Adding a Charter Principal in a Charter Holder Governance Request

The following guidance is to highlight the steps for adding a new charter principal in the Add
Members tab of a CHG. You can also view this portion of the demo video from minute 2:07
through 4:39.

Step 1: Enter the required information and click Next to advance to the next step.
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IMPORTANT NOTES

e If the CHG amendment form will not accept the entered information or an error
message is received in Step 1, email daniel.cobin@asbcs.az.gov for assistance
prior to attempting to complete the CHG amendment.*

o In the email provide the charter holder entity name and Entity ID and the
name(s) of the person(s) being added that are not being accepted by the
AOS in Step 1.

*Due to certain system parameters and the importance of security for each charter holder
profile, this issue may occur when a member being added is also linked to another charter
holder profile in the system.


https://youtu.be/Bq2o0s6z_6I?si=JFtbvbW1qLGpImRI
mailto:daniel.cobin@asbcs.az.gov

Step 2: Enter the required information and click Next to advance to the next step
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Step 3: Upload the required documentation. Until all the required documentation is
uploaded, the Finish bottom on the bottom right of the amendment will remain gray.
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Step 4: After all the required documentation is uploaded, the Finish button will turn -
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e The Fifli8h button must be clicked to save all the information and documents that have
been entered/uploaded in the Add Members section.

e The [Fifii8H button should be clicked prior to advancing to any of the other amendment
sections to ensure your work has been saved prior to submission.

e If the Fifli8A button is not selected prior to submitting the amendment, the information will
not be saved and will not be included with the submitted amendment, which may lead to
an administratively incomplete submission.



