Fax number

E-mail address

Confidential question

Answer to confidential question

To print this information, click
Printer friendly version.

Create issuer profile supplement - File

00019040
ABC Company Inc.
Compagnie ABC Inc.

Jones
Jane Anne

3500 Yonge Street

Suite 1200

Toronto

Ontario

Canada

M4anN 2P8

( 416 ) 555 - 5555

(416 ) 555 - 5556
jiones@ABC.com

what was my dog's name?
Rex

Printer friendly version I

File | Edit| Cancel |
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8. Click File, and then click OK in the dialog box.

OPTIONS

Edit

To edit the information in the issuer profile supplement, click Edit on the Create issuer profile
supplement - File information screen to move to the Create issuer profile supplement - Edit
information screen. Type over the entries to edit them, and then click Next to return to the Cre-
ate issuer profile supplement - File information screen.

Print

To print a copy of the issuer profile supplement, click Printer friendly version on the Create
issuer profile supplement - File information screen. SEDI displays the issuer profile supplement
in a format that is easily printed, and your browser’s Print dialog box opens. Click Back in the
SEDI screen (NOT on the browser) to return to SEDI.

Cancel

To cancel the issuer profile, click Cancel on the Create issuer profile supplement - File informa-
tion screen, and then click OK in the dialog box. You return to the Create issuer profile supple-
ment - Select issuer screen, and all information entered will be deleted.

SCREEN: Create issuer profile supplement - View issuer access key

9. Make note of the issuer access key displayed on the screen.

' The issuer access key is unique and you need it to access this profile.

To print this screen for your reference, click Print on your browser’s

® navigation bar to open the Print dialog box.

10.Click Add security designation.
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SCREEN: Add security designation

Add security designation

Before you add a new security designation ensure that the security
designation is not alfready in the Outstanding securities list befow. Note:
Options, rights and warrants are issuer derivatives.

Security > -
category lEqu'ty J

Provide a security designation using the fields below. Select the most refevant
security name in the first field and add additional descriptors, if any, in the
second field.

Security designation

Additional
Security name description (if

applicable)
ICommun Shares _ﬂl

File

Outstanding securities

Security designation Underlying security Filing date
designation

11.

I . . . . .
~~{  For information about security designations and how balances are

@ calculated in SEDI, see Appendix 1: Balances on page 185.

Select a Security category in the drop-down list box.

If you select Issuer Derivatives, an Underlying security designation section

appears on the screen. In this section, use the drop-down list boxes and fields to

provide details about the underlying security.

12.Selected a Security name in the drop-down list box.

The available security names depend on the security category you selected.

.1, Youonly need to add the securities that are or will be held by insiders.
~ s

You only need to specify a security name in one language. SEDI will
automatically translate the name because it is in a drop-down list.

13. Enter information in the Additional description field if it helps to better describe

the security.

A Information that you enter in the Additional description field will not be

translated.
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14.Click File.

Securities that have been added are displayed on the screen under Outstanding
securities. The displayed security designation includes the security name and the
additional description.

SCREEN: Add security designation - Completed

OPTION
.1, Toprinta copy of the new security designation, click
Y Printer friendly version. SEDI displays the information To add another security
in a format that is easily printed, and your browser’s Print designation, click Add
dialog box opens. Click Back in the SEDI screen (NOT security designation.

on the browser) to return to SEDI.

After you create the issuer profile supplement, a letter is sent to the issuer. The letter
confirms that you have created an issuer profile supplement for the issuer and includes
the issuer access key.

Once you have created the issuer profile supplement, the Issuer representative home
page prompts you for the issuer access key when you log in to SEDI. Submit the correct
access key and click Next to open the Issuer activities screen, from which you can:

U Amend the issuer profile supplement — See page 83.

O File and amend issuer events — See page 148.
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Linking your Account to an Existing
Issuer Profile Supplement

To link your account to an existing issuer profile supplement:

SCREEN: Issuer representative home page

Issuer representative home page

If you do not have an issuer access key, you must create the issuer
profile supplement. To do so, click here.

Create issuer profile supplement

If you already have an issuer access key because someone else created
the issuer profile supplement, you must link your SEDI user 1D to that issuer
profile supplement. To do so, click here.

Link your SEDI user ID to the issuer profile supplement '

1. Click Link your SEDI user ID to the issuer profile supplement.

SCREEN: Link your SEDI User ID to the issuer profile supplement

Link your SEDI user ID to the issuer
profile supplement

Select one of the following options:

Option Search for an issuer by entering the issuer number. Note
i you must enter all 8 digits including the leading zeros.

Issuer number ]

Option Search for an issuer by entering the issuer name.

Issuer name IABC Company Inc. |Exa|::t matc:hj

MNote: If you are unable to locate the issuer, try to refine your search or
contact the issuer as the issuer profile supplement may not have been
created.

Search ' Rasetl
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2. Search for an issuer using one of the following options:
U Option 1 — Enter the SEDAR profile number in the Issuer number field.

U Option 2 — Enter the issuer’s name in the Issuer name field.

.1, When searching, use the drop-down list boxes beside the fields to further

(Y define your search parameters. Choose from:
« Starts with — Searches for items that begin with your entry in the field

 Contains — Searches for items that contain your entry in the field
» Exact match — Searches for items that exactly match your entry in the

field

3. Click Search.

\\If/

@ To clear all fields, click Reset.

SCREEN: Link your SEDI user ID to the issuer profile - View search results

Link your SEDI user ID to the issuer
profile supplement - View search
results

The folfowing issuers met your search criteria. Sefect an issuer from the list

befow:
Issuer number Issuer name Issuer name
= . (English) (French)
& 00019040 ABC Company Compagnie ABC
Inc. Inc.

Next New Search

4. Click the radio button beside the issuer profile supplement to which you want to
link your SEDI user ID.

5. Click Next.

.1, Ifthe issuer profile supplement does not appear in the search resullts,
Y click New Search to return to the Link your SEDI User ID to the issuer
profile supplement screen, and change or refine your search.

If you are unable to locate the issuer profile supplement after several
searches, confirm that it has been created.
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SCREEN: Link your SEDI user ID to the issuer profile - Enter issuer access key

6. Enter the correct issuer access key in the field.

A1z, The access key is assigned when you create the issuer profile
supplement. For more information, see Creating an Issuer Profile
Supplement on page 68.

7. Click Next.
SCREEN: Issuer activities

Once you have linked your account to an existing issuer profile supplement, the Issuer
representative home page prompts you for the issuer access key when you log in to
SEDI. Submit the correct issuer access key and click Next to open the Issuer activities
screen, from which you can:

U Amend your issuer profile supplement — See page 83.

O File and amend issuer events — See page 148.
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Viewing an Issuer Profile Supplement

You can view the issuer profile supplement at any time while you are logged in after your
account has been activated.

If you are an agent, choose an issuer from your Issuer list and enter the
correct issuer access key. For more information, see Performing Issuer
® Activities on page 99.

To view the details of the issuer profile supplement:

1. Click Issuer profile supplement in the top right navigation bar.

SCREEN: Introduction to issuer profile supplement activities (Form 55-102F3)

ngais | E Issuerhomepage | B Logout | Contactus | B Help | April 1, 2003
".—-_-_— > Issuer profile supplement Issuer event report  Your user information
:‘\ ‘ Issuer: ABC Company Inc
View issuer
profile and A " -
supplement INtroduction to issuer profile
Amend = =g
it supplement activities (Form 55-102F3)
profile
supplement By acting on behalf of an issuer, you can:
Change
issuer + view the issuer profile and supplement by clicking View issuer profile
@ and supplement
+ amend the issuer profile and supplement by clicking Amend issuer
profile and supplement
+ amend the issuer access key by clicking Change issuer access key

2. Click View issuer profile and supplement in the left navigation bar.
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SCREEN: View issuer profile and supplement

p | Apnl 1, 2003

profile and
supplement

View

sacunt ¥

designation
Amend
issuer
profile
supplement
Change
issuer

access kei

Issuer: ABC Company Inc

1ssuer profile supplement Issuer event report  Your user information

View issuer profile and supplement

Issuer number

Full legal name (English)

Full legal name (French)
Industry classification
lurisdiction(s) where reporting
issuer

Stock symbol

Stock exchanges or markets

Previous Issuer
Insider affairs contact
Family name
Given names (in full)
Address (street name and Line 1
number, etc.)

Line 2
Municipality (city, town, etc.)
Province, territory or state
Country
Postal code or zip code
Daytime telephone number
Fax number
E-mail address

Principal regulator for insider trading

purposes
Confidential question
Answer to confidential question
Head office
Department
Address (street name and Line 1
number, etc.)
Line 2
Municipality (city, town, etc.)
Province, territory or state
Country
Postal code or zip code
Daytime telephone number
Fax number
Mailing address
Address (street name and :
number, (etc.) Kng
Line 2
Municipality (city, town, etc.)
Province, territory or state
Country
Postal code or zip code
Daytime telephone number
Fax number

To print this information, click

00019040

ABC Company Inc.
Compagnie ABC Inc.
Miscellaneous

All Provinces

ABC

Canada - TSE

United States - NYSE
No

Jones
Jane Anne

3500 Yonge Street

Suite 1200

Toronto

Ontario

Canada

M4N 2P8

(416 ) 555 - 5555

(416 ) 555 - 5556
jjones@ABC.com

Ontario Securities Commission

What was my dog's name?
Rex

Suite 1200, 3500 Yonge Street

Toronto
Ontario
Canada
M4N 2P8

Suite 1200, 3500 Yonge Street

Toronto
Ontario
Canada
M4N 2P8

Printer friendly version

Printer friendly version.
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The left navigation bar expands to include the following options:

O View issuer profile and supplement — Displays relevant sections of the issuer
profile in SEDAR and the supplementary information in SEDI

.1, Toprinta copy of the issuer profile supplement, click Printer friendly

(Y version. SEDI displays the issuer profile supplement in a format that is
easily printed, and your browser’s Print dialog box opens. Click Back in
the SEDI screen (NOT on the browser) to return to SEDI.

O View security designation — Lists Outstanding and Archived securities in the
issuer profile supplement. Click the radio button beside a security, and then click
Next to view details about the security on the View security designation - View
details of security screen.

.1, Toprint the details about the security, click Printer friendly version.

(" SEDI displays the details in a format that is easily printed, and your

@ browser’s Print dialog box opens. Click Back in the SEDI screen (NOT on
the browser) to return to SEDI.
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Amending an Issuer Profile Supplement

To reflect changes to insider affairs contact information, or changes to the list of securi-
ties held by issuers, you may need to amend an issuer profile supplement. You can make
amendments to an issuer profile supplement at any time while you are logged in after
your account has been activated.

If you are an agent, choose an issuer from your Issuer list and enter the
correct issuer access key. For more information, see Performing Issuer
® Activities on page 99.

To amend an issuer profile supplement:

1. Click Issuer profile supplement in the top right navigation bar.

SCREEN: Introduction to issuer profile supplement activities (Form 55-102F3)

k-l Frangais | 1 Issuerhomepage | B Logout | Contactus | @ Help | April 1, 2003
.‘.—-— ‘_ Issuer profile supplement Issuer event report  Your user information
%‘I ‘ Issuer: ABC Company Inc
View issuer

profile and e . =
supplement INtroduction to issuer profile
Amend = =g
it supplement activities (Form 55-102F3)
profile
supplement By acting on behalf of an issuer, you can:
Change
issuer + view the issuer profile and supplement by clicking View issuer profile
% and supplement
+ amend the issuer profile and supplement by clicking Amend issuer
profile and supplement
+ amend the issuer access key by clicking Change issuer access key

2. Click Amend issuer profile supplement in the left navigation bar.

The left navigation bar expands to include the following options:
O Amend insider affairs contact information — See page 384.
U Add security designation — See page 86.
O Amend security designation — See page 87.

U Archive security designation — See page 89.
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Amend insider affairs contact information

Use this screen to amend insider affairs information. This screen opens by default when

you click Amend issuer profile supplement.

SCREEN: Amend insider affairs contact information

information

Issuer number
Full legal name (English)
Full legal name (French)

Family name
Given names (in full)
Country

Address (street name and Line 1
number, etc.)

Line 2
Municipality (city, town, etc.)
Province, territory or state
Postal code or zip code

Daytime telephone number

Amend issuer profile supplement -
Amend insider affairs contact

00019040
ABC Company Inc.
Compagnie ABC Inc.

IJDnBs
IJane Anne

|Canada "|

|35C|0 Yonge Street

|Suite 2600

ITuruntu

IOntariu _VJ
[MaN 2Ps

({216 )|555 -|5555 ext.|

(la16 )[555 -[5556 = Mot Applicable
|iiones@ABC.com

Fax number

E-mail address

To get a new issuer access key, the SEDI operator will ask you a question to
verify that you are who you say you are. You should provide a guestion for
which only you would know the answer. For examplfe, "What is your favourite
movie?” rather than "What colour is the sky?”. In addition, you must provide
an answer to the gquestion..

Confidential

question [What was my dog's name?

Answer to
confidential question lREX

_Next|

1. Enter the new information in the fields.
2. Click Next.
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SCREEN: Amend issuer profile supplement - File amended information

3. Ensure that the amendment to the issuer profile supplement is correct.

4. Click File, and then click OK in the dialog box.

To print the amendments to the issuer profile
supplement, click Printer friendly version. SEDI
displays the details in a format that is easily printed, and
your browser’s Print dialog box opens. Click Back in the
SEDI screen (NOT on the browser) to return to SEDI.

M,

SCREEN: Amend issuer profile supplement - Completed

The issuer profile supplement has been amended.

OPTION

To cancel the amendment,
click Cancel, and then click
OK in the dialog box. You
return to the Amend insider
affairs contact information
screen.
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Add security designation

1. Click Add security designation in the left navigation bar.

SCREEN: Add security designation

Add security designation

Before you add a new security designation ensure that the security designation is
not already in the Outstanding securities fist befow. Note: Options, rights and
warrants are issver derivatives.

Security — = = =
category |Issuer Derivatives (Options, nghts..,)J

Provide a security designation using the fields befow. Sefect the most relevant
security name in the first field and add additional descriptors, if any, in the second

field.
Security
designation
Additional
Security name description (if
applicable)
|Dptitms LI |

Underlying security designation

An underlying security is the security into which a derivative is exercisable or
convertible. When you have an option to acquire common shares do the following:
Under "Security category” select "Equity”; under "Security name” select "Common

shares”
Additional
Security category Security name description (if
applicable)
|Equity :”Prefe.-rrel:l Shares :“Series 27

Outstanding securities

Security designation Underlying security Filing date

designation
Common Shares 2003-04-01

\@" For information about security designations and how balances are

calculated in SEDI, see Appendix 1: Balances on page 185.

2. Select a Security category in the drop-down list box.

If you select Issuer Derivatives, an Underlying security designation section
appears on the screen. In this section, use the drop-down list boxes and fields to
provide details about the underlying security.

3. Select a Security name in the drop-down list box.
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The available security names depend on the security category you selected.

.1, Youonly need to add the securities that are or will be held by insiders.
N

You only need to specify a security name in one language. SEDI will
automatically translate the name because it is in a drop-down list.

4. Enter information in the Additional description field if it helps to better describe
the security.

Y~ Information that you enter in the Additional description field will not be

@ translated.

5. Click File.

Securities that have been added are displayed on the screen under Outstanding
securities. The displayed security designation includes the security name and the
additional description.

SCREEN: Add security designation - Completed
OPTION

To print a copy of the issuer profile supplement, click
Printer friendly version. SEDI displays the issuer profile
supplement in a format that is easily printed, and your
browser’s Print dialog box opens. Click Back in the SEDI
screen (NOT on the browser) to return to SEDI.

\\ ! J"/
To add another security
designation, click Add
security designation.

The issuer profile supplement has been amended.

Amend security designation

1. Click Amend security designation in the left navigation bar.

87



SCREEN: Amend security designation

Amend security designation

Select the security designation to be amended from the list befow:

Outstanding securities

Security designation Underlying security Filing date
designation

© Common Shares 2003-04-01
“ Options Preferred Shares Series 2003-04-01

27
Next |

You can only amend the security designation, not the security category.
For example, if the original security’s category was Equity, and its
designation was (Preferred Shares), you can change it to Equity (Special
Shares), but you cannot change it to Debt (Bonds).

For information about security designations and how balances are
calculated in SEDI, see Appendix 1: Balances on page 185.

2. Click Next.

SCREEN: Amend security designation - File amendment

Amend security designation - File
amendment

Issuer Derivatives
Security category (5 tions, Rights...)
Provide a security designation using the fields below. Select the most refevant
security name in the first field and add additional descriptors, if any, in the second
field.

Security
designation
Additional
Security name description (if
applicable)

|Clpti|:ms j |
Underlying security designation

An underlying security is the security into which a derivative is exercisable or
convertible. When you have an option to acquire common shares do the following:
Under "Security category” select "Equity”; under "Security name” select "Common

shares”
Additional
Security category Security name description (if
applicable)
|Equity j |Cummnn Shares ;”

File | Cancel
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5.

Select a security name in the drop-down list box.

Enter information in the Additional description field if it helps to better describe
the security.

\\If/

0

Click File.

OPTION

Information you enter in the Additional description field
will not be translated.

To cancel the amendment,

click Cancel. You will return
to the Amend security
designation screen.

SCREEN: Amend security designation - Completed

O/ To print a copy of the issuer profile supplement, click Printer friendly

the SEDI screen (NOT on the browser) to return to SEDI.

The issuer profile supplement has been amended.

Archive security designation

1. Click Archive security designation in the left navigation bar.

SCREEN: Archive security designation - File archive

version. SEDI displays the issuer profile supplement in a format that is
easily printed, and your browser’s Print dialog box opens. Click Back in

Archive security designation - File
archive

The issuer must archive a security designation if the security is no longer
outstanding and may no longer be issued. Archived security designations will
still be available for insider reporting purposes.

Select the security designation to be archived from the list below:

Security designation Underlying security Filing date
designation

C Common Shares 2003-04-01
& Options Common Shares 2003-04-01
Next

2. Click the radio button beside the security that you want to archive.
3. Click Next.
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SCREEN: Archive security designation - File archive

Archive security designation - File

archive
Security category Issuer Derivatives (Options, Rights...)
Security designation Options

Underlying security

: : Common Shares
designation

Enter the date as of which you would like the security designation archived.

Archival date |April MK =] [2003
File| Cancel

4. Use the drop-down list boxes and field to enter the month, day, and year as of
which you want the security to be archived.

5. Click File.

OPTION

M,

. L . - To cancel the archive, click
@ Insiders can file insider reports for archived securities.

Cancel on the Archive
security designation - File
archive screen, and then click
OK in the dialog box. You
return to the Archive security

6. Click Confirm archive. designation - File archive
screen.

SCREEN: Archive security designation - Confirm archive

M7,
To return to the previous screen, click Cancel.

SCREEN: Archive security designation - Completed

The issuer profile supplement has been amended.
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Changing your Issuer Access Key

SEDI assigns an issuer access key to each issuer profile supplement. To file information
about an issuer, SEDI users must supply the correct issuer access key.

Because the access key is assigned to the issuer profile, it is not specific to one SEDI
user. Two users could use the same issuer access key as long as they have both logged
in with their own unique user ID and password.

If you feel that the issuer access key is no longer secure, you can generate a new one.

If you forget or lose the issuer access key, contact CDS INC. at 1-800-219-5381. The
SEDI Operator will verify your identity and then issue you a single-use issuer access key.
A letter is sent to you containing the single-use issuer access key. After logging in once
with the single-use issuer access key, you must change it.

If you are an agent, choose an issuer from your Issuer list and enter the
correct issuer access key. For more information, see Performing Issuer
® Activities on page 99.

To change the issuer access key:

1. Click Issuer profile supplement in the top right navigation bar.

SCREEN: Introduction to issuer profile supplement activities (Form 55-102F3)

k-l Frangais | 1 Issuerhomepage | B Logout | Contactus | @ Help | April 1, 2003
.. ‘_ Issuer profile supplement Issuer event report  Your user information
%‘I ‘ Issuer: ABC Company Inc
View issuer
profile and e . =
supplement INtroduction to issuer profile
Amend = =g
it supplement activities (Form 55-102F3)
profile
supplement By acting on behalf of an issuer, you can:
Change
issuer + view the issuer profile and supplement by clicking View issuer profile
% and supplement
+ amend the issuer profile and supplement by clicking Amend issuer
profile and supplement
+ amend the issuer access key by clicking Change issuer access key

2. Click Change issuer access key in the left navigation bar.
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SCREEN: Change issuer access key

Change issuer access key

To change the issuer access key, enter the current issuer access key and click
Next.

Issuer access key |

Next | Cancel

3. Enter the current issuer access key in the field provided.
4. Click Next.

SCREEN: Change issuer access key - Completed
The new issuer access key is displayed on the screen. A letter is sent to you that con-
firms the issuer access key was changed and contains the new issuer access key.

The issuer access key is unique and you need it to access the issuer
' profile supplement or to file event reports for the issuer.

® To print this screen for your reference, click Print on your browser’s

navigation bar to open the Print dialog box.
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Using Agent Accounts

As an agent, you can file information on behalf of insiders or issuers, depending on
whom you represent. When you log in to SEDI with an activated agent user ID, the Agent
home page opens.

On the Agent home page, you can:

U Choose an insider or issuer that has already been added to your account that you
want to file information about

O Create insider profiles and issuer profile supplements for insiders and issuers
U Add insiders and issuers who have already created insider profiles and issuer pro-
file supplements to your account

When you file information on behalf of an insider or issuer, you use the same screens
that they use when they file.
This chapter contains the following sections:

U Using the Agent Home Page

O Performing Insider Activities

Q Performing Issuer Activities
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Using the Agent Home Page

When you log in with your activated SEDI user ID and password, the Agent home page
opens. The Agent home page is divided into two columns. Use the left column to perform

insider activities, and the right column to perform issuer activities.

Agent home page
As an agent, you can:

+« amend your SEDI user registration formm (Form 55-102F5)
+ view SEDI filings that are available to the public, including insider reports

As an agent acting on behalf of an insider, you can:
« create or amend an insider profile (Form 55-102F1)
« file or amend insider reports (Form 55-102F2)

As an agent acting on behalf of an issuer, you can:
+ create or amend the issuer profile supplement (Form 55-102F3)
+ file or amend issuer event reports (Form 55-102F4).

To perform insider activities, To perform issuer activities,
1. Select an insider from your 1. Select an issuer from your issuer list or
insider list or enter the insider enter the issuer number,
number. 2. Enter the issuer access key
2. Enter the insider access key 3. Click Next.
3. Click Next.
Issuer [00019040-ABC Company Inc. =l
Insider [JDOEO02 - Doe, John James =] list
list a
ar: Issuer
Insider | number
number
Issuer |
Insider | access
access key

key
|

To add an insider to your . . .
insider list above, click Add To add an issuer to your issuer list

abowve, click Add issuer.
insider.

Add insider | Add issuer

If an insider profile does If an issuer profile supplement does
not exist, create the insider not exist, create the issuer profile
profile and the insider access supplement and the issuer access key will
key will be generated once be generated once you file the issuer
you file the insider profile profile supplement information. You need
information. You need this this issuer access key to perform any
access key to perform any subsequent amendments to the issuer
subsequent amendments to profile supplement or to report an issuer
the insider profile or to file an event.
insider report for the insider.

Create insider profile Create i profile supplement

If you are not a SEDI agent, you have also been redirected to this page because your
SEDI user classification shows you could be acting as both an insider or an issuer
representative.

Where it affects system operability, SEDI will disable the use of your browser's back
button. In these instances, clicking the browser back button will not return you to a
prior screen - you will remain on the current screen.

While in SEDI, if for any reason you click the browser stop button, you must click the
browser refresh button in order to proceed.
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Performing Insider Activities

Use the left column on the Agent home page to manage the list of insiders that you rep-
resent and to file information for them. Insiders that you have added to your account
appear in the Insider list.

M7,
Once you have added an insider to your list you cannot remove it.

If the insider that you represent does not appear in your Insider list, you must create their
insider profile, or, if they have already created an insider profile, you must add them to
your Insider list. For more information, see "Creating an Insider Profile" and Adding an
Insider to your Insider List on page 96.

To perform activities on behalf of an insider:

SCREEN: Agent home page
1. Use the drop-down list box to select the insider from your Insider list.
OR
Enter the insider number in the Insider number field.

2. Enter the insider’s access key in the Insider access key field.

.z, The insider number and insider access key are issued when the insider
profile is created. For more information, see Creating an Insider Profile on
page 29 and Understanding Passwords and Access Keys on page 103.

3. Click Next.
SCREEN: Insider activities

From the Insider activities screen, you can:
U View or amend the insider profile — See page 46 and page 47.
O File insider reports — See page 106.

0 Change the insider access key — See page 65.
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Creating an Insider Profile

If the insider that you represent does not have an insider profile, click Create insider
profile on the Agent home page to move to the Create insider profile - Enter individual
information screen. Follow the steps described in Creating an Insider Profile on page 29.

When you finish creating the insider profile, the insider is added to your Insider list, and
you proceed to the Insider activities screen.

Adding an Insider to your Insider List

If the insider that you represent has already created an insider profile, you simply need to
add the insider to your Insider list.

To add an insider to your Insider list:

SCREEN: Agent home page

1. Click Add insider in the left column.

SCREEN: Select insider profile - Search for insider

Select insider profile - Search for
insider

Select one of the following options:

Option 1 Search by entering the insider number.

Insider [
number

Option 2 If this insider is an individual, search by entering the
insider name.
Insider family IDna lExact n'mtch:l
name

Insider given
names

|John James |Exact match =

Option If this insider is a company, search by entering the insider
3 company name.

Insider

company | | Starts with =]

name

Option 4 Search for all insiders of an issuer by entering the issuer
number.

Issuer number |

Option 5 Search for aff insiders of an issuer by entering the issuer
name.

Issuer name | [Starts with =]

Search I Resstl
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2.

3.

Search for the insider using one of the following options:

U Option 1 — Enter the insider number in the Insider number field.

~~{“ The insider number is issued when the insider profile is created. For more

information, see Creating an Insider Profile on page 29.

O Option 2 — Enter the insider’s family and given names in the Insider family
name and Insider given names fields (if the insider is an individual).

U Option 3 — Enter the insider’s company name in the Insider company name
field (if the insider is a company).

U Option 4 — Enter the SEDAR profile number of the issuer for which the insider
is an insider in the Issuer number field.

U Option 5 — Enter the name of the issuer for which the insider is an insider in the
Issuer name field.

.1, When searching, use the drop-down list boxes beside the fields to further
(Y define your search parameters. Choose from:
@ « Starts with — Searches for items that begin with your entry in the field
» Contains — Searches for items that contain your entry in the field
» Exact match — Searches for items that exactly match your entry in the
field

Click Search.

M7,
@ To clear all fields, click Reset.
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SCREEN: Select insider profile - View search results

Select insider profile - View search
results

Legend: - Previous insider name matched search criteria. Current insider
name displayed.

Insider full |Insider Insider Issuer name ,Eﬁt:ii
name number municipality |(English) (French)

# Doe, lohn 1DOE002 Toronto ABC Compagnie

James Company ABC Inc.
Inc.

Next ‘ New Search ‘

4. Click the radio button beside the insider that you want to add to your Insider list.
5. Click Next.

Wz, Ifthe desired insider does not appear in the search results, click New

Search to return to the Select insider profile - Search for insider screen,
and change or refine your search.

SCREEN: Agent home page

The insider is added to your Insider list.
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Performing Issuer Activities

Use the right column on the Agent home page to manage the list of issuers that you rep-
resent and to file information for them. Issuers that you have added to your account
appear in the Issuer list.

.1, You will be unable to perform issuer activities until your account is
(Y activated. For more information about activating accounts, see Creating a
SEDI User Account on page 15.

Once you have added an issuer to your list you cannot remove it.

If the issuer that you represent does not appear in your Issuer list, you must create their
issuer profile supplement, or, if they have already created an issuer profile supplement,
add them to your Issuer list. For more information, see "Creating an Issuer Profile Sup-
plement" and Adding an Issuer to your Issuer List on page 100.

To perform activities on behalf of an issuer:

SCREEN: Agent home page
1. Use the drop-down list box to select the issuer from your Issuer list.
OR
Enter the SEDAR profile number in the Issuer number field.

2. Enter the issuer’s access key in the Issuer access key field.

.z, The issuer access key is issued when the issuer profile supplement is
created. For more information, see Creating an Issuer Profile Supplement
on page 68.

3. Click Next.
SCREEN: Issuer activities

From the Issuer activities screen, you can:
O View or amend the issuer profile supplement — See page 80 and page 83.
U File issuer event reports — See page 148.

U Change the access key — See page 91.
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Creating an Issuer Profile Supplement

If the issuer that you represent does not have an issuer profile supplement, click Create
issuer profile supplement on the Agent home page to move to the Create issuer profile
supplement - Select issuer screen. Follow the steps described in Creating an Issuer Pro-
file Supplement on page 68.

When you finish creating the issuer profile supplement, the issuer is added to your Issuer
list, and you proceed to the Issuer activities screen.

Adding an Issuer to your Issuer List

If the issuer that you represent has already created an issuer profile supplement, you
simply need to add the issuer to your Issuer list.

To add an issuer to your Issuer list:

SCREEN: Agent home page
1. Click Add issuer in the right column.

SCREEN: Select issuer profile supplement - Search for issuer

Select issuer profile supplement -
Search for Issuer

Sefect one of the following options:

Option Search for an issuer by entering the issuer number. Note
1 you must enter all 8 digits including the leading zeros.

Issuer number |

Option Search for an issuer by entering the issuer name.

Issuer name  |ABC Company Inc. |Exact matc:h;l

Note: If you are unable to locate the issuer, try to refine your search or
contact the issuer as the issuer profile supplement may not have been
created.

Search | Reset ‘
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2. Search for the issuer using one of the following options:

O Option 1 — Enter the SEDAR profile number in the Issuer number field.

U Option 2 — Enter the issuer’s name in the Issuer name field.

.1, When searching, use the drop-down list boxes beside the fields to further

(Y define your search parameters. Choose from:
« Starts with — Searches for items that begin with your entry in the field

» Contains — Searches for items that contain your entry in the field
» Exact match — Searches for items that exactly match your entry in the

field

3. Click Search.

\\If/

@ To clear all fields, click Reset.

SCREEN: Search for issuers - View search results
Search for issuer - View search results

The following issuers met your search criteria. Select an issuer from the list

below:
Issuer number Issuer name Issuer name
_ _ (English) (French)
& 00019040 ABC Company Compagnie ABC
Inc. Inc.

Next New Search

4. Click the radio button beside the issuer that you want to add to your Issuer list.
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5. Click Next.

Wz, Ifthe desired issuer does not appear in the search results, click New
Search to return to the Select issuer profile supplement - Search for
issuer screen, and change or refine your search.

SCREEN: Agent home page

The issuer is added to your Issuer list.
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Understanding Passwords and
Access Keys

Accounts and information in SEDI are controlled by passwords and access keys. These
two security features ensure the confidentiality of your personal information in the SEDI
database, and control who is able to file insider reports or issuer event reports on your
behalf.

When SEDI user accounts, insider profiles, or issuer profile supplements are created,
SEDI assigns IDs, passwords, numbers, and access keys. The following table outlines
the IDs, passwords, numbers, and access keys that you will need to perform activities for
each user classification.

SEDI User Classification | IDs, Passwords, and Access Keys Assigned

Insider e SEDI user ID
 password

* Insider number

* Insider access key

Issuer * SEDI user ID

* password

* Issuer access key
Note: SEDI also uses the profile number defined for
the issuer in the System for Electronic Document Anal-
ysis and Retrieval (SEDAR).

Agent » SEDI user ID

 password
Note: To file information about insiders or issuers, you
must enter the access key assigned to the insider pro-
file or issuer profile supplement.

Passwords

Each SEDI user account, whether it is an insider, issuer, or agent account, is assigned a
password. This password is linked to your SEDI user ID, and protects it from use by oth-
ers. SEDI issues your password when you create your SEDI user account, and displays
it on the screen when you have completed the registration form. For information about
creating a SEDI user account, see Creating a SEDI User Account on page 15.

' Passwords are case-sensitive.
@

103



The SEDI Operator cannot retrieve your password. Ensure that you print it and keep it in
a secure location.

If you lose your password, the SEDI Operator can reset it for you. You will be issued a
temporary password that can be used once. You must log in immediately and reset the
password.

Passwords expire in 1 year + 90 days. When your password expires, SEDI prompts you
to create a new one before allowing you to proceed in the system. In addition, you can
change your password. For more information, see Changing your Password on page 26.

Access Keys and Numbers

Each insider profile is associated with an insider number and insider access key. Each
issuer profile supplement is associated with an issuer access key. These numbers are
unique to the profile, and are not associated with a SEDI user account. You use the
insider number to search for insiders in SEDI. To be permitted to file information about an
insider or issuer, Agents must enter the access key associated with the insider profile or
issuer profile supplement.

The Insider number is assigned when you create an insider profile. Access keys are
assigned when you create an insider profile or an issuer profile supplement. SEDI dis-
plays the access key (and insider number, if you have created an insider profile) on the
screen, and a letter is sent confirming that the profile has been created. For more infor-
mation, see Creating an Insider Profile on page 29 and Creating an Issuer Profile Sup-
plement on page 68.

' Access keys are case-sensitive.
@

The SEDI Operator cannot retrieve an access key. Ensure that you print it and keep it in
a secure location.

If you lose an access key, the SEDI Operator can reset it for you. You will be issued a
temporary access key that can be used once. You must log in immediately and reset the
access key. For insiders who file for themselves, the system will automatically reset the
access key when you log on and display the new access key. For agents who file for
insiders, the system will prompt you to enter the temporary access key and then display
the new access key. In addition, a letter is sent to the insider confirming that the SEDI
Operator assigned a temporary access key.
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If you feel that the access key is no longer secure, you can reset it. A letter is sent con-
firming that the access key was reset. For more information, see Changing your Insider
Access Key on page 65 and Changing your Issuer Access Key on page 91.

Wz, Letters about an insider access key are addressed to the insider identified
in the insider profile. Letters about an issuer access key are addressed to
the insider affairs contact identified in the issuer profile supplement.
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Filing and Amending Insider
Reports

As an insider or an agent for an insider, you must use SEDI to file insider reports. These

insider reports are publicly available on SEDI, and fulfill your reporting requirements as
required by Canadian securities legislation.

This chapter contains the following sections:
O Filing an Insider Report

O Amending an Insider Report

You will be unable to perform insider activities until your account is
activated. For more information about activating accounts, see Creating a
® SEDI User Account on page 15 and Activating Your Account on page 19.
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Filing an Insider Report

To file an insider report:

U You must have an insider or agent account that has been activated — For more
information, see Creating a SED| User Account on page 15 and Activating Your
Account on page 19.

U You must be logged in with a valid SEDI user ID and password, and in the case of
agents filing for an insider, must have entered the correct insider access key — For
more information, see Logging In and Out on page 24 and Using Insider Accounts
on page 28.

If you are an agent, choose an insider from your Insider list and enter the
correct insider access key. For more information, see Performing Insider
® Activities on page 95.

U The issuer that you are an insider of must have completed an issuer profile sup-
plement.

Before you begin, gather the following information about the transaction or position you
are reporting:

O Security designation

.1, Ifthe transaction or position involves derivatives, you also need:
~

"« Security designation of underlying security
@ » Opening balance of equivalent number of underlying securities — If this
is your initial SEDI report
» Equivalent number of underlying securities acquired or disposed of
« Date of expiry or maturity of derivative

U Ownership type and registered holder (if applicable)

U Opening balance of securities (or contracts) held — If this is your initial SEDI report
for a specific security

U

Date of transaction

U

Nature of transaction — For a list of Nature of transaction codes, see Appendix 3:
Nature of Transaction Codes on page 200.

Number/value of securities acquired or disposed
Unit price or exercise (or conversion) price

Type of currency

U000

Closing balance of securities held
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U General remarks — If any

O Private remarks to securities regulatory authority — If any

\\If/

9

For security purposes, you will be logged out of SEDI if you leave it
inactive for more than 20 minutes. Any information that you have entered

but not certified is deleted when you are logged out. SEDI does not save

a draft of your report.

When you begin filing your insider report, SEDI provides an option to
amend the information in your insider profile, if necessary.
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When you file an insider report, you navigate through the following screens:

Introduction to insider
report activities (Form
55-102F2)

File insider report - File insider report -
Select issuer event View issuer event
report report information

A 4
A
A

;

File insider report
(Form 55-102F2) -
Select issuer

:

File insider report - File insider report -
Insider dgflned P N Seleqt sec_urlty
security h d designation

X

:

File insider report -
Select ownership type

y

J>

v v

File insider report - File insider report -
Opening balance on Enter transaction
information

initial SEDI report"

Y

File insider report -
Final Review

CI = Required screen
CI = Optional screen

:

File insider report -
Completed

- X
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To file an insider report:

The screens in this section show an example of an insider report on
common shares. For an example of an insider report on a derivative, see
Appendix 2: Commonly Filed Trades on page 191.

\\If/

1. Click Insider report in the top right navigation bar.

SCREEN: Introduction to insider report activities (Form 55-102F2)

Frangais | B Insider home page | B Logout | Contact us

X Insider profile Insider report Your user information

File insider

nen— Introduction to insider report activities

Amend

nsider n (FOrm 55-102F2)

transaction

2. Click File insider report in the left navigation bar.

\\If/
@ For guidelines on filing insider trades, click Insider reporting guidelines.

SCREEN: File insider report (Form 55-102F2) - Select issuer

I F ik ymacher E 1 I [ Waleai I SBAT T PO S Cancal filng
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3. Click on an issuer to select it in the List of issuers from the insider profile.
4. Click File insider report.

OPTIONS

View Issuer Event Reports
To view issuer event reports before filing the insider report:
1.Select an issuer in the second List of issuers from the insider profile, and then click View
issuer event reports.
SCREEN: File insider report - Select issuer event report
2.Click the radio button beside a report and click View Report.
SCREEN: File insider report - View issuer event report information
3.Click View another report to return to the File insider report - Select issuer event report

screen, or click Viewing completed to return to the File insider report (Form 55-102F2) -
Select issuer screen.

SCREEN: File insider report - Select security designation

File inslder

rElH}H
rin File insider report - Select security designation

Eransaction

arity gesignabion fromr the Vsb Delow

| LY i matiod

Lipsdiartyineg s iy il mation

Dutstanding securities
Bends

Ammrican Depository Receipts

Insider-defined security [ Add mzader-dalfinad Leounty _l

Archived security designation

il anca fling

The Outstanding securities list is defined by the issuer. When the issuer creates an
issuer profile supplement, they provide a list of all securities held by their insiders.

The Archived security designation list is also defined by the issuer. If an issuer archives a
security, you can still file an insider report about it, and SEDI adds the balances accord-
ingly.
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You may need to file an insider report about a security that is not defined in the issuer's
issuer profile supplement: for example, a third party derivative (call option) that is not
issued by the issuer. In this case, the security is one that you have defined yourself, so it
does not appear in the Outstanding securities or Archived security designation lists.

5. Click the radio button beside the security that you want to file a report about in the
Outstanding securities list.

.1, When you file insider reports, SEDI calculates balances for each holding
Y of securities that you own. SEDI defines a holding as the combination of:
issuer, security designation, and registered holder.

For information about security designations and how balances are
calculated in SEDI, see Appendix 1: Balances on page 185.

OPTION

If the security that you want to file a report about is not listed in the Outstanding securities list,
select it from the Archived security designation list.

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.

If the security is not in the Outstanding securities or Archived security designation list because it
is a third party derivative, select it from the Insider-defined security list, or follow these steps
to add an insider-defined security:
1.Click “Add insider-defined security”.
SCREEN: File insider report - Add insider-defined security
2.Select a security category from the drop-down list.
3.Select a corresponding Security designation from the Security name drop down list, pro-
vide an Additional description if necessary, and then click Next. This adds the security
designation to your list of Insider-defined securities.

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. For more information, see Appendix 1: Balances on page 185.

6. Click Next.
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SCREEN: File insider report - Select ownership type

ET P —
o 1
-I ‘ Process bracher Srdra oo Soloct securily designaltios Solect owsprship type/ registered holders
l Insifer: Ecampis | Issuar MAME [ L

Flle insider
repot
A

Frgdida

iansaction File insider report - Select ownership type

an ownership type Diract Oramarship

7. Use the drop-down list box to specify an Ownership type for the selected secu-
rity. Choose from:

U Direct Ownership — Indicates that you hold the security directly. For example,
you hold the securities in an account with your broker, and the account is in
your name.

U Indirect Ownership — Indicates that you hold the security indirectly. For exam-
ple, you beneficially own common shares in X Co. but the registered owner is
another entity, such as a holding company that you own.

O Control or Direction — Indicates that you have control or direction over a secu-
rity. You have control or direction if, directly or indirectly, you have or share vot-
ing power or investment power through any contract, arrangement,
understanding or relationship. For example, you may have been granted
authority to vote or to trade securities owned by family members, friends, or
associates.

8. If the Ownership type is Indirect Ownership or Control or Direction, select a regis-
tered holder from the Registered holder list.
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SCREEN: File insider report - Select ownership type and registered holder

T gt ——— B b

Arsisber peufile  Imvider repart ¥ e uer o lerredion

Seloct an ownership typs

If the desired registered holder does not appear in the list, select the radio button Add
new holder and enter the name of the new holder in the accompany text box. The new
holder will be added to your registered holder list.

9. Click Next.

If you are filing an initial SEDI report, proceed to Step 10. If you are filing subsequent
SEDI reports, skip to Step 16.

The File insider report - Opening balance on initial SEDI report screen opens if this is the
first transaction you have filed for a holding related to this issuer (a holding is a combina-
tion of the security designation and the registered holder). On this screen, SEDI prompts
you for an opening balance for the holding. The next time you file a report for the same
holding, The File insider report - Enter transaction information screen appears, on which
you report the details of your transaction. SEDI adds or subtracts your acquisition or dis-
position and updates your closing balance accordingly.
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SCREEN: File insider report - Opening balance on initial SEDI report

— WL Entider pralile  [msber repar T use nlormaies
m ‘ Procows becher:  Solect isund - Salect securily deilgnaties - -Solect owssrship type/fegivtered holders - - nbef Erensaction infermation

Irniaber: Eaampie £ Bisuer; KAKE Inc Security: Bonds Veokder: Boounsl FRSE

File inslder
reml
Amand - & = . = _sge
insdiser File insider report - Opening balance on initial SEDI report
ErAnS&Ct on
bhis jssper hald by the msigar o the salecied registarad hpldar
prengd halder ) did not hald any of the selected secwrithes as of the date below, enter ® 0 © as the
=" can only be changed by amending the “Opening balance date” field in your msider profile

cecurity deslgnation Bands

Dpening balance of securities held

Ogeeniing/initial balance date 2005-02-27

Thus is the date you enteved in

your insider profile.

Mature of Eramsmsction 04 - Opening Balance-Initial SED] Raport

sy Cancsl fling

N The Opening/initial balance date matches the date that you specified
when you created your insider profile. This date must be before the dates
of any transactions you report for the issuer in SEDI. Otherwise, SEDI
cannot accurately calculate the balance of your securities. If you need to
change the Opening/initial balance date, amend your insider profile. For
information see Amending an Insider Profile on page 47.

When you file an initial report, the Nature of transaction default value is 00
- Opening Balance-Initial SEDI Report. For information about nature of

transaction codes, see Appendix 3: Nature of Transaction Codes on page
200.

10. Enter an opening balance in the Opening balance of securities held field.
11. Enter any remarks that you want to make public in the General remarks field.

This is an optional field. Only enter information in this field if it adds necessary
information about the transaction.

12.Enter any private comments in the Private remarks to securities regulatory
authorities field.

This is an optional field. These remarks will only be accessible by securities regu-
latory authorities.

13. Click Next.
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SCREEN: File insider report - Final review

Filie ireslder
repoit
A
Engldar
fransaction

Insider prafibe  Imsdermpnn P use nlermtis
Process tracker:  Select lsver - Salect security designatios - Saloct owsership ype/registered holdars - Cnber trsnsaction infemsation - - Be and ool

Ansdder; £rampis £ Unsur: FULME I Becurity: Gords Halider: Soouas BRSP

File insider report - Final review

Please review this ransaction before you certify it

Security designation
Ragiatered
Opening balance of securitles hald
Diate of trangacthon

Matuwre of transaction

Bonds

Spoudal RASP

2500

2005-0F-27

0 - Opening Balance-Initial SEO] Report

Fila| | Cancal

14.Ensure that the details of your report are complete and accurate.
15. Skip to Step 24.
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The File insider report - Enter transaction information screen opens if you have previ-
ously filed reports about the security.

SCREEN: File insider report - Enter transaction information

— Braider prafile Dby pmpne Vs wee gy st
R ‘ Prowus Erockor: Sebect bsuer Soloct security designation - Salect owsership trpe fregistered holders L ntes bramsas e infermation

Inskder: Eoampis § FusuEr; HAME Ir Sacurity: o Vipldea Sooursl RRSP

File insider
report
Amand
naddar
[ransaCticn

File insider report - Enter transaction information

Baonds

Sabuct O % Salacs Oy = YVYY

Salnet O

Muimbsr od
value of

Hurmber of value of

securithes soaulned

Uit price or axarcis Mot Applicable
prige

Canadian Dollar | =

N Cancel Sing

16. Enter the date the transaction occured in the Date of transaction fields, then enter

a 4-digit year.

17.Select a Nature of transaction code from the drop-down list box.

>+ For information about nature of transaction codes, see Appendix 3:

Y
@ Nature of Transaction Codes on page 200.

18.Type a value in either the Number or value of securities acquired, or Number
or value of securities disposed of fields.

N Do not enter a value in both of these fields.
Y
If you have specified a derivative as the security, additional fields appear

in which you enter the value of underlying securities acquired or disposed
of.

For information about filing trades on derivatives, click Guidelines on
derivatives.
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19.Enter a Unit price or exercise price and use the drop-down list box to choose a
Currency — The Canadian dollar (CAD) is the default value. If the currency does
not appear in the list, convert it to CAD.

OR

Click the Not Applicable check box.

20.Enter any remarks that you want to make public in the General remarks field.

This is an optional field. Only enter information in this field if it adds necessary

information about the transaction.

21.Enter any private comments in the Private remarks to securities regulatory

authorities field.

This is an optional field. These remarks will only be accessible by securities regu-

latory authorities.
22.Click Next.

SCREEN: File insider report - Final review

Fils ingider

T“E

A

Eransaction

Closing balance of securities hisdd

K File insider report - Final review

i certify It

Boads
Spousal RASE

dlsgasithan (i th publle mar
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23.Ensure that the details of your report are complete and accurate.

\\IIJ

If you disagree with the balance calculated by SEDI, enter a balance in
the Insider’s calculated balance field. Only provide a balance for
transactions you have filed in SEDI. The Insider’s calculated balance

does not override the SEDI balance. Staff from your securities regulatory
authority will contact you to resolve the discrepancy.

For information about how balances are calculated, see Appendix 1:
Balances on page 185.

24.Click File, the system displays a dialog box with the certification statement.
e e e e W]

Cancel

]
b

Certification

1, &5 an Indhder filing this infeemation, certily, o |, &5 an agent Ming s dormation on behall ol
an instder, covfily bo the best of my h"n'.ln‘il‘d.]r_ inlprmation amd belied, Braf the Information s Bus
and complete in every nespec

WWaming

A certification made try o acgent om beball of o insider is based on the aoents best knowisdge,
Infermation and belief, but the inaider is sl responsible for ensaring that the Information fled by |
BN agend i true aed complete, I 5 an offende io subenill information (el in o material respect and
at e Bene and in the light of the drosmstances in whidh 1 is submitted, is miskeading or untrue

Ok 'O o Acoept
hick ‘Cancel’ 16 Decline

(i 4 | Cancel

To cancel your insider report, Click Cancel, and then click OK in the dialog box. Your
report is not filed, and you return to the File insider report (Form 55-102F2) - Select
issuer screen.

25.Review the certification information in the dialog box carefully.

26.Click OK.

Insider reports are normally publicly available on SEDI within five minutes after filing.

OPTION

To decline the Certification,
click Cancel. The dialog box
closes and you remain at the
File insider report - Final
review screen.
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SCREEN: File insider report - Completed

File insider
report

Amnand
nsiter

Prowews Eracker

Insider Eoampis | Isasimy; MANE

Bexpant 70, 203

Imider prafibe Imsber g Yo user inlurmstis

Haolder: ¢

[Farisaction

File insider report - Completed

& transaction has been reported
Reported transactions for this session.

Cecurity designation [Registerad holder  [Opening Date of transaction | Malure of
Balamnce

Mumber or  [Closing Filing

Spousal RSP 2500 2005-02-37 Balanoa-Initis
SE( part

10 - Acqilsiticn
o dispoaition IR
thie public
rmarket

Ll
Ranes 2007-08- 24

Spousal RASP 2500 13:40: 16

2007-08-27

1000 3500

27.Indicate whether you want to file another transaction. SEDI allows you to add
additional transactions for the same issuer to a single report or file reports for
another issuer:

O Select either Same security & holder; Same security & different holder; Differ-

ent security; or Different Issuer and click Yes.

Same security and holder will return you to the File insider report - Enter
transaction information screen. From this screen, continue to file your
report as described in Filing an insider report on page 117.

Same security & different holder will return you to the File insider report -
select ownership type screen. From this screen, continue to file your report
as described in Filing an insider report on page 113.

Different Security will return you to the File insider report - Select security
designation screen. From this screen, continue to file your report as
described in Filing an insider report on page 111

Differenet Issuer will return you to the File insider report - Select issuer
screen. From this screen, continue to file your report as described in Filing
an insider report on page 110.

M,

Note that the File insider report - Completed screen will only display
reports filed for one issuer. When selecting and filing a report for another
issuer, this screen will no longer display the previous reports filed for the
first issuer.
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Diffarent kssuer

You | | No!

O Click No to return to the Introduction to insider report activities screen.

U Click Printer friendly version to display the information in a format that is easily
printed, and your browser’s print dialog box opens. Click Back in the SEDI
screen (NOT on the brower) to return to SEDI.

Insider reports are normally publicly available on SEDI within five minutes after filing.
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Amending an Insider Report

To amend an insider report:

O You must have an insider or agent account that has been activated — For more
information, see Creating a SED| User Account on page 15 and Activating Your
Account on page 19.

U You must be logged in with a valid SEDI user ID and password. For more informa-
tion, see Logging In and Out on page 24 and Using Insider Accounts on page 28.

correct insider access key. For more information, see Performing Insider
® Activities on page 95.

' If you are an agent, choose an insider from your Insider list and enter the

You can amend an insider report that was filed in SEDI, or filed in paper before SEDI was
launched.

0 Amending a SEDI-filed Report — See page 123.
0 Amending a Paper-filed Report — See page 134.
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Amending a SEDI-filed Report

When you amend an insider report that was filed in SEDI, you can:
U Amend information about the security
0 Amend information about the security’s registered holder
O Amend the details of the report
O Delete the report

To begin amending a SEDI-filed report:

1. Click Insider report in the top right navigation bar.

SCREEN: Introduction to insider report activities (Form 55-102F2)

felp | August 26, 2008

- \ Insider profile  Insider report Your user inforenation

ﬁ ‘ Insider: Example E
‘i I|I

File insider
Introduction to insider report activities

Armend or

iecensier (Form 55-102F2)

2. Click Amend or delete insider report in the left navigation bar.

SCREEN: Amend or delete insider report

Amend or delete insider report - Select issuer

Select an issuer from the insider profile.

00008201 NAME Inc. NAME Inc.
10001415 SEDI Test SEDI Test

To RErrow Your Sﬁﬁ'ﬂ'hr enfer a transaction (.‘IﬁrP range;
Starting on | Select One (¥ |Select One (¥ | [YYYY

Ending an August ¥ |26 ¥ 2008

[ Amend or delete insider report ] [ View issuer event repors ] [ Cancel ]

Insider Reports filed in paper are not stored in SEDI, To amend an insider report that was fled in paper, click Amend paper filing to
enter the transaction infarmation.

[ Amend Paper Filing ]

Issuer number Issuer name (English) Issuer name (French) Issuer information

Q view
Q. Vigw

3. Select an issuer from the List of issuers from the insider profile.
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4. To narrow your search, use the drop-down list boxes to enter a month and a day,
and enter a 4-digit year, in the Starting on and Ending on fields. These dates
represent the date the transaction occurred, not when the report was filed.

5. Click Amend or delete insider report.

OPTION

To view issuer event reports from the issuer:

1. Select an issuer from the list of issuers

2. Click View issuer event reports. An information window is displayed, listing the issuer
event reports filed since the insider’s last insider report filing.

3. Select an issuer event report and click View Report. The issuer event report is displayed
in the information window. Click View another report to return to the list of reports or click
Viewing completed to close the window.

To cancel the amendment click Cancel. You will be returned to the Introduction to insider
report activities screen

To amend an insider report that was submitted in paper format, click Amend Paper Filing.

SCREEN: Amend or delete insider report - View search results

Amend or delete insider report - View search results

The following insider reports have met your search criteria. Select an insider report from the list below:

|TransactioniDate of Filing date Regstered SECLrty
MNumber  transaction halder desspnation

858149 2005-02-27 2008-08-26 Bonds Dpening
Balance-Tnitial
SEDI Report
ase1so 2007-06-26 2008-08-26 Bonds Acguisition o 1000 250 1250
dispasition in
the public
market

a5e151 2008-06-24 2006-05-26 Bonds Acguisition or 1250 1500 2750

privately

[ Amend security [ Amend hoider ” Amend details H Dalete report ][ Cancel amendment ]

6. Click the radio button beside the report that you want to amend. The transactions
are sorted by security designation, registered holder, and then date of transaction.
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7. Select one of the amendment options:
0 Amend security — See page 125.
0 Amend holder (and/or Ownership type) — See page 126.
0 Amend details — See page 128 .
U Delete report — See page 131.

When you select one of these options, you proceed through the same screens as when
you file an insider report.

SEDI does not allow you to make certain amendments. For example, you
cannot amend a security or holder if the new security/holder combination
® does not have an existing opening balance (initial report).

Amend security

From the Amend or delete insider report - View search results screen, you can choose to
amend details about the security in the report by clicking Amend security. For informa-

tion about the Amend or delete insider report - View search results screen, see page
124.

SCREEN: Amend insider report - Select security designation

Amend insider report - Select security designation

Select a security designation from the list below:

Security designation Underlying secunty designation

Outstanding securities
Bonds
American Depository Receipts
Options {Bonds )

Insider-defined security

The archived security list contains those securities that are no longer outstanding for this issuer and those securities that may no longer be issued.

Archived security designation

Next [ Cancal amendmeant ][ Add insider-defined security ]
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1. Click the radio button beside the security about which you want to amend a report
in the Outstanding securities list, and then click Next.

' You can only amend the security designation, not the security category.

For information about security designations and how balances are
calculated in SEDI, see Appendix 1: Balances on page 185.

OPTION

If the security that you want to file a report about is not listed in the Outstanding securities list,
select it from the Archived security designation list.

If the security is not in the Outstanding securities or Archived security designation list, select an
Insider-defined security.

For more information about issuer- and insider-defined securities, see Appendix 1: Balances on
page 185.

Amend Holder (and/or Ownership type)

SCREEN: Amend insider report - Select ownership type and registered holder

Amend insider report - Select ownership type and registered holder

Select an ownership type Indirect Qwnership ¥
Select 3 registered holder 0 RRSP

@ Spousal RRSP

{1 RESP des enfants

{) RRSP Nouveau

0 Add new holder:

Neut [ Cancel amendmant

1. Use the drop-down list box to specify an Ownership type for the selected
security. Choose from:

O Direct Ownership — Indicates that you hold the security directly. For example,
you hold the securities in an account with your broker, but the account is in
your name.
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U Indirect Ownership — Indicates that you hold the security indirectly. For
example, you beneficially own common shares in X Co. but the registered
owner is another entity, such as a holding company that you own. Securities
held in an RRSP account is another example of securities reported under
Indirect Ownership.

U Control or Direction — Indicates that you have control or direction over a
security. You have control or direction if, directly or indirectly, you have or
share voting power or investment power through any contract, arrangement,
understanding or relationship. For example, you may have been granted
authority to vote or to trade securities owned by family members, friends, or
associates.

2. If the Ownership type is Indirect Ownership or Control or Direction, the screen will
refresh and display a list of registered holders. Select a registered holder from the
Registered holder list.

OPTION

If the desired registered holder does not appear in the list, click Add new holder and enter the
registered holder in the text box. As this is a new registered holder and security combination,
the system will ask for an opening balance. The filer follows the procedures for filing an insider
report by selecting on the File Insider Report button from the left navigation bar. Once the
opening balance report has been filed, the filer can return to the amend insider report process.

Cancel Amendment
To cancel your amendment, click Cancel amendment. Your amendment is not filed and you
return to the Introduction to insider report activities screen.

3. Click Next.

SEDI will direct the filer to complete the amendment by displaying the Amend
details screens and allowing the filer to make any additional amendments to the
report before allowing the filer to certify the amendment.
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Amend details

SCREEN: Amend insider report - Enter transaction information

Amend insider report - Enter transaction information

Security Bonds
designation
Date of
transaction
Nature of
transaction
Number or Number or
value of ] value of

- 1 L
securities 500 ) OF  securities
acquired disposed of
Unit price or [ Not Applicable Currency |Canadian Dollar [+
exercise
price
General
remarks (i
necessary to
describe the
transaction)
Private
remarks to
securities
regulatory
authorities

August v |24 v | 2008

11 - Acquisition or disposition carried out privately hd

[ Next I[ Cancel amendment ]

1. Amend the transaction information in the report.
2. Click Next.

OPTION

To cancel your amendment, click Cancel amendment. Your amendment is not filed and
you return to the Introduction to insider report activities screen
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SCREEN: Amend insider report - Final review

Amend insider report - Final review

Please review this amendment before you certify it.

Transaction Number 858151

Security designation Bonds

Opening balance of securnves held 1250

Date of transaction 2008-08-24

Nature of transaction 11 - Acquisition or disposition carried out privately
Number or value of securities acquired 1500

Unit price or exercise prce Currency

here, a securities reguiatory authority may ask you to reconcile your closing balance numbers.

Closing balance of securities held 2750 Insider's calculated
balance

General remarks (if necessary ro describe the transaction)
Private remarks to securities regulatory authorities

If the closing balance of the securnities or contracts is incorrect, enter the correct balance in the Insider’s calculated balance. If you provide a balance

To amend this information, click the appropriate button. I Amend security I Amend holdar 1 [ Amend details

If you are satisfied with the changes you have made, click Certify. [ Certify ] [ Cancel amendment ]

3. Ensure that the details of your amendment are complete and accurate.

f you disagree with the balance calculated by SEDI, enter a balance in the
Insider’s calculated balance field. Only provide a balance for
transactions you have filed in SEDI. If you enter a balance, staff from your
securities regulatory authority will contact you.

\\III

For information about how balances are calculated, see Appendix 1:

Balances on page 185.

4. Click Certify.
OPTIONS

Amend Security
To amend information about the security, click Amend security to return to
the Amend insider report - Select security designation screen.

Amend Holder
To amend information about the holder, click Amend holder to return to the
Amend insider report - Select ownership type and registered holder screen.

Amend Details
To amend transaction information, click Amend details to return to the
Amend insider report - Enter transaction information screen.

Cancel
To cancel your amendment, click Cancel amendment. Your amendment is

not filed, and you return to the Introduction to insider report activities screen.

OPTION

To decline the Certifi-
cation click Cancel.
You return to the
Amend insider report
- Final review screen
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SCREEN: Dialog box

Windows Internet Explorer g|
‘-?,) Certification

I, as an insider filing this information, certify, or I, as an agent filing this information on behalf of
an insider, certify to the best of my knowledge, information and belief, that the information is true
and complete in every respect.

Warmning:

A certification made by an agent on behalf of an insider is based on the agent's best knowledge,
information and belief, but the insider is still responsible for ensuring that the information filed by
an agent is true and complete. It is an offence to submit information that, in a material respect and
at the time and in the light of the circumstances in which it is submitted, is misleading or untrue.

Click "OK' to Accept
Click "Cancel' to Decline

[ ok || canca |

5. Review the certification information carefully.
6. Click OK.

SCREEN: Amend insider report - Completed

Amend insider report - Completed

The insider report has been amended.

Filing

858151 Bonds 1250 2008-08-24 11 - Acquisivon 1500 2750 2008-08-26
or disposition 15:17:42
carned out
privately

fr::eig?; ::;:;_-::\rmar.on, click Printer [ Printer friendly version J

Amend or delete another report? ® Same issuer
O Different issuer

Note:

Amending another insider report will automatically refresh this page, and the report abave will no longer be displayed.
To keep a recard of this amendment, please pnnt this mformation by clicking on the “prnter frendly version” button.

OPTION

Print

To print the details about the amendment, click Printer friendly version.
SEDI displays the amendment in a format that is easily printed, and your
browser’s Print dialog box opens. Click Back in the SEDI screen (NOT on
the browser) to return to SEDI.

The transaction has been amended.
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7. Indicate whether or not you want to amend another transaction:
O Click Yes and indicate if you want to amend another transaction for either:

* The same issuer and return to the Amend or delete insider report — View
search results screen

» A different issuer and return to the Amend or delete insider report — Select
issuer screen

U Click No to return to the Introduction to insider report activities (Form 55-
102F2) screen.

Amendments to reports are normally publicly available on SEDI within five minutes after
filing.

Delete report

From the Amend or delete insider report - View search results screen, you can choose to
delete an insider report. For information about the Amend or delete insider report - View
search results screen, see page 124.

1. Click Delete report.

You should only delete a report in very specific circumstances. It is
strongly recommended that you amend a report instead of deleting it. All
® deleted reports are reviewed by securities regulatory authorities.

SCREEN: Delete insider report - Final review

Delete insider report - Final review

Transaction Number 858151

Securnity designation Bonds

Opening balance of securities held 1250

Filing date 2008-08-26

Date of transaction 2008-08-24

Nature of transaction 11 - Acquisition or disposition carred out privately

Number or value of secunties acquired 1500

Unit price or exercise price Currency Canadian Dollar
Clasing balance of securities held 2750

General remarks (i necessary to describe the transaction)

Private remarks to securities requlatory authorities

[ Delete ” Cancel deletion
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2. Click Delete.

OPTION

To cancel the deletion, click
Cancel deletion to return to
the introduction to insider
report activities screen.

SCREEN: Dialog box

Windows Internet Explorer E|
\g/ Certification

I, as an insider filing this information, certify, or I, as an agent filing this information on behalf of
an insider, certify to the best of my knowledge, information and belief, that the information is true
and complete in every respect.

Warning:

A certification made by an agent on behalf of an insider is based on the agent's best knowledge,
information and belief, but the insider is still responsible for ensuring that the information filed by
an agent is true and complete. It is an offence to submit information that, in a material respect and
at the time and in the light of the circumstances in which it is submitted, is misleading or untrue.

Click "OK' to Accept
Click 'Cancel' to Dedline

| ok || cance

OPTION

3. Review the certification information carefully.
To decline the certification, click

4. Click OK. Cancel to close the Certification
dialog box and return to the
Delete insider report - Final
review screen.

SCREEN: Delete insider report - Completed

Delete insider report - Completed

The insider report has been deleted.

Amend or delete another report? @& Same issuer
O Different issuer
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The transaction has been amended.
5. Indicate whether or not you want to amend or delete another report:
O Click Yes and indicate if you want to amend or delete another report for either:

* The same issuer and return to the Amend or delete insider report — View
search results screen

» A different issuer and return to the Amend or delete insider report — Select
issuer screen

O Click No to return to the Introduction to insider report activities (Form 55-
102F2) screen.

Deleted reports are normally removed from SEDI within five minutes.
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Amending a Paper-filed Report

Amending a paper-filed report is essentially the same as filing a new report, because you
are entering new information into SEDI. The transaction will be marked “AP” in the public
reports to indicate that it was an amendment to a paper-filed report.

Because amendments to paper filings affect information that was not filed in SEDI, the
amendments do not affect the balances that SEDI calculates. To update the balance in
SEDI, you must update the opening balance in your initial SEDI report. For more infor-
mation about how balances are calculated, see Appendix 1: Balances on page 185.

To amend a paper-filed insider report:

1. Click Insider report in the top right navigation bar.

SCREEN: Introduction to insider report activities (Form 55-102F2)

rangais | B) Insider home page | B Logout | Contactus | @ Help | April 3, 2003

Insider profile Insider report Your user information

“\ ‘ Insider: Doe.]

File insider
port - - - . wpm
— Introduction to insider report activities

neder . (Form 55-102F2)

transaction

2. Click Amend insider transaction in the left navigation bar.
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SCREEN: Amend insider transaction

Amend insider transaction

Insider Reports filed in paper are not stored in SEDI. To Amend Paper Filing

amend an insider report that was filed in paper, click Amend
paper filing to enter the transaction information.

Select an issuer from the insider profile.

List of issuers from the ABC Company Inc.
insider profile

Enter the date range for the transaction or check Show all
transactions to view all transactions filed for the issuer.

Starting on | Select One | |Select One =| [YYYY

Ending on | April =3 ~| 2003
or

Show all r

transactions

Search | Resetl

3. Click Amend Paper Filing.

SCREEN: Amend insider transaction - Select issuer

Amend insider transaction - Select
issuer

Select one of the following options.:

Option 1 Sefect an issuer from the insider profile.
List of

S Amend insider transaction
issuers

from the
insider
profile

If the issuer does not appear in the list, follow Option 3..

Option 2 Select this option if you want to see an issuer event report
before filing an insider report.
Uist of ABC Company Inc. View issuer event reports
Issuers
from the
insider
profile

If the issuer does not appear in the list, follow Option 3.

Option 3 Add an issuer or amend issuer information in the insider profife
prior to filing an insider report.

Add issuer or amend issuer information
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4. Click an issuer to select it in the List of issuers from the insider profile.

OPTIONS

View Issuer Event Reports
To view issuer event reports before amending the insider report:
1.Select an issuer in the second list box and then click View issuer event reports.
SCREEN: File insider report - Select issuer event report
2.Click the radio button beside a report and then click View Report.
SCREEN: Amend insider transaction - View issuer event report information
3.Click View another report to return to the File insider report - Select issuer event report
screen, or click Viewing completed to return to the Amend insider transaction - Select
issuer screen.

Add Issuer or Amend Issuer Information

To add an issuer to the insider profile, or to amend issuer information in the insider profile, click
Add issuer or amend issuer information to move to the Amend insider information screen.
For information about amending insider information, see Amending an Insider Profile on page
47. After amending the insider profile, click Next to return to the Amend insider transaction -
Select issuer screen.

5. Click Amend insider transaction.

SCREEN: Amend insider transaction - Review issuer information
6. Review the issuer information and ensure that it is correct.
7. Click Next.

OPTION

If the issuer information from the insider profile is incorrect, click Amend to move to the Amend
insider information screen. For information about amending insider information, see Amending
an Insider Profile on page 47. After amending the insider profile, click Next to return to the
Amend insider transaction - Select issuer screen
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SCREEN: Amend insider transaction - View new issuer event reports

Amend insider transaction - View new
issuer event reports

Issuer event type Amalgamation, Merger or Reorganization
Effective date 2003-04-01
Issuer event title ABC Company Inc. (ABC) merger with XYZ

Company Inc. (XYZ)/Fusion de la Compagnie
ABC Inc. (ABC) avec la Compagnie XYZ (XYZ)
Issuer event details ABC merged with X¥YZ on April 1, 2003 to
form DEF Company Inc . Each common share
of ABC will be exchanged for 1 common share
of DEF Company Inc. See ABC's March 31,
2003 press release on its web site at
www.ABC.com for details. / Le 1 avril 2003,
ABC a fusionné avec XYZ pour créer la
Compagnie DEF Inc. Chaque action ordinaire
de ABC sera échangée pour une action
ordinaire de la Compagnie DEF. Pour plus de
renseignements, consulter le communiqué de
presse de ABC sur son site a www.ABC.com.

T To see this issuer event report the next time you file an insider report for
this issuer, check this box.

To view all of the issuer event
reports for this issuer, click View all issuer events
View all issuer event reports.

8. View any new issuer event reports, and then click Next.

OPTION

To view more event reports from the issuer:
1.Click View all issuer events.
SCREEN: File insider report - Select issuer event report
2.Click the radio button beside a report and then click View Report.
SCREEN: Amend insider transaction - View issuer event report information
3.Click View another report to return to the File insider report - Select issuer event report
screen, or click Viewing completed to move to the Amend insider transaction - Select secu-
rity designation screen.
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SCREEN: Amend insider transaction - Select security designation

Amend insider transaction - Select security
designation

Sefect a security designation from the list below:

Outstanding securities

Sl—!(_'lllil.',‘ designation Underlying security designation
& Common Shares
© Preferred Shares Series 14

Next|

The archived security list contains those securities that are no longer outstanding for this
issuer and those securities that may no longer be issued. If the security designation is
not available in the list above, select a security designation from the list below:

Archived security designation

|Se|e|::t One j Select archived security designation

If the security designation is not available in the lists above, select a security designation
from the list befow:

Insider-defined security
[select One =] Select insider-defined security designation

If the security designation is not available from any of the lists above, select a security
category and click Add security designation.

Security Category
|Selel::t One ;I Add security designation |

9. Click the radio button beside the security about which you want to file an amend-
ment in the Outstanding securities list.

I . . . . .
~~{  For information about security designations and how balances are

@ calculated in SEDI, see Appendix 1: Balances on page 185.
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OPTION

If the security that you want to file a report about is not listed in the Outstanding securities list,
select it from the Archived security designation list.

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.

If the security is not in the Outstanding securities or Archived security designation list because it
is a third party derivative, select it from the Insider-defined security list, or follow these steps
to add an insider-defined security:
1.Use the drop-down list box to select a security in the Security Category field, click Add
security designation, and then click OK in the dialog box.
SCREEN: Amend insider transaction - Add security designation
2.Select a security name in the Security name list box, provide an Additional description if
necessary, and then click Next.
This adds the security designation to your list of Insider-defined securities.
SCREEN: Amend insider transaction - Select security designation screen.
3.Use the drop-down list box to select the security in the Insider-defined security field, and
then click Select insider-defined security designation.

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. For more information, see Appendix 1: Balances on page 185

10. Click Next.

SCREEN: Amend insider transaction - Select ownership type

Amend insider transaction - Select
ownership type

Sefect an ownership type.

Ownership type |Direct Ownership L]

If the ownership type is indirect ownership or the ownership type is control or
direction, select a registered holder from the list below:

Registered holder |Select One j

If the registered holder is
not in the list, click Add Add registered holder |

registered holder.
Next
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11. Use the drop-down list box to specify an Ownership type for the selected secu-
rity. Choose from:

U Direct Ownership — Indicates that you hold the security directly. For example,
you hold the securities in an account with your broker, but the account is in
your name.

U Indirect Ownership — Indicates that you hold the security indirectly. For exam-
ple, you beneficially own common shares in X Co. but the registered owner is
another entity, such as a holding company that you own.

O Control or Direction — Indicates that you have control or direction over a secu-
rity. You have control or direction if, directly or indirectly, you have or share vot-
ing power or investment power through any contract, arrangement,
understanding or relationship. For example, you may have been granted
authority to vote or to trade securities owned by family members, friends, or
associates.

12.1f the Ownership type is Indirect Ownership or Control or Direction, select a regis-
tered holder from the Registered holder list box.

OPTION

If the desired registered holder does not appear in the list, click Add registered holder to open
the Amend insider transaction - Add registered holders screen.

Registered holders appear in Master and Local lists. The Master list contains all registered
holders that you have saved, and the Local list contains all registered holders that you have
added to the current issuer. Until you have added a registered holder to your Master or Local
list, neither list will appear on the screen.

To add a registered holder to your Master and Local lists, enter the holder name in the
Registered holder field, and then click Add registered holder. The Amend insider report - Add
registered holders screen re-opens, the registered holder is added to your Master and Local
lists, and both lists are displayed on the screen.

To copy a registered holder from the Master list to the Local list, click the registered holder in the
Master list of registered holders, and then click Select from master list.

To remove a registered holder from the Local list, click the radio button beside the registered
holder and click Remove. Click Confirm removal on the Create insider profile - Confirm
removal screen. Note: If an insider report has been filed about a security held by a registered
holder, you cannot remove that registered holder. In addition, you cannot remove a registered
holder from the Master list.

To return to the Amend insider transaction - Select ownership type screen, click Next.

13.Click Next.
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SCREEN: Amend insider transaction - Enter transaction information

Amend insider transaction - Enter transaction
information

Security designation Common Shares
Date of transaction |March j |20 j ‘2003

Nature of

transaction [10 - Acquisition or disposition in the public market

Number

or value of
Number or value of P
i : 600 or securities
securities acquired

disposed
of

Unit price or 1175 ™ Not Applicable Currency Canadian Dollar 'I

exercise price

General remarks (if
necessary to describe the
transaction)

Private remarks to
securities regulatory
authorities

Next

14.Use the drop-down list boxes to enter a month and day in the Date of transaction

fields. Enter a 4-digit year.

15. Select a Nature of transaction code from the drop-down list box.

\‘Q:j’ For information about nature of transaction codes, see Appendix 3:

Nature of Transaction Codes on page 200.

16. Type a value in either the Number or value of securities acquired, or Number

or value of securities disposed of fields.

.1, Donotenteravalue in both of these fields.
If you have specified a derivative as the security, additional fields appear
in which you enter the value of underlying securities acquired or disposed
of.

For information about filing trades on derivatives, click Guidelines on
derivatives.
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17.Enter a Unit price or exercise price and use the drop-down list box to choose a
Currency — The Canadian dollar (CAD) is the default value. If the currency does
not appear in the list, convert it to CAD.

OR
Click the Not Applicable check box.
18. Enter any remarks you want to make public in the General remarks field.

This is an optional field. Only enter information in this field if it adds necessary
information about the transaction.

19. Enter any private comments in the Private remarks to securities regulatory
authorities field.

This is an optional field. These remarks will only be accessible by your securities
regulatory authority.

20.Click Next.
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SCREEN: Amend insider transaction - File transaction information

Amend insider transaction - File
transaction information

Security designation Common Shares

Opening balance of (8]

securities held

Date of transaction 2003-03-20

Mature of transaction 10 - Acquisition or disposition in the public
market

NMumber or value of 600

securities acquired

Unit price or exercise price 11.75 Currency Canadian Dollar

If the closing balance of the securities or contracts is incorrect, enter the
correct balance in the Insider’s calculated balance. If you provide a balance
here, a securities regulatory authority may ask you to reconcife your cfosing
balance numbers.

Closing balance of 600 Insider's |
securities held calculated
balance

General remarks (ir
necessary to describe the
transaction)

Private remarks to
securities regulatory
authorities

To edit this information . -

r Edit Edit hold Edit detail
click the appropriate il S s siviiond
button.

To print this Printer friendly version

information, click Printer
friendly version.

File| cancel |

21.Ensure that the details of your amendment are complete and accurate.

If you disagree with the balance calculated by SEDI, enter a balance in
the Insider’s calculated balance field. Only provide a balance for
transactions you have filed in SEDI. The Insider’s calculated balance
does not override the SEDI balance. Staff from your securities regulatory
authority will contact you to resolve the discrepancy.

\\If/

For information about how balances are calculated, see Appendix 1:
Balances on page 185.
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22.Click File.

OPTIONS

Edit Security
To edit information about the security, click Edit security to return to the Amend insider transac-
tion - Select security designation screen.

Edit Holder
To edit information about the holder, click Edit holder to return to the Amend insider transaction
- Select ownership type screen.

Edit Transaction
To edit transaction details, click Edit details to return to the Amend insider transaction - Enter
transaction details screen.

Print

To print the details about the amendment, click Printer friendly version. SEDI displays the
amendment in a format that is easily printed, and your browser’s Print dialog box opens. Click
Back in the SEDI screen (NOT on the browser) to return to SEDI.

Cancel
To cancel your amendment, click Cancel, and then click OK in the dialog box. Your amendment
is not filed, and you return to the Amend insider transaction - Select issuer screen.
SCREEN: Certification
23.Review the certification information carefully.

24.Click Accept. OPTION

To print the amended insider transaction with a date and 10 decline the Certification,

Y time stamp, click the check box provided. SEDI displays ~ Click Decline. You return to
the amendment in a format that is easily printed, and the Amend insider report -
your browser’s Print dialog box opens. Click Back in the ~ Fil€ transaction information
SEDI screen (NOT on the browser) to return to SEDI. e
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SCREEN: Amend insider transaction - Completed

Warning: Balances may be impacted by amending a paper filing.
Review initial SEDI report (if any) and amend balance if necessary.

Amend insider transaction - Completed

The transaction has been reported.

Reported transactions for this session.

Security Registered Opening Date of Nature of il\lumezr Closing
designation holder Balance transaction|transactionor value |Balance
'a cquired
-10I'
1disposecl
1c;f
10 -
Common Acquisition
or
Shares 0 3803'03' disposition 600 600
in the
public
market
Are you finished with this insider
repo):'t? E’ ﬁ,
To print this information, click Printer friendly version

Printer friendly version.

*Note: Ensure your printer is set
to print in landscape format

25.

Indicate whether you are finished amending transactions:

O Click Yes to finish amending the transaction and return to the Introduction to

insider report activities screen.

O Click No to amend the transaction and move to the Amend insider transaction
- Select a report option screen. For more information, see Amending Multiple-

trade Reports on page 146.
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Amending Multiple-trade Reports

When you are amending more than one transaction, SEDI allows you to add additional
amendments for the same issuer to a single report.

You can only amend another transaction on the same report if it involves
' the same issuer.

[ ] . . .
If the amendment involves a different issuer, you must amend the report

from the beginning on the Amend insider transaction screen.

To amend another transaction, click No when asked if you are finished amending the
insider transaction (on the Amend insider transaction - Completed screen).

SCREEN: Amend insider transaction - Select a transaction option

Amend insider transaction - Select a
report option

Select one of the following options:

Option 1 Add a transaction for Same security & holder
the same security
designation and
registered holder.

Option 2 Add a transaction for Same security & different holder
the same security
designation and a
different registered
holder.

Option 3 Add a transaction for Different security
a different security
designation.

Select one of the following options:
U Option 1 — Same security & holder

Select this option to file an amendment about the same security and registered
holder as the last report. This option moves you to the Amend insider transaction -
Enter transaction information screen. From this screen, continue to file your report
as described in Amending an Insider Report on page 122.
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U Option 2 — Same security & different holder

Select this option to file an amendment about the same security but a different
registered holder. This option moves you to the Amend insider transaction - Select
ownership type screen. From this screen, continue to file your report as described
in Amending an Insider Report on page 122.

U Option 3 — Different security

Select this option to file an amendment about a different security. This option
moves you to the Amend insider transaction - Select security designation screen.
From this screen, continue to file your report as described in Amending an Insider
Report on page 122.
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Filing and Amending Issuer
Event Reports

As an issuer or an agent of an issuer, you must file issuer event reports in SEDI. These
reports are displayed to insiders and agents for insiders when they file insider reports,
and are also available to the public. Event reports include issuer events such as stock
splits and consolidations, and aid insiders by providing them with accurate and current

information about the issuer.

This chapter contains the following sections:
Q Filing an Issuer Event Report
O Viewing an Issuer Event Report
O Amending an Issuer Event Report

You are only required to file reports about events that affect all securities
' held by your insiders in the same manner.

® If the event does not affect all insider holdings (e.g., a rights offering or a

normal course issuer bid), do not file a report in SEDI.
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Filing an Issuer Event Report

To file an issuer event report:

U You must have an issuer or agent account — For more information, see Creating a
SEDI User Account on page 15.

U You must be logged in with a valid SEDI user ID and password, and you must
have entered the correct issuer access key — For more information, see Logging
In and Out on page 24, and Using Issuer Accounts on page 67.

O Your SEDI account must be activated.

If you are an agent, choose an issuer from your Issuer list and enter the
correct issuer access key. For more information, see Performing Issuer
® Activities on page 99.

Before you begin, gather the following information:

U Event type — Determine which of the following event types describes the event:
* Amalgamation, Merger or Reorganization
» Conversion (issuer initiated)
* Reclassification
* Redesignation
* Spin-off
» Stock Consolidation
» Stock Dividend
» Stock Split
» Other Issuer Event

U Effective date — Date at which the issuer event is effective

O Descriptive title — A title that other SEDI users will see when reports are listed.
Ensure that the title accurately distinguishes the event.

U Public details — Details about the event that will be publicly available
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U Private remarks — Private remarks about the event that will only be accessible by
staff of the security regulatory authority, if any.

inactive for more than 20 minutes. Any information that you have entered
® Dbut not filed is deleted when you are logged out.

' For security purposes, you will be logged out of SEDI if you leave it
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When you file an issuer event report, you navigate through the following screens:
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To file an issuer event report:

1. Click Issuer event report in the top right navigation bar.

SCREEN: Introduction to issuer event report activities (Form 55-102F4)

rancais B Issuerhomepage | B Logout | Contact us

——— » Issuer profile supplement Issuer event report  Your user information
_"‘ ‘ Issuer: ABC Company Inc

View issuer
event

report Introduction to issuer event report

File issuer = =g
s activities (Form 55-102F4)
report
Amend
issuer
event ; i st i
i + view the issuer event report by clicking View issuer event

.y

« file an issuer event report by clicking File issuer event report

+ amend an issuer event report by clicking Amend issuer event
report

With issuer event report activities, you can:

2. Click File issuer event report in the left navigation bar.

Al . o o .
g To view guidelines about reporting issuer events, click Issuer event
@ reporting guidelines.

SCREEN: File issuer event report - Form 55-102F4

File issuer event report - Form 55-
102F4

An issuer event is an event that affects alf holdings of a class of securities of
an issuer in the same manner, on a per share basis. For example, the
following items are not issuer events: rights offerings, normal course issuer
bids, redemptions of debentures, expiry of warrants and private placements.

Select an issuer event type from the list befow:

Issuer event type [Stuck Split j

e

3. Use the drop-down list box to select an Issuer event type.

4. Click Next.
W For your reference, issuer event reports that have already been filed are
@ listed on the bottom of this screen under Previous issuer event reports.
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SCREEN: File issuer event report - Enter and file information

File issuer event report - Enter and file

information
Issuer event type Stock Split
Effective date | April =l =] [2003

Provide a descriptive titie to distinguish this event from others of a similar
type. Provide this titie in both English and French if appropriate.

Issuer event title ]Stock Split on Special Shares / Division des Actions spéciales

Describe the issuer event including detaifs such as affected classes of
securities, resulting classes of securities, conversion or exchange ratios and
any rounding considerations. Provide these details in both English and
French if appropriate.

Issuer event On April 1, 2003, ABC Company Inc. =1
announced the

detalls split of its special shares ata 21 ratio. f

Le 1 avril 2003, La

Compagnie ABC Inc. a annoncé la

divizion de ses actions spéciales a

ralson de 2 contre 1

Private remarks to
securities
regulatory
authorities =

&] Cancel I

o

5. Use the drop-down list boxes to enter a month and day in the Effective date
fields. Enter a 4-digit year.

6. Enter a descriptive title in the Issuer event title field.

Enter details about the event that you want made public in the Issuer event
details field.

' Information that you enter in the Issuer event details field will not be
translated. Enter information in English and French if appropriate.
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8. Enter private remarks about the event in the Private remarks to securities regu-
latory authorities field.

This is an optional field. These remarks will only be accessible by securities regu-
latory authorities.

9. Click File, and then click OK in the dialog box.
OPTION

SCREEN: File issuer event report - Completed
To cancel the issuer event
report, click Cancel on the
File issuer event report -
Enter and file information
screen, and then click OK in
the dialog box. The report is
not filed, and you return to a
blank File issuer event report
- Form 55-102F4 screen.
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Viewing an Issuer Event Report

To view an issuer event report:

U You must have an issuer or agent account — For more information, see Creating a
SEDI User Account on page 15.

O You must be logged in with a valid SEDI user ID and password, and you must
have entered the correct issuer access key — For more information, see Logging
In and Out on page 24, and Using Issuer Accounts on page 67.

O Your SEDI account must be activated.

correct issuer access key. For more information, see Performing Issuer

' If you are an agent, choose an issuer from your Issuer list and enter the
Activities on page 99.

You can also view issuer events in the publicly available reports. For more
information, see Viewing Issuer Information on page 177.

To view the details of an issuer event report:

1. Click Issuer event report in the top right navigation bar.

Introduction to issuer event report activities (Form 55-102F4)

rangais | B Issuerhomepage | B Logout | Contactus

= » Issuer profile supplement Issuer event report  Your user information
j“l ‘ Issuer: ABC Company Inc

View issuer

event = -
L repoit___ Introduction to issuer event report

e activities (Form 55-102F4)

report

Amend With issuer event report activities, you can:

issuer

event « view the issuer event report by clicking View issuer event

report
.y o
« file an issuer event report by clicking File issuer event report
+ amend an issuer event report by clicking Amend issuer event
report

2. Click View issuer event report in the left navigation bar.

155



SCREEN: View issuer event report

View issuer event report

Sefect an issuer event report from the list befow:

Effe(:tive date|Filing date |Issur.—\_r event Issuer event Filed by
type title

Stock Split on
Special
Shares [/
Division des
Actions
spéciales
Stock
Consolidation
on Special
Shares [/ JIOMNMESOO1L
Regroupement

des Actions

spéciales

ABC Company

Inc. (ABC)

merger with

XYZ Company

Inc.

(XYZ)/Fusion 110NESO0O01
de la

Compagnie

ABC Inc.

(ABC) avec la

Compagnie

XYZ (XYZ)

© 2003-04-01 2003-04-02 Stock Split JIJONESOOL1L

Stock

& 2003-04-01 2003-04-02 Consolidation

Amalgamation,
© 2003-04-01 2003-04-02 Merger or
Reorganization

MNext

3. Click the radio button beside the report that you want to view. Issuer event reports
are listed by Effective date.

4. Click Next.
SCREEN: View issuer event report - View information

To print the details about the event, click Printer friendly version. SEDI
displays the details in a format that is easily printed, and your browser
Print dialog box opens. Click Back in the SEDI screen (NOT on the
browser) to return to SEDI.

\\If/
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Amending an Issuer Event Report

To amend an issuer event report:

U You must have an issuer or agent account — For more information, see Creating a
SEDI User Account on page 15.

O You must be logged in with a valid SEDI user ID and password, and you must
have entered the correct issuer access key — For more information, see Logging
In and Out on page 24, and Using Issuer Accounts on page 67.

O Your SEDI account must be activated.

If you are an agent, choose an issuer from your Issuer list and enter the
correct issuer access key. For more information, see Performing Issuer
® Activities on page 99.

To amend the details of an issuer event report:

1. Click Issuer event report in the top right navigation bar.

SCREEN: Introduction to issuer event report activities (Form 55-102F4)

rangais | B Issuerhomepage | B Logout | Contactus

-~ » Issuer profile supplement Issuer event report  Your user information
j“ ‘ Issuer: ABC Company Inc
View issuer
event = -
report Introduction to issuer event report
File issuer = mg =
il activities (Form 55-102F4)
report
Amend With issuer event report activities, you can:
issuer
fe"e"l:: + view the issuer event report by clicking View issuer event
-
« file an issuer event report by clicking File issuer event report
+ amend an issuer event report by clicking Amend issuer event
report

2. Click Amend issuer event report in the left navigation bar.
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SCREEN: Amend issuer event report

. Effective date|Filing date

© 2003-04-01 2003-04-02

& 2003-04-01 2003-04-02

© 2003-04-01 2003-04-02

[Issuer event

!t'yp-.'—\.

Stock Split

Stock
Consolidation

Amalgamation,
Merger or
Reorganization

Amend issuer event report

Sefect an issuer event report from the list befow:

Issuer event
title

Stock Split on
Special
Shares [/
Division des
Actions
spéciales
Stock
Consolidation
on Special
Shares /
Regroupement
des Actions
spéciales

ABC Company
Inc. (ABC)
merger with
X¥YZ Company
Inc.
(XYZ)/Fusion
de la
Compagnie
ABC Inc.
(ABC) avec la
Compagnie
XYZ (XYZ)

Filed by

JIJONESOOL1L

JIOMNESOO1L

JIOMNESOO1L

3. Click the radio button beside the report that you want to amend. Issuer event

reports are listed by Effective date.

4. Click Next.
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SCREEN: Amend issuer event report - Amend and file information

Amend issuer event report - Amend and

file information
Issuer event type IStDck Consolidation El

Effective date [April =l |2 =] [2003

Provide a descriptive titie to distinguish this event from others of a similar
type. Provide this title in both English and French if appropriate.

Issuer event title |St|:|ck Consolidation on Special Shares / Regroupement des Action

Describe the issuer event including detaifs such as affected classes of
securities, resulting classes of securities, conversion or exchange ratios and
any rounding considerations. Provide these details in both English and French
if appropriate.

Issuer event details [onapril 2, 2003, ABC Company Inc =1
announced the

consolidation of its special shares ata

1:2. fLe 2 avril

2003, la Compagnie ABC Inc. a annoncé

le regroupement de ses actions

spéciales a raison de 1 contre 2

| -

Private remarks to =

securities
regulatory

=

authorities
Filsl Cancel |

5. Enter the new information in the fields.

6. Click File, and then click OK in the dialog box. OPTION
SCREEN: Amend issuer event report - Completed To cancel the amendment,
click Cancel on the Amend
Your issuer event report has been amended. issuer event report - Amend

and file information screen,
and then click OK in the dia-
log box. The report is not
amended, and you return to a
blank Amend issuer event
report screen.
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Viewing Public Reports

Some of the information filed in SEDI is publicly accessible. You do not need a SEDI user
ID and password to view summary reports, insider information, or issuer information.
When viewing summary reports, you can also view individual reports filed in SEDI.
This chapter contains the following sections:

O Viewing Summary Reports

O Viewing Insider Information

Q Viewing Issuer Information

Az, You cannot view public reports while you are logged in with a SEDI user

ID and password. To view public reports, log out and then click Access
public filings in the top right navigation bar.
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Viewing Summary Reports

Four summary reports are available to the public:

U Insider transaction detail

O Issuer event history

U Insider information by issuer

0 Weekly summary
Insider transaction detail, insider information by issuer, and weekly summary reports are
based on information filed by insiders. Issuer event history reports are based on informa-
tion filed by issuers. Because information filed by insiders is easily available in the sys-

tem within a few minutes, reports generated by SEDI are much more convenient and
current than those based on conventional paper filing.

Viewing Insider Transaction Detail Reports

Insider transaction detail reports display details about transactions that have been filed
by insiders. These reports provide many more search filters that allow you to customize
your search. For example, you can search for a specific insider, or for all insiders of a
specific issuer. You can even search by a specific security or issuer industry.

To view an insider transaction detail report:

SCREEN: Welcome to SEDI

rancais | E Login | Contactus | @ Help | April 3, 2003

[ ¢ ‘i Register as a SEDI user Access public filings
\ “
- -

Welcome to SEDI

1. Click Access public filings in the top right navigation bar.
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SCREEN: Introduction to access public filings activities

OO0 Francais | [ Login | Contactus | B Help | April 3, 2003
I“ A Register as a SEDI user Access public filings
e
View Introduction to access public filings
insider - mg=
information a@ctivities
View issuer

|_information  ynsider information
View
ZULba bl To view profiles of insiders (directors, senior officers and significant
reports shareholders) that have filed insider reports in SEDI, click View insider

information . Insiders that do not own or trade in securities of the issuer with
whom they have a relationship need not file insider reports or profiles.

2. Click View summary reports in the left navigation bar.

SCREEN: View summary reports

Please select a report to run from the list of available reports below.

Report titles Description
@ Insider transaction Active insider transactions special filters
detail available to narrow results as desired.

¢ Issuer event history The system will provide a list and
description of issuer events matching the
search criteria.

¢ Insider information The system will provide a list of all insiders

by issuer related to a specified issuer, results

presented may include just a listing of the
insiders name or may also include a
summary of the insider's holding by class of
security.

C Weekly summary Generated weekly summary of transactions

Next

3. Click the radio button beside Insider transaction detail.
4. Click Next.

SCREEN: Insider transaction detail - Enter Search criteria
5. Enter the criteria by which you want to search for insider transactions:

If you are searching for reports by issuer, and you want the results to be sorted by
security designation, click the Security designation radio button beside Trans-
actions sorted by. Insider is selected by default.
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In the Identify insider or issuer field, use the drop-down list box to choose
Insider family name, Insider company name, or Issuer name.

\\If/

9

AND/OR

If you select Insider family name, a field appears in which you can enter
the insider’s given name.

When searching, use the drop-down list box beside the field to further
define your search parameters. Choose from:
» Starts with — Searches for items that begin with your entry in the field
» Exact match — Searches for items that exactly match your entry in the
field

Under Identify date range, use the drop-down list boxes and fields to enter a
date range within which the transaction occurred.

\\If/

9

You can also search by a specific security or issuer industry classification.

To search by a security, click the check box beside the security’s name.
To include all securities within a security category in your search criteria,
either leave all check boxes unchecked or click Select all. To deselect a
security after selecting them all, click the check box beside the security.

To search by an issuer industry classification, click the industry in the
Issuer industry classification field.

6. Click Search.

SCREEN: Insider transaction detail - Select insider
7. To view the transaction for a specific insider, click View beside the insider in the

list.

If the transaction that you want to view does not appear in the list of
transaction reports, click Refine Search Criteria to return to the Insider
transaction detail - Enter search criteria screen.

If you searched by issuer, click View beside the issuer in the list.
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SCREEN: Insider transaction detail - View details for insider

The transactions displayed are sorted by security designation, registered holder, and
then date of transaction.

.1,. Inthereport, reports about the same transaction are differentiated using
&

" the following codes:

@ » O — Original transaction

* A — Amended transaction

» A" — Second amendment to transaction. Further amendments are
marked A", A, etc.

* AP — Amendment to paper filing

» AP’ — Second amendment to paper filing. Further amendments are
marked AP”, AP", etc.

OPTIONS

View Remarks
You can view reports with or without general remarks. Click Yes at the top of the report to toggle
the remarks on and off.

Download PDF

To download a PDF of the report, click Download PDF Report. The PDF opens in your
browser. Click Print on your browser to print the report, and click Back on your browser to
return to SEDI.

Refine Search
Click Refine Search Criteria to return to the Insider transaction detail - Enter search criteria
screen.

View Search Results
Click Return to Search Results to return to the Insider transaction detail - Select insider
screen.

Viewing Issuer Event History Reports

Issuer event history reports display issuer event reports that have been filed by issuers.
Event reports include issuer events, such as stock splits and consolidations, and aid
reporting insiders by providing them with accurate and current information about the
issuer.

164



To view an issuer event history report:

SCREEN: Welcome to SEDI

Francais | [ Login | Contact us |

‘i Register as a SEDI user Access public filings
\ v
e

Welcome to SEDI

1. Click Access public filings in the top right navigation bar.

SCREEN: Introduction to access public filings activities

Francais | B Login | Contact us |

‘1 Register as a SEDI user Access public filings
\ .
-

View Introduction to access public filings
eder ion activities
View issuer

|_information  ypsider information
View

summary

To view profiles of insiders (directors, senior officers and significant
reports shareholders) that have filed insider reports in SEDI, click View insider
information . Insiders that do not own or trade in securities of the issuer with

whom they have a relationship need not file insider reports or profiles.

2. Click View summary reports in the left navigation bar.

SCREEN: View summary reports

Please select a report to run from the list of available reports below.

Report titles Description
¢ Insider transaction Active insider transactions special filters
detail available to narrow results as desired.

@ Issuer event history The system will provide a list and
description of issuer events matching the
search criteria.

¢ Insider information The system will provide a list of all insiders

by issuer related to a specified issuer, results
presented may include just a listing of the
insiders name or may also include a
summary of the insider's holding by class of
security.

C Weekly summary Generated weekly summary of transactions

=

3. Click the radio button beside Issuer event history.

4. Click Next.
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SCREEN: Issuer

event history - Enter search criteria

5. Enter the criteria by which you want to search for issuer events:

Use the drop-down list boxes and fields provided to enter a Date range of filing.

Search results only include issuer events that were filed with the date range.

LY

o

To refine your search, you can:

» Enter an issuer name in the issuer name field. Use the drop-down list
box beside the field to further define your search parameters.

* Select a jurisdiction, principal regulator, or issuer event type. To
include all items within a category in your search criteria, either leave
all check boxes unchecked or click Select all. To deselect an item
after selecting all items in a category, click the check box beside the
item.

6. Click Search.

M,

SCREEN: Issuer

OPTIONS

If you used Issuer name as a search criteria on the Issuer event history -
Enter search criteria screen, the Issuer event history - Select issuer
screen opens.

To view the details for a particular issuer, click View beside the issuer in
the list.

If the issuer that you want to view does not appear in the list of issuer

event reports, click Refine Search Criteria to return to the Issuer event
history - Enter search criteria screen.

event history - View results

Download PDF

To download a PDF of the report, click Download PDF Report. The PDF opens in your
browser. Click Print on your browser to print the report, and click Back on your browser to

return to SEDI.

Refine Search

Click Refine Search Criteria to return to the Insider transaction detail - Enter search criteria

screen.
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Viewing Insider Information by Issuer Reports

Insider information by issuer reports display a list of all insiders related to a specific

issuer. This report provides the closing balances of all securities held by an insider for a
specific issuer.

To view an insider information by issuer report:

SCREEN: Welcome to SEDI

Frangais | B Login | Contactus | B Help | April 3, 2003

‘i Register as a SEDI user Access public filings
\ v
e

Welcome to SEDI

1. Click Access public filings in the top right navigation bar.

SCREEN: Introduction to access public filings activities

«E«Q+ Frangais | B Login | Contactus | B Help | April 3, 2003
I\ A Register as a SEDI user Access public filings
NN
View Introduction to access public filings
insider - mg=
information a@ctivities
View issuer

|_information  ynsider information
View
ZULba bl To view profiles of insiders (directors, senior officers and significant
reports shareholders) that have filed insider reports in SEDI, click View insider

information . Insiders that do not own or trade in securities of the issuer with
whom they have a relationship need not file insider reports or profiles.

2. Click View summary reports in the left navigation bar.
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SCREEN: View summary reports

Report titles

¢ Insider transaction
detail

¢ Issuer event history

& Insider information
by issuer

C Weekly summary

e

Please select a report to run from the list of available reports below.

Description

Active insider transactions special filters
available to narrow results as desired.

The system will provide a list and
description of issuer events matching the
search criteria.

The system will provide a list of all insiders
related to a specified issuer, results
presented may include just a listing of the
insiders name or may also include a
summary of the insider's holding by class of
security.

Generated weekly summary of transactions

3. Click the radio button beside Insider information by issuer.

4. Click Next.

SCREEN: Insider information by issuer - Enter search criteria

5. Enter the criteria by which you want to search for insiders:

a) Use the drop-down list box to select Issuer name or Issuer number.

b) Enter the issuer’'s name or SEDAR profile number in the field.

\\If/

When searching, use the drop-down list box beside the field to further

define your search parameters. Choose from:

» Starts with — Searches for items that begin with your entry in the field
» Exact match — Searches for items that exactly match your entry in the

field

When searching by issuer number, you can only select Exact match.

To further refine your search, specify a range of report dates as a search
criteria using the drop-down list arrows and fields. When you specify a
date range, the search results only include reports in which the last
transaction that the insider filed for the issuer occurred within the date

range.

6. Click Search.
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SCREEN: Insider Information by Issuer - Select Issuer

7. To view the details of an insider, click View beside the issuer in the list.

A1z, Ifthe issuer whose insider information you want to view does not appear
in the list of issuer reports, click Refine Search criteria to return to the
Insider information by issuer - Enter search criteria screen.

SCREEN: Insider Information by Issuer - View Results

OPTIONS

Download PDF

To download a PDF of the report, click Download PDF Report. The PDF opens in your
browser. Click Print on your browser to print the report, and click Back on your browser to
return to SEDI.

Refine Search
Click Refine Search Criteria to return to the Insider information by issuer - Enter search criteria
screen.

View Search Results

Click Return to Search Results to return to the Insider Information by Issuer - Select Issuer
screen.
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Viewing Weekly Summary Reports

Weekly summary reports display all transactions filed in SEDI in the last week. Weekly
reports are generated every Thursday at 4:00 p.m., and they are posted on the SEDI
web site overnight. Weekly summary reports for the last three weeks are posted on
SEDI. Weekly reports are sorted by:

O Insider — Lists all the trading activities by issuer for each insider within the speci-
fied period

O Class of security — Lists all the trading activities by issuer for each security (e.g.,
common shares, preferred shares, etc.) within the specified period

Because of the large volume of information contained in a weekly
summary report, these files are quite large and can take several minutes
to download. If you are interested in a particular insider or issuer, or if you
require information that is more than three weeks old, consider viewing an
insider transaction detail report. For more information, see Viewing
Insider Transaction Detail Reports on page 161.

\\If/

To view a weekly summary report:

SCREEN: Welcome to SEDI

Francais | [ Login | Contactus | @ Help | April 3, 2003

<E+D+
[ ¢ ‘I‘ Register as a SEDI user Access public filings
\ “

-

Welcome to SEDI

1. Click Access public filings in the top right navigation bar.
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SCREEN: Introduction to access public filings activities

Francais | @ Login | Contact us

[ ¢ ‘.‘ Register as a SEDI user Access public filings
\ 4V
-

View Introduction to access public filings
eder ion activities
View issuer
|_information  ypsider information
View
summary To view profiles of insiders (directors, senior officers and significant

reports shareholders) that have filed insider reports in SEDI, click View insider
information . Insiders that do not own or trade in securities of the issuer with

whom they have a relationship need not file insider reports or profiles.

2. Click View summary reports in the left navigation bar.

SCREEN: View summary reports

Please select a report to run from the list of available reports below.

Report titles Description
¢ Insider transaction Active insider transactions special filters
detail available to narrow results as desired.

¢ Issuer event history The system will provide a list and
description of issuer events matching the
search criteria.

¢ Insider information The system will provide a list of all insiders

by issuer related to a specified issuer, results

presented may include just a listing of the
insiders name or may also include a
summary of the insider's holding by class of
security.

& Weekly summary Generated weekly summary of transactions

W]

3. Click the radio button beside Weekly summary.

4. Click Next.

SCREEN: Weekly summary - Download a report

Weekly summary - Download a report

PDF  Weekly summary - Last week: Sorted by insider

PDF  Weekly summary - Last week: Sorted by class of security

PDF  Weekly summary - Two weeks ago: Sorted by insider

PDF  Weekly summary - Two weeks ago: Sorted by class of security
PDF  Weekly summary - Three weeks ago: Sorted by insider

PDF  Weekly summary - Three weeks ago: Sorted by class of security
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5. Click PDF beside the report, and then click OK in the dialog box to download the
desired report.

O/ These reports can be quite large, and downloading may take several

@ minutes.

In the report, reports about the same transaction are differentiated using
the following codes:

* O — Original transaction
* A — Amended transaction

* A’ — Second amendment to transaction. Further amendments are
marked A”, A", etc.

» AP — Amendment to paper filing

» AP’ — Second amendment to paper filing. Further amendments are
marked AP”, AP, etc.

The PDF report opens in your browser. Click Print on your browser to
print the report, and click Back on your browser to return to SEDI.
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Viewing Insider Information

Some of the information about insiders filed in SEDI is publicly available.

' Personal information, such as address and telephone number, is not
included in public reports.

To view insider information:

SCREEN: Welcome to SEDI

Frangais | B Login | Contactus | B Help | April 3, 2003

‘i Register as a SEDI user Access public filings
\ v
e

Welcome to SEDI

1. Click Access public filings in the top right navigation bar.

SCREEN: Introduction to access public filings activities

Frangais | B Login | Contactus | B Help | April 3, 2003

‘1 Register as a SEDI user Access public filings
\ .
-

View Introduction to access public filings
eder ion activities

View issuer
information

View

summary

Insider information

To view profiles of insiders (directors, senior officers and significant

reports shareholders) that have filed insider reports in SEDI, click View insider
information . Insiders that do not own or trade in securities of the issuer with

whom they have a relationship need not file insider reports or profiles.

2. Click View insider information in the left navigation bar.
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SCREEN: View insider information

Option

Option

Option

Option

View insider information
Select one of the following options:

Option 1 Search by entering the insider number.

Insider I
number

2 If this insider is an individual, search by entering the

insider name.

Insider family |Dne
name

Insider given
names

|Exact match ;[

IJDhn James IExact match E[

If this insider is a company, search by entering the insider
cormpany naime.

Insider

company | | Starts with =]

name

4 Search for aff insiders of an issuer by entering the issuer

number.
Issuer number |

5 Search for alf insiders of an issuer by entering the issuer

name.
Issuer name [ | Starts with =]
Search | Reset |

3. Search for the insider using one of the following options:

O Option 1 — Enter the insider number in the Insider number field. The insider
number is issued when the insider profile is created. For more information, see
Creating an Insider Profile on page 29.

U Option 2 — Enter the insider’s family and given names in the Insider family

and given name fields (if the insider is an individual).

O Option 3 — Enter the insider’'s company name in the Insider company name
field (if the insider is a company.)

0 Option 4 — Enter the SEDAR profile number of the issuer for which the insider
is an insider in the Issuer number field.

O Option 5 — Enter the name of the issuer for which the insider is an insider in the
Issuer name field.
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.1, When searching, use the drop-down list boxes beside the fields to further
(Y define your search parameters. Choose from:

« Starts with — Searches for items that begin with your entry in the field
» Contains — Searches for items that contain your entry in the field

» Exact match — Searches for items that exactly match your entry in the
field

4. Click Search.

\\If/

To clear all fields, click Reset.

SCREEN: View insider information - View search results

View insider information - View search
results

Legend: a- Previous insider name matched search criteria. Current insider
name displayed.

Insider full ider Issuer name Issuer
PR ) 1EE
Harsa (French)
& Doe, lohn 1DOE0D2 Toronto ABC Compagnie
James Company  ABC Inc.
Inc.

| Nextl New Search

5. Click the radio button beside the insider whose profile you want to view.
6. Click Next.

o1z, If the desired insider does not appear in the search results, click New

Search to return to the View insider information screen, and change or
refine your search.
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SCREEN: View insider profile

.1, Toprinta copy of the insider profile, click Printer friendly version. SEDI
~ F . . . . . .
displays the profile in a format that is easily printed, and your browser’s
Print dialog box opens. Click Back in the SEDI screen (NOT on the
browser) to return to SEDI.
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Viewing Issuer Information

Some information about issuers is publicly accessible through SEDI. This information is

filed on the System for Electronic Document Analysis and Retrieval (SEDAR) and in
SEDI.

' Some information filed about issuers is confidential, and is not included in
public reports.

To view issuer information:

SCREEN: Welcome to SEDI

Frangais | B Login | Contactus | B Help | April 3, 2003

‘i Register as a SEDI user Access public filings
\ v
e

Welcome to SEDI

1. Click Access public filings in the top right navigation bar.

SCREEN: Introduction to access public filings activities

Frangais | B Login | Contactus | E

‘1 Register as a SEDI user Access public filings
e
View Introduction to access public filings
insider - mg
information a@ctivities
View issuer
|_information  ypsider information
View
summary To view profiles of insiders (directors, senior officers and significant
reports shareholders) that have filed insider reports in SEDI, click View insider
information . Insiders that do not own or trade in securities of the issuer with
whom they have a relationship need not file insider reports or profiles.

2. Click View issuer information in the left navigation bar.
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SCREEN: Select issuer

3. Search for the issuer using one of the following options:

U Option 1 — Enter the SEDAR profile number in the Issuer number field.

O Option 2 — Enter the issuer’s name in the Issuer name field.

.1, When searching, use the drop-down list boxes beside the fields to further

" define your search parameters. Choose from:
@ * Starts with — Searches for items that begin with your entry in the field
 Contains — Searches for items that contain your entry in the field
» Exact match — Searches for items that exactly match your entry in the
field

4. Click Search.

M7,
To clear all fields, click Reset.

SCREEN: Select issuer - View search results

5. Click the radio button beside the issuer about which you want to view information.

6. Click Next.

Az, Ifthe desired issuer does not appear in the search results, click New
@ Search to return to the View insider information screen, and change or
refine your search.
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SCREEN: View issuer profile and supplement

Issuer: ABC Company Inc

Register as a SEDI user Access public filings

View View issuer profile and supplement
insider
information 1o5ar number 00019040
View 'é'btlile' Full legal name (English) ABC Company Inc.
e L_'" Full legal name (French) Compagnie ABC Inc.
g Industry classification Miscellaneous
ippler Jurisdiction(s) where reporting All Provinces
View issuer  issuer
f:::r‘l Stock symbol ABC
T Stock exchanges or markets Canada - TSE
security United States - NYSE
designation  previous Issuer No
View Head office
S“m“r:;ri' Department
& Address (street name and ;.0 1 gyite 1200, 3500 Yonge Street
number, etc.)
Line 2
Municipality (city, town, etc.) Toronto
Province, territory or state Ontario
Country Canada
Postal code or zip code M4N 2P8

Daytime telephone number
Fax number

Mailing address

Address (street name and

Line 1  Suite 1200, 3500 Yonge Street
number, etc.)
Line 2
Municipality (city, town, etc.) Toronto
Province, territory or state Ontario
Country Canada
Postal code or zip code M4N 2P8

Daytime telephone number
Fax number

To print this information, click

Printer friendly version |

Printer friendly version.

The left navigation bar expands to include the following options:

O View issuer profile and supplement

O View issuer event report

O View security designation

View issuer profile and supplement

Select this option to view the relevant sections of the issuer profile in SEDAR and sup-
plement from SEDI.

To print a copy of the issuer profile supplement, click Printer friendly
version. SEDI displays the issuer profile supplement in a format that is
easily printed, and your browser’s Print dialog box opens. Click Back in
the SEDI screen (NOT on the browser) to return to SEDI.

\\Iff
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View issuer event report

Select this option to view event reports filed by the issuer.

SCREEN: View issuer event report

View issuer event report

Select an issuer event report from the list belfow:

Effective date |Filing date Issuer event
type
= 2003-04-01 2003-04-02 Stock Split
c  2003-04-02 2003-04-02 Stocke

Consolidation

Amalgamation,
o 2003-04-01 2003-04-02 Merger or
Reorganization

Issuer event title

Stock Split on
Special Shares /
Division des
Actions spéciales
Stock
Consolidation on
Special Shares [/
Regroupement
des Actions
spéciales

ABC Company
Inc. (ABC)
merger with XYZ
Company Inc.f
Fusion de la
Compagnie ABC
Inc. (ABC) avec
la Compagnie
X¥Z Inc.

1. Click the radio button beside the event report that you want to view.

2. Click Next.

SCREEN: View issuer event report - View information

\.\III

To print a copy of the issuer event report, click Printer friendly version.

SEDI displays the issuer profile supplement in a format that is easily
printed, and your browser’s Print dialog box opens. Click Back in the

SEDI screen (NOT on the browser) to return to SEDI.
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View security designation

Select this option to view a list of Outstanding and Archived securities in the issuer profile
supplement.

SCREEN: View Security Designation

View security designation

For more information about a security listed below, select that security and
click Next.

Outstanding securities

Security designation Underlying security Filing date
designation

C Common Shares 2003-04-01
 Preferred Shares Series 2003-04-03
14

Archived securities

Security designation Underlying security Archive date
designation

C Options Common Shares 2003-04-01

Next

1. Click the radio button beside the security that you want to view.
2. Click Next.

SCREEN: View security designation - View details of security

To print the details about the security, click Printer friendly version.
SEDI displays the details in a format that is easily printed, and your

@ browser’s Print dialog box opens. Click Back in the SEDI screen (NOT on

the browser) to return to SEDI.
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Troubleshooting

This chapter contains commonly asked questions about using the SEDI web site.

For information about compliance with Canadian securities legislation, specific questions
about your insider reporting requirement, and help navigating in the system, see the
Canadian Securities Administrators (CSA) web site at www.csa-acvm.ca, or the web site
for the securities regulatory authority in your jurisdiction.

For technical support and password/access key problems, contact the CDS INC. help
desk at 1-800-219-5381. Service is available in English and French.

Question

Answer

How do | know if I've filed my report correctly?

SEDI will generate an error message if you
have performed an illegal action within the
system. If there are discrepancies in the infor-
mation that you submit, staff from the securi-
ties regulatory authority will contact you.

Does SEDI accept wildcard characters when
searching? What about AND or OR state-
ments? That is, can | search for two items at
once (a AND b), or one of two items (a OR b)
at once?

No, SEDI does not accept wildcard characters
or AND, OR statements. Search parameters
are defined for each search.

What happens if two users concurrently try to
file information for an issuer (or an insider)?

The second user trying to file will receive an
error message.

| clicked Back on my browser. What can | do?

Click in the navigation bar to re-try the opera-
tion. If you are unsuccessful, log out of SEDI,
and then log back in. If you cannot log out,
close your Internet browser, re-open it, and try
to log in. Any information that you have
entered but not certified or filed is deleted
when you log out.

My browser shows “page not available.” What
can | do?

Contact the CDS INC. help desk.

The system is very slow. What can | do?

Contact the CDS INC. help desk.

182



Question

Answer

My browser or computer crashed halfway
through filing. What can | do?

When your browser crashes, SEDI may lock
you out of the system for 20 minutes. If you
cannot log in after 20 minutes, contact the
CDS INC. help desk.

If you had not certified your report before the
crash, you will be required to enter the infor-
mation again.

If you are unable to complete your insider
report before your filing deadline because of a
technical problem, you may use the temporary
hardship exemption. File the report using the
paper insider report form, and write “TEMPO-
RARY HARDSHIP EXEMPTION FILING” at
the top of the form. Fax the paper form to your
securities regulatory authorities.

| made a mistake on a previous screen. What
can | do?

If you have submitted data to the server (using
a button such as Certify or File), you can edit
or amend the information. To check if your
data has been filed, view the public reports.

If you have not submitted data to the server,
click Cancel or Edit. If there is no Cancel but-
ton, click the link to return to your home page
(Agent home page, Insider home page, or
Issuer representative home page), and start
the task over.

Why can’t | log in to SEDI?

SEDI locks you out of the system for 20-30
minutes if:
* You have attempted to log in with an incor-
rect password three times in a row
* You closed your browser while logged in to
SEDI
After 20-30 minutes, you can log in with the
correct password.

Do passwords/access keys expire? When?

Passwords expire after 1 year + 90 days.
Access keys do not expire.

I've forgotten my password. What can | do?

Contact the CDS INC. help desk. Ensure that
you have the answer to the confidential ques-
tion you supplied when you created your
account.

How long does it take to activate my SEDI
account?

If you fax in Form 55-102F5 (Register as a
SEDI user), it normally takes approximately 24
hours to validate your account.
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Question

Answer

Do | need a SEDI account to view reports?

No. All members of the public can view
reports. Click Access public filings in the top
right navigation bar.

If my account has been deactivated or can-
celled, can | create a new one?

Yes.
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Appendix 1: Balances

When you file insider reports, SEDI calculates balances for each holding of securities
that you own. SEDI defines a holding as the combination of: issuer, security designation,
and registered holder.

The first time you file an insider report for a security, SEDI prompts you for an opening
balance for that holding. The next time you file a report for the same holding (i.e., match-
ing by issuer, security designation, registered holder), SEDI adds or subtracts your
acquisition or disposition accordingly. When you finish filing the insider report, SEDI dis-
plays the closing balance it has calculated for the security.

This appendix contains the following sections:
O Holdings
O Securities

U Balance Dates

Holdings

SEDI calculates a unique balance for each holding filed for the issuer. A holding is a
combination of the security designation and the registered holder.

Example

If you hold common shares of an issuer both directly and indirectly, you report both hold-
ings separately as follows:

Filing | Transaction | Security Ownership | Registered | Opening | Acquisition (+) | Balance
Date | Date Designation | Type Holder Balance | /Disposition (-)

Jan Jan 1 Common Direct N/A 0 +500 500

10 Shares

Jan Jan 1 Common Indirect RRSP 0 +200 200

10 Shares

SEDI recognizes that you have two distinct holdings and calculates a balance for each

one.
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Securities

To specify a security in SEDI, you select a security category and then specify a security
designation. The security designation includes a security name (selected from the drop-
down list box) and the additional description (if you have provided one). The options in

the Security name drop-down list box depend on the security category you have

selected.

The security categories and their associated security names are outlined in the following

table:

Security Category

Security Name?

Debt

Bonds

Commercial Paper
Convertible Debentures
Convertible Notes
Debentures

Medium Term notes
Notes

Other

Promissory Notes

Equity

American Depository Receipts
Common Shares

Convertible Preferred Shares
Exchangeable Shares
General Partnership Units
Instalment Receipts

Limited Partnership Units
Multiple Voting Shares
Non-Voting Shares

Other

Participation Units

Preferred Shares

Special Shares

Subordinate Voting Shares
Trust Units

Units

Issuer Derivatives

Options

Other

Rights

Special Warrants
Subscription Rights
Warrants
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Security Category Security Name?

Third Party Derivatives Equity Swap - Long Position

Equity Swap - Short Position

Exchange Traded Call Options

Exchange Traded Put Options

Forward Purchase

Forward Sale

Futures Contract - Long Position

Futures Contract - Short Position

OTC Calls (including Private Options to Purchase)
OTC Puts (including Private Options to Sell)
Other

a. If you select Other as the security name, SEDI displays the information you provide in
the Additional description field as the security designation.

SEDI also uses groups to identify securities and calculate their balances correctly. SEDI
divides security designations into the following groups:

O Outstanding securities

U Archived securities

U Insider-defined securities

Outstanding Securities

The Outstanding securities list is defined by the issuer. When the issuer creates an
issuer profile supplement, they provide a list of all securities held by their insiders. These
securities appear on the Outstanding securities list.

Archived Securities

The Archived security designation list is also defined by the issuer. If an issuer archives a
security, you can still file an insider report about it, and SEDI adds the balances accord-
ingly.

Insider-defined Securities

You may need to file an insider report about a security that is not defined in the issuer
profile supplement: for example, a third party derivative (call option) that is not issued by
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the issuer. In this case, the security is one that you have defined yourself, so it does not
appear in the Outstanding securities or Archived security designation lists.

securities or Archived security designation list, contact the issuer and
have them add the security to their issuer profile supplement. Do not

' If the security is issued by your issuer but is not on the Outstanding
@ L . .
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. When you file a report about an insider-defined
security, the security is not added to the issuer profile supplement, and SEDI does not
recognize the security as one defined by your issuer. Because SEDI considers the
insider-defined security to be unique, transactions filed for an insider-defined security do
NOT affect the balances that SEDI calculates for securities issued by your issuers, even
if the name of the security is the same.

If, after you have filed a report about an insider-defined security, the issuer adds that
security to the outstanding securities list, your SEDI balance will not be automatically
updated. In this case, you must manually correct it as follows: File another report for the
insider-defined security, but select Nature of transaction code 99 - Correction of informa-
tion, and report an equal and opposite transaction. See the following example.

Example

If you want to file a report for a grant from your issuer for 500 options that can be exer-
cised into common shares, and the option does not appear in the Outstanding securities
list, you need to add an insider-defined security in order to meet your filing requirement.

' You should only create an insider-defined security if the issuer cannot add
the security to the Outstanding securities list before your filing deadline.

Create the insider-defined security Options (Common Shares), and file your insider
report.

If the issuer then adds Options (Common Shares) to the Outstanding securities list and
you file a transaction against this security, SEDI will not add the balance of this transac-
tion to your first transaction. Because the transactions are filed for an insider-defined
security and an outstanding security, SEDI considers them different securities.
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To reconcile your SEDI balances, you must file two transactions:

1. First, file an equal and opposite transaction for the insider-defined security. When
you file, select Options (Common Shares) in your Insider-defined security list,
select Nature of transaction code 99 - Correction of information, and report that
you disposed of 500 options (common shares).

2. Second, file a report for the security in the Outstanding securities list. When you
file, select Options (Common Shares) from the Outstanding securities list, select
Nature of transaction code 99 - Correction of information, and report that you were
granted 500 options (common shares).

For both transactions, enter the same transaction date you reported in the original trans-
action report.

Balance Dates

Opening and closing balances in SEDI are calculated by transaction date, not by filing
date. If you file transactions in a different order than that in which they occurred, SEDI
recalculates the opening and closing balances of each transaction to accurately reflect a
running balance based on the dates on which the transactions occurred.

Example

If you file the following two transactions on January 5:

Filing Date | Transaction Date Opening Acquisition (+)/ | Closing Balance
Balance Disposition (-)

January 5 | January 1 1000 +500 1500

January 5 | January 4 1500 +300 1800

and then file a report on January 10 for an acquisition of 500 that occurred on January 3,
SEDI inserts the transaction into transaction date sequence, and recalculates the open-
ing and closing balances as follows:

Filing Date | Transaction Date Opening Acquisition (+)/ | Closing Balance
Balance Disposition (-)

January 5 | January 1 1000 +500 1500

January January 3 1500 +500 2000

10

January 5 | January 4 2000 +300 2300
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Note that the opening and closing balances for the transaction that occurred on January
4 (in the last row of the above table) has changed to reflect the acquisition that you made
on January 3.

Certifying the Closing Balance

When you file or amend an insider report, SEDI prompts you to certify the closing bal-
ance that it has calculated for the security. If you disagree with the closing balance, you
can enter another value in the Insider’s defined balance field.

When you report an insider-defined balance, the calculated SEDI balance
' is not updated, and will not appear as the opening balance when you file
your next insider report. Staff from your securities regulatory authority will

@ .
contact you to resolve the discrepancy.

Remember that SEDI balances only reflect transactions that you have reported on the
system. If the SEDI closing balance is incorrect because of exempt trades that you have
not filed in SEDI (for example, trades related to automatic securities purchase plans), do
not enter a value in the Insider’s calculated balance field. SEDI balances should only
reflect transactions that you have filed in SEDI.

Amendments to Paper Filings

When you amend insider reports filed in SEDI, the system recalculates your balance as
appropriate. However, if you file an amendment to a paper filing, this amendment does
NOT affect the balance of your securities. To update the balance of your securities,
amend the opening balance on your initial insider report.

190



Appendix 2: Commonly Filed
Trades

This appendix contains examples of commonly filed trades. Note that this is not an
exhaustive procedure for filing insider reports. For detailed instructions on filing insider
reports, see Filing an Insider Report on page 107.

Filing an Initial Report

The following example describes how to file an initial SEDI report about 200 common
shares that you own directly.
To file the insider report:

1. Begin filing your insider report as described in Filing an Insider Report on page
107.

SCREEN: File insider report - Select security designation

2. Select Common Shares in the Outstanding securities list.
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SCREEN: File insider report - Select ownership type

— [ T P T S e— ey ———
- I‘ Process racker:  Seboch lsusr - Sekecl security deslgnation - - Sabecl pweersh i D) regislered holde o
1"- ! IS dww | Fuvuer: Datsessce §yeben Smcurity: Comemon Sha
Flle insldes
eport
A

pansaction.  File insider report - Select ownership type

Select an ownership type

Drirecs Cremarship -
Moo | Cancel fding
1 3a " vt o a e | E-md 1 - aterrs o

3. Select Direct Ownership as the Ownership type.

SCREEN: File insider report - Enter transaction information

—— Besider grafile  Imsder repod  Tewr uses oot
‘ ‘ Proceus irackor:  Select lisuer - Salect seturily designation - -Select owsership type/registered holdars L nber tramsaction infermation
I"- L Insider mpder | Bssuer; Datessen System Sacurity; Common Sk

File insides

report

insidar File insider report - Opening balance on initial SEDI report
Ll 1gh T e el
I

Enter the number of Secunilies af s Sauey Nald Dy [he iNSider oF the SSIachad registansd Hodder
If you (or the selected registerad halder) did not hold any of the selected securities as of the date below, enter * 0 " as the
opening balance

"The Dpening/initial halance date” can only beé changed By amending the "Opening balance date™ feld in your insider profile

Security designation Comman Shates

Dpening balance of securities hald 200
Dpeningfinitial balance date 2007-01-01
{This is the date you entered in
your insider prof

Nature of transaction

00 - Opening Balance-Initial SED] Roport
Ganeral remarks (F seceisary g

@ refmarks to securithes
regulatorny authoritkes

Next || Cancel fifing |

4. Fill out the fields as shown.
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SCREEN: File insider report - Final review

- m Precess bracker:  Seieck nsuer  Saiec! security designatiss  Selec owsership Vypejregislered holders [ nler Eramsas s infeemsation 1
W |
‘ nadder

LLENTET S

Sacamity; Common Sha
Flle Insider
riéport
Armand . - - - =
insitser File insider report - Final review
Eranaaction
Please review Ehis transaction belore vau certify it
Comman Shames
i Seciirities held 200
2007-01-01
10 - Opening Balance-Initial SED] Raport

Fila| | Cancel

Eesider prafile  |msber mpnet Ve g plwstie

5. File and certify your insider report.

Filing an Acquisition of Options Exercisable into
Common Shares

The following example describes how to file an insider report in which:

U You are reporting a grant of 2000 options that are exercisable into common

shares.

O You are the direct owner of the options.

To file the insider report:

1. Begin filing your insider report as described in Filing an Insider Report on page

107.
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SCREEN: File insider report - Select security designation

— Imsider pesfile  Insiderrepart P user imlermetion
. ‘ Precess tracker:  Select hauer - -Salec] security deslgnation
Ty

Unsider; mper, jan Essuer; Datasgen Gysben
Flle insides
FEport
A

rsisar File insider report - Select security designation
fransaction

Selpct & sacunty designation frovr the Usr balow

Outstanding securities

Options

[Common Shares
Common Shares

Insider-defined security

The archived security s

o Ao

contains those securities that are no fonper oubstanding for ¢
prger be issurd

Archived security designation

2. Select Options (Common shares) in the Outstanding securities list.

SCREEN: File insider report - Select ownership type

— Umsder peefile  (mssler mvpmrt Tew user mfermstion
“1. Process tracker:  Select haver  Select security designatios - <Selnct owssership Ve registared hoidars

dar | Isnasmr DEtEmsE Betlen
Flle lisidesr

ripoct
Amend
Inadder
Eranaactiod

SaTUrTy; Qphons Camon

File insider report - Select ownership type
Select an ownership type

Direci Cramarship | =

Pend Cancel Sling

3. Select Direct Ownership as the Ownership type.
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SCREEN: File insider report - Enter transaction information

File insider report - Enter transaction information

[ Guldalnes on defasties

J

Securlty designation  Options (Comman Shares)
Date of transaction Seloct One | » | Sslect Ona * YYYY
Nature of trangaction | Select Ore »

Enter the number or value of securities or contracts acquired or disposed of:

Murnbser or valug of or Murriber or wabué of
SeCurthes or contracts SeCurities or contracts
scquired dispesed of
Enter the equivalent number or value of underlying securities scquired or disposed of:
Equivalant mumbsar o & Edjisivalent numbes or
walue af undarlying walue af underlying
securties acquired securities disposed of
E:gﬂp”“ B [CIMot Applicable Currency | Caradan Dollar #
E:ztwr:h:ln or Exerclse DOMet Applicable Currency | Canddan Dollar
Date of axplry of Seloct Ore » | Select Ona * YYYY Dot Applicabie
Fhabunily
Genaral remarks ;f
ORIy [0 JRSCrY [
EFftiil TS|
Private remarks 1o
sCurities regulabony
muthorities
Mawd || Cancel fling

4. Fill out the fields as shown.
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SCREEN: File insider report - Final review

Insderprafile Imslermmpme Yo s nlormsts

Proscews Erach Setect wuer  Solect securily designaiios  Selec! owserdip lype fregintered holders  Dnler braesactios informastion 1 & g ceni

Isidew: anpcter | Insuwr; Catendvs Syutem Secawity; Dptom Comman

File insider report - Final review
Please raview this transaction before yvou carily it

Security designation Optlons [Common Shares)
balance of securitles of contracts 2000

Date of transaction 2007-06-13

Moture of transaction 50 - Grant of options
Numbsar or valua of securities or contracts 2000

moguired

Egqulvalent number or value of underlyling 2000
sacurities acquired

Mumber of value of securities of contracts
dispased of

Equivalent ber or value of underlying
securities disposed of

Lindt price CLmency

Corvarsion or Exerciss price 80,00 Currency Canadian
Dodlar

Date of expiry or maturity 2008-06-24

I¥ the closing balance of the securities or contracts i incorrect, anter the correct balance in the Insider's crlcwlated balance. If
you provide a balance hevo, o securities regulslory authonly may ask your fo reconcile your closing balance numbaers.

Closing balance of securities or contrscts A0 Insider's caboulated balance
Pl

Genaral remarks [# necesary to descrite B Options granted for 2007,
Erangscton)

Private remarks 1o securities regulatory

authorities

5. File and certify your insider report.
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Filing an Acquisition of Common Shares

The following example describes how to file an insider report in which:

O You are reporting that you bought 1700 common shares in the public market.
U The shares are owned indirectly through a family trust.

To file the insider report:

1. Begin filing your insider report as described in Filing an Insider Report on page
107.

SCREEN: File insider report - Select security designation

. " g gud wt Hely daxpmt T, 30OF
—— Wk Imdider pesfile Inssderrepart P user imlermetion
_‘ Process tracker:  Select hauer - -Sglec] seority designation
"1 |
t nigter, javhar

rrfe Issuar; Datamses Systen
File insider

repont

A

brriar File insider report - Select security designation
Erarsactlon
I

Outstanding sacurities

Options

[Common Shares §
Common Shares

Insider-defined security

Select Common Shares in the Outstanding securities list.
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SCREEN: File insider report - Select ownership type

- m Process tracker:  Sebect hisunr - -Salect security deslgnaties - >Salncl o
X !
L rnde |

insiew Essuer; Datass-s Gystem

yu b Trcurity: Comemen Ghe
Flle insider

report

Amand

nsdider

ransnction File insider report - Select ownership type and registered holder
I

Select an ownership typas Indirect Chariarship | =

Select a registored holder = Family Trust

O Add new holder:

Mo || Cancel fiing

Select Indirect Ownership as the Ownership type.

Select Family Trust as the Registered holder.

SCREEN: File insider report - Enter transaction information

—— Brsideor prabile  Imsder repod Ve v nlormetis
: ‘ Procaus racker  Select lsuer - Solect seturity deslgnalion - -Select owsssship byps/registered holdars - i’ Bt informstinn

\ ) Insider npder | Fasuar; Datssans Syaten Sacurity: Common S halcher; Famady Trust

Flle insider

r

Amand

Fsdoer

Eraramction

File insider report - Enter transaction information

Saecurity designation Comman Shares

LTEE - FF = 2007

10 = Accquinsson or disposition in the publas

110 or

Lies
disposed af

= Mot Applicable Currency | Canadian Dellar =

MNaxt | | Cancel Ming

Fill out the fields as shown.
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SCREEN: File insider report - Final review

File insider
. e

Amand
ey

File insider report - Final review

Pleass review this transaction before you certify it

Security ceskgnation Comman Shares

Raglstarsd holder Family Trust

Opening balance of securities held 1]

Date of transaction 2007-08-22

Matuse of transaction 10 - Acguisition or dispasitian in the public marker

Numbtser o walua of sacurities acouwired 1700

Undt price or exercise price 25.00 Currancy Canadian Dollar

IF the cloging balance of the sacurities oF contracts is incorrect, anfer [he correct balancs in the Inaiders calcwlated balance, If
Fou pronade & balance heve, § fecuribies regulslary Suthonity may ask yvou [0 feconcile your closing balance nurmbers,

Closing balanca of securities held 1700 Insider's cakculated
balance

Genarsl emarks [# seceisay 1o descnde the
AR

Private remarks bo securities regulstosy
suthorities

6. File and certify your insider report.
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Appendix 3: Nature of
Transaction Codes

The following table describes the nature of transaction codes you can use to file insider

reports.
' These codes are current as of the publication of this book. Nature of
transaction codes can change slightly.
Code Description
00 Opening Balance - Initial SEDI Report
10 Acquisition or disposition in the public market
11 Acquisition or disposition carried out privately
15 Acquisition or disposition under a prospectus
16 Acquisition or disposition under a prospectus exemption
22 Acquisition or disposition pursuant to a take-over bid, merger or acquisition
30 Acquisition or disposition under a purchase/ownership plan
35 Stock dividend
36 Conversion or exchange
37 Stock split or consolidation
38 Redemption, retraction, cancellation, repurchase
40 Short sale
45 Compensation for property
46 Compensation for services
a7 Acquisition or disposition by gift
48 Acquisition by inheritance or disposition by bequest
50 Grant of options
51 Exercise of options
52 Expiration of options
53 Grant of warrants
54 Exercise of warrants
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Code

Description

55 Expiration of warrants

56 Grant of rights

57 Exercise of rights

58 Expiration of rights

59 Exercise for cash

70 Acquisition or disposition (writing) of third party derivative
71 Exercise of third party derivative

72 Other settlement of third party derivative
73 Expiration of third party derivative

90 Change in the nature of ownership

97 Other

99 Correction of information
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A

access key 103, 104
insider 28, 42
changing 65
issuer 67, 74
changing 91
activating SEDI user account 19
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Add 86
agent account 93
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filing for issuers 99
Insider list 95, 96
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CDSINC. 5
help desk 190
Changing 65, 91
creating
insider profile 29, 96
issuer profile supplement 68, 100
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DI 21

diagram
creating a SEDI user account 16
creating insider profile 31
creating issuer profile supplement 69
filing insider report 109
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E
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examples
commonly filed trades 199
F

filing
insider report 107
issuer event report 157
French
viewing SEDI in 12
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insider 111
insider access key 28, 42
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insider account 28
insider information
viewing in public reports 181
insider information by issuer report 175
insider number 42, 104
insider profile 28, 103
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creating 29, 96
insider access key 28, 42
changing 65
insider number 42
linking your SEDI account to an existing 43
viewing 46
insider report 106
amending 122
filing 107
viewing,seepublic reports
insider transaction detail report 169
insider, filing for
using insider account 28
insiderfiling for
using agent account 93, 95
Internet address
Canadian Securities Administrators (CSA) 190
SEDI 7
Internet browser
requirements 6
issuer access key 67, 74
changing 91
issuer account 67
issuer event history report 172
issuer event report 156
amending 165
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filing 157
viewing 163
issuer information
viewing in public reports 185
issuer profile supplement 67, 103
amending 83
creating 68, 100
issuer access key 67, 74
changing 91
linking your SEDI account to an existing 77
viewing 80
issuer, filing for
using agent account 93, 99
issuer,filing for
using issuer account 67
L

language
choosing 12
Linking 77
linking
your SEDI account to an existing insider profile
43
your SEDI account to an existing issuer profile
supplement 77
login/logout 24

M

message URL http
/lwww.sedi.ca 7
mmonly 199

N

Nature of transaction code 107, 115, 117, 149, 208
navigating
browser buttons 10
in SEDI 8
interface tools 8
keyboard keys 10
process tracker 10
ning 37
O

only 199
ownership type
selecting when filing insider report 113, 128,
132, 148

P

password 19, 103

changing 26
profile,seeinsider profile,issuer profile supplement
public reports

insider information 181

issuer information 185

summary reports 169

insider information by issuer 175

insider transaction detail 169
issuer event history 172
weekly summary 178
viewing 168
R

registered holder
adding to insider profile 38, 56, 62
selecting when filing insider report 113, 129,
132, 148

S

saving
data in SEDI 11
securities 194
adding to issuer profile supplement 74
addint to issuer profile supplement 86
amending in issuer profile supplement 87
archiving in issuer profile supplement 89
selecting when amending insider report 127,
146
selecting when filing insider report 107, 111
viewing in issuer profile supplement 82, 189
security features 13
passwords and access keys 103
SEDAR 67, 82, 103, 185, 187
SEDI user account 14, 103
activating 19
amending 22
creating 15
ogging infout 24
password 19
changing 26
user ID 19
viewing 21
SEDI user ID 19
system requirements 6

U

url
Canadian Securities Administrators (CSA) 190
SEDI 7

Using 67

V

Viewing 80

viewing
insider profile 46
issuer event report 163
issuer profile supplement 80
SEDI user account 21

W

web site

Canadian Securities Administrators (CSA) 190
SEDI 7
weekly summary report 178
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