
Steps to Prepare for EDGAR Next

Additional tips from Workiva

• Enrolling in EDGAR Next will automatically reset your CCC code 
for each account (CIK). Before enrolling, communicate the new 
CCC to any filing agent or entity that submits on your behalf or 
change it back to the original value

• We recommend using your business email for Login.gov

• **Technical admins are required if you choose to not delegate 
and use your own filing token, and account admins can be 
assigned as technical admins

Resetting your CCC and 
passphrase

Manual enrollment 
walkthrough

Workiva platform 
enhancements

Helpful Videos

Identify who should be authorized to submit SEC filings at your company

All admins and users who will process filings need to obtain login.gov individual 
account credentials

Log in to EDGAR® and check that contact information is correct for every CIK
• According to the SEC, “Filers who have not reset their passphrase or CCC since 

September 2019 should obtain a new passphrase and a new CCC”
• Verify and update email addresses and contact details within the EDGAR 

system, including CCC and passphrase 

Identify a minimum of two people at your company to be account administrators

Account administrators identify a minimum of two technical administrators**
• Technical administrators will create filer token

◦ Filer token identifies entity making submission and expires yearly
• User token identifies the individual making submission 

◦ Managed by the user
◦ Expires every 30 days

Account administrators choose annual confirmation window
• Choose one of four quarterly dates for ongoing confirmation

Delegate to Workiva (CIKs 0001628280 & 0001628279)**
• Delegation allows use of the Workiva filer token and “File with Workiva”

Enroll as soon as possible. You can continue to file using legacy EDGAR even once 
enrolled in EDGAR Next until September 15, 2025
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For all things EDGAR Next, visit our Community page for information and FAQs. 

EDGAR® and SEC® are trademarks of the U.S. Securities and Exchange Commission. Workiva Inc.’s products and services are not affiliated with or 
approved by the U.S. Securities and Exchange Commission.

This content does not and is not intended to constitute legal, accounting, tax, investment, compliance, or other professional advice and services; 
instead, all information are for general informational purposes only. The content is provided “as is;” no representations are made that the content is 
error-free or up to date.

The information contained herein is proprietary to Workiva and cannot be copied, published, or distributed without express prior written consent. 
Copyright 2025 Workiva Inc. Workiva is a registered trademark of Workiva Inc. All rights reserved.

https://support.workiva.com/hc/en-us/community/posts/35365660446356-EDGAR-Next-walkthrough-Resetting-your-CCC-and-passphrase?utm_medium=cpxpdf&utm_type=2025&utm_source=communitypost&utm_campaign=checklist&utm_solution=enxt
https://support.workiva.com/hc/en-us/community/posts/35365660446356-EDGAR-Next-walkthrough-Resetting-your-CCC-and-passphrase?utm_medium=cpxpdf&utm_type=2025&utm_source=communitypost&utm_campaign=checklist&utm_solution=enxt
https://support.workiva.com/hc/en-us/community/posts/33954495673108-EDGAR-Next-manual-enrollment-video-walkthrough?utm_medium=cpxpdf&utm_type=2025&utm_source=communitypost&utm_campaign=checklist&utm_solution=enxt
https://support.workiva.com/hc/en-us/community/posts/33954495673108-EDGAR-Next-manual-enrollment-video-walkthrough?utm_medium=cpxpdf&utm_type=2025&utm_source=communitypost&utm_campaign=checklist&utm_solution=enxt
https://support.workiva.com/hc/en-us/community/posts/35306064320148-EDGAR-Next-Webinar-Platform-enhancements-and-support-features?utm_medium=cpxpdf&utm_type=2025&utm_source=communitypost&utm_campaign=checklist&utm_solution=enxt
https://support.workiva.com/hc/en-us/community/posts/35306064320148-EDGAR-Next-Webinar-Platform-enhancements-and-support-features?utm_medium=cpxpdf&utm_type=2025&utm_source=communitypost&utm_campaign=checklist&utm_solution=enxt
https://www.sec.gov/submit-filings/filer-support-resources/how-do-i-guides/maintain-update-company-information
https://www.sec.gov/newsroom/whats-new/prepare-edgar-next
https://www.sec.gov/newsroom/whats-new/prepare-edgar-next
https://www.sec.gov/files/edgar/filer-information/reset-passphrase.pdf
https://www.sec.gov/submit-filings/filer-support-resources/how-do-i-guides/understand-utilize-edgar-ciks-passphrases-access-codes
https://support.workiva.com/hc/en-us/community/posts/34322563714708-EDGAR-Next-Delegation?utm_medium=cpxpdf&utm_type=2025&utm_source=communitypost&utm_campaign=checklist&utm_solution=enxt
https://support.workiva.com/hc/en-us/community/topics/33771366917012-EDGAR-Next?utm_medium=cpxpdf&utm_type=2025&utm_source=communitypost&utm_campaign=checklist&utm_solution=enxt


EDGAR Next Tips for Section 16 Filers

Additional tips from Workiva
• We recommend using a business email for Login.gov

• Remember to accept delegation requests sent to the Issuer, as those are not defaulted 
to auto-accept.

• Enrolling in EDGAR Next will automatically reset the CCC code for each account (CIK). 
Before enrolling, communicate the new CCC to any filing agent or entity that submits 
on your behalf or an account admin can change it back to the original value.

• **Technical admins are required if you choose to not delegate and use your own filer 
token, and account admins can also be assigned as technical admins - This is rare for 
Section 16 filers, most will use Issuer tokens.

• The EDGAR Business Office documented that a POA is not generally required for 
delegation of account management, but check with your legal counsel for guidance.

Resetting your CCC and 
passphrase

Manual enrollment 
walkthrough

Workiva platform 
enhancements

Helpful Videos

Make a list of your Section 16 Reporting Owners (and their CIK/CCC/Passphrase)
• Individual reporting owners can select a trusted individual to enroll them (or enroll themselves, which may be 

rare)
• Individuals that may sit on multiple boards (or their trusted parties) must coordinate with the different 

organizations to determine which entity will complete enrollment and timing
• Enrollment information requires reporting owner's CIK, CCC, passphrase, and account administrator(s) 

details

All admins and users who will process filings need to obtain login.gov individual account credentials

If your current Reporting Owners are already filing using Workiva, a Workspace Owner can utilize the Workiva 
platform to simplify the enrollment process!

Log in to EDGAR® system and check that contact information is correct for every CIK
• According to the SEC, “Filers who have not reset their passphrase or CCC since September 2019 should 

obtain a new passphrase and a new CCC”
• Verify and update email addresses and contact details within the EDGAR system, including CCC and 

passphrase 

Enroll and assign Administrators on the EDGAR Next Dashboard (Ex. Themselves, your company, a law firm, a 
filing agent.)
• One or more per Issuer company where they are Officer or Director
• Account administrators choose annual confirmation window (3/30, 6/30, 9/30, 12/31)
• Choose one of four quarterly dates for ongoing confirmation - Mark your calendars!
• Enrollment can only be completed once. If done through the SEC EDGAR Next Filer Management site, CIKs 

can be "Mark as Enrolled" in Workiva in Workspace Settings in Enroll and Delegate Business Entities under 
the Filing tab. (need Workspace Owner role)

Delegation is recommended to file Section 16 reporting owners as the process requires association with issuer 
(CIK, CCC for RO) per the EDGAR Business Office
• Reporting Owner delegates to the Issuer's CIK to use the Issuer's Filer API token
• Reporting Owner delegates to Workiva CIKs 0001628280 & 0001628279 in Filer Management Dashboard to 

use File With Workiva

Enroll Reporting Owners as soon as possible. You can continue to file using legacy EDGAR even after being 
enrolled in EDGAR Next until September 15, 2025.
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