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Adding a Program Service to a Pre-Existing CDX Account 

This document outlines the steps to add additional program services to an existing CDX Account. For 

information on creating a CDX account, see the Streamlined User Registration Guide. 
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1 Guide for Current Preparers 

1. Sign in to CDX account. Current Program Service(s) with permissions will be listed on the top left 

corner of the page. Click Add Program Service at the bottom left corner of the page. 

 

2. Search for program in the search field or click on the program name in the list. 
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3. Select the relevant program from the list of programs within the Program Service Category.  
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4. Select Role from drop down menu. A Preparer is eligible to prepare documents for managers, or 

their designees to certify. A Signatory will go through identity verification making them eligible to 

certify documents in addition to preparing documents. Click Request Role Access. 

 

5. Select your organization information.  

a. To assign the new role to a current organization, click “Select a Current Organization” and 

select an organization from the drop down list. Click Submit Request for Access. 
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b. To assign the role to a new organization, select “Request to Add an Organization.” Use the 

search field to search for organization name.  

 

Select Organization ID.  
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Complete information and click Submit Request for Access.  

 

6. Enter job tile. Click Next. 

 

 

To add a new Preparer Role, continue to Section 1.1 on page 7. 

To add a new Signatory Role, continue to Section 1.2 on page 8. 
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1.1 Adding a new Preparer Role 

1. Once the new Role has been added, click Back to MyCDX to return to homepage.  

 

2. The application can be accessed by clicking on Role in the MyCDX homepage. 
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1.2 Adding a new Signatory Role 

1. In the Identity Verification section, enter Home Address, Date of Birth, and Last 4 of SSN. This 

information is used to verify identity to process electronic signatures. Check “The name above is me. 

Please proceed with LexisNexus® Validation”. Click Proceed with Verification. 
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1.2.1 Passed Electronic Identity Verification 

1. The Electronic Signature Setup requires users with signatory roles to select and answer questions 

with user inputted responses. It is important that the user has both unique and easy to remember 

answers for these questions. When certifying a form as a Signatory, users will be asked to respond to 

one of the questions chosen below and will be required to answer to continue through the Cross-

Media Electronic Reporting Rule (CROMERR) Certification Process. Select security questions and 

complete answers. Click Save Answers at the bottom of the page. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



User Registration Guide 
 

10 

2. Review and electronically sign the CDX Electronic Signature Agreement.  

 

3. Click Accept. 
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4. Complete the three step signature process. Enter Account Password and click Login. Answer 

security question and click Answer. Click Sign. 

 

5. Program service is successfully added.  
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6. On the MyCDX homepage, the added program and role will be available. Click on the role to open 

application. 
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1.2.2 Failed Electronic Identity Verification 

1. If identity was unable to be verified, the form must be manually submitted. Click Sign Paper Form. 

 

2. Print form, sign, and mail to address listed. Click Print to Mail. 
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3. On the MyCDX homepage, Program Service and Role are listed. The application will be accessible 

by clicking on the role once the Electronic Signature Agreement is received and processed. The 

application is not currently available. 
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2 Guide for Current Signatories 

1. Sign in to CDX account. Current Program Service(s) with permissions will be listed on the top left 

corner of the page. Click Add Program Service at the bottom left corner of the page. 

 

2. Search for the program in search field or click on the program name in the list. 
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3. Select the relevant program from the list of programs within the Program Service Category.  
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4. Select Role from drop down menu. Click Request Role Access. 

 

5. Select your organization information.  

a. To assign the new role to a current organization, click “Select a Current Organization” and 

select an organization from the drop down list. Click Submit Request for Access. 
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b. To assign the role to a new organization, select “Request to Add an Organization”. Use the 

search field to search for organization name.  

 

Select Organization ID.  
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Complete information and click Submit Request for Access.  

 

6. Enter job tile. Click Next. 
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7. Click Sign Electronically.  

 

8. Complete password and security question and click Sign. 
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9. Manage Program Services shows new program and role added. 

 

10. On the MyCDX homepage, the added program and role will be available. Click on the role to open 

the application. 

 

 


