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CREATE A PROFILE FOR CSOS SIGNING 

The CSOS Profile tab allows for the creation, deletion and 
updating of CSOS signing profiles. 

1. Click the Menu button. 

 

2. Click Settings from the Navigation Menu and select 
CSOS Signing Profiles. 

 

3. Click the Create CSOS Profile hyperlink. 

 

Note: Multiple people using the same user ID to access the 
platform can each create a CSOS Signing Profiles. 

4. Type the first and last name of the person responsible 
for signing the CSOS orders in the CSOS Signer name 
field. 

5. Click . 

6. Select the desired DEA License. 

7. Click the Continue button. 

 

8. After reading the Remote Certificate Store (RCS) 
User Agreement, click the I Agree button. 
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9. Click the Choose File button to upload the CSOS 
Certificate. This is the digital certificate file that was 
issued to the signer by the DEA. 

10. Type the password associated with the certificate. 

11. Click the Finish button. 

Note: This process will upload the digital certificate to the 
platform. The associated password will be required for any 
order which contains controls.  

 

12. Click the OK button on the CSOS Profile Registration 
screen. 

 

Note: The Status displays as "Complete" when all steps 
have been successfully completed. 

 

 

DELETE A CSOS PROFILE  

The delete option can be used to delete expired licenses 
or licenses that are no longer valid. 

1. Click the Trash Can button from the CSOS Signing 
Profiles screen on the appropriate profile line. 

 

Note: The Update Cert button displays, to the left of the 
Delete icon, for certs in an "Incomplete" status to be 
accessed and updated. 

2. Click the Delete button. 

 

3. Confirm the deleted profile no longer appears on the 
CSOS Signing Profiles screen. 
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