
  eSIP  

1 

EPA Registration Maintenance Account Manager (RMAM) Regional 
Manager for the eSIP system  

Approving State Certifiers with a Paper Electronic Signature 
Agreement (ESA). 

Note: This guide provides an overview of the Central Data Exchange (CDX) Regional 

manager process for approving state certifiers using the paper electronic signature 

agreement (ESA) for the eSIP system. 

A state certifier role has two options for choosing identify proofing in CDX: 1) complete 

identity proofing through LexisNexis and electronically sign an ESA or 2) mail a paper ESA 

to the Regional manager and get approval by the Regional manager.  

If a state is willing and able to successfully complete identity proofing via LexisNexis and 

electronically sign the ESA, no further action is needed and the role will be active. Note: the 

electronic identity proofing process requires personal identity information (PII). 

For state certifiers who mail the paper ESA, Regional managers can approve their role 

access by following the steps below. Note: The paper ESA requires the certifier to 

provide organizational information only.  

 

1. Review the paper signature agreement from the state and confirm it includes a wet ink 

signature. 

  

2. Store the paper ESA. Per the record schedule, the paper ESA should be retained for 7 

years after the date the user account becomes inactive.  

 

3. Select the Reg Maint tab on your MyCDX page (see Figure 1). 
 

Figure 1: MyCDX Homepage 

 
 

4. Select the Pending Requests link (see Figure 2).  
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Figure 2: Reg Maint Tools 

 
 

5. View all pending requests by selecting the ‘eSIPS: electronic State Implementation Plan 

Submission’ program service from the Program Service dropdown field (see Figure 3). 

a. Alternatively, enter other information on this page to search based on specific 

criteria.  

Figure 3:  Pending Requests Search 
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6. Select the ‘Search’ button after entering your search criteria (see Figure 3).  

7. The search results page will display all users associated with your search criteria (see 

Figure 4). 

a. Please designate a regular time to check pending requests to ensure certifiers are 

not awaiting approval to submit SIPs and related information in the eSIP system.  

b. If the state fails to submit a paper ESA, please follow-up with the state contact to 

ensure the state has mailed the paper ESA. 

 

Figure 4: Search Results Page 

 
 

8. Check the box next to the name of each user that you would like to approve based on 

receipt of a paper ESA with a wet ink signature (see Figure 5). 

9. Set the ‘Current Paper Score’ to ‘Signature’ by selecting the dropdown box (see Figure 

5). 

a. This should be done for each user that you would like to approve. 

b. If the paper score is already set to ‘Signature’ for a user who needs approval, then 

only check the box next to their name and proceed to Step 10.  

c. If the value in the dropdown is listed as anything other than ‘Signature’ for a user 

who needs approval, update the dropdown selection to ‘Signature’, check the box 

next to the user’s name and proceed to Step 10. 

10. Select the ‘Approve Selected Requests’ button (see Figure 5).  

a. This will activate the user’s account. No further action required. 
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Figure 5: Approving Requests 

 
 

 

Support 

If you have any questions related to CDX or the eSIP system program service, please contact the 

CDX Help Desk at helpdesk@epacdx.net or by telephone at 888-890-1995. 

  



  eSIP  

5 

 

Sample Paper ESA 
 
Note: The ESA shown below is for demonstration purposes only. Please do not attempt to 

print, modify, and submit any of the information provided below.
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