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Steps in Making a 
Continuing Disclosure Submission

Register and Log in
Specify  Type of Disclosure
“Associate” Issues or Securities to the Disclosure
Add Contacts
Upload Document/File
Publish Disclosure Information
Receive Email Confirmation
Create Submission Group
View Continuing Disclosure Submission on EMMA 
Website
Questions/User Support 
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To submit continuing disclosures to EMMA 
all users must register with the MSRB 

Municipal securities issuers, obligated 
persons and secondary agents must:

Create an account in MSRB Gateway
Select submission role
Accept the terms and conditions for making 
continuing disclosure submissions

Continuing Disclosure Registration 



MSRB Homepage 
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EMMA Homepage 
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EMMA Dataport
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MSRB Gateway
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Continuing Disclosure Submission Tab

Click “Create” to Begin
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Continuing Disclosure Submission Type 

Select type of  Continuing Disclosure
Click “Next” to proceed 
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Continuing Disclosure Submission Category: 
Financial Operating Filing 
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Continuing  Disclosure Submission Category: 
Event Filing 
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Select Continuing Disclosure Category and 
Enter Descriptive Data for the Disclosure

Check the appropriate categories for the 
disclosure

Enter a brief description of the disclosure 
(optional)

Enter date or date range 



Associate Securities



Cut and Paste Security List
Click “Upload”
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CUSIP – 9 Based: I Know My CUSIPs



CUSIP – 9 Based: I Know My CUSIPs

Choose from an Existing Group 
Click “Upload”
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Search for CUSIP- 6 by entering Issuer Name 
and or State
Search for CUSIP- 9 by entering a CUSIP- 6 

I Don’t Know My CUSIPs



Select appropriate CUSIP- 6s
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CUSIP- 6: I Don’t Know My CUSIPs



CUSIP-9: I Don’t Know My CUSIPs

Select CUSIP- 9s 
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Associate Contacts to the Disclosure 

Select Contact or Enter New Contact 



Upload Document 

Click “Browse”
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Upload Document

Add File 
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Upload Document 

Click “Upload”
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Upload Document 

View Uploaded Document 
Select “Preview”
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Preview Screen 
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Preview Submission



Publish Submission

Click “Publish” to complete submission 
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Submission Confirmation Screen

Submission ID 
Link to print submission
Link to create a Group with securities used in the 
submission
Link to send email confirmation to secondary address 



Create Group with 
List of Securities used in the Submission

Enter the group name in the text field
Click “Save” button
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Create Group with 
List of Securities used in the Submission 

Group will appear in “Existing Group” List 
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Email Confirmation 

Link to view submission on EMMA Website
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Non-CUSIP- 9 Based 
Commercial Paper Submission 

Enter CUSIP- 6s 
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Non-CUSIP- 9 Based 
Ineligible for CUSIP Number Assignment 

Enter Issuer Name
Select State 
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Non-CUSIP- 9 Based 
529 College Savings Plan/Municipal Fund Security

Select State 
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Public Display of Continuing          
Disclosures on EMMA Website 
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Continuing Disclosure Search
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Continuing Disclosure Details 
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Security Details 
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MSRB Support 
(703) 797- 6668 

Hours of Operation: 7:30 AM - 6:30 PM 
MSRBsupport@msrb.org
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Questions/User Support

mailto:MarketInformation@msrb.org
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