SEI Filer Instructions
Get your Filer ID from the e-mail we sent you. New Users also received a Registration Key. Right click
the following link and choose to “Open in new tab” https://seionline.mcleancountyil.gov/SEI/Login.aspx.
We recommend using a computer rather than a smart phone.

New Users: read the instructions starting on the next page. If you received two e-mails with different
Filer ID’s, pay special attention to the bottom of page 4 through page 6.
Returning Users: read below and skip pages 2 & 3. If you received two e-mails with different Filer ID’s,
pay special attention to the bottom of page 4 through page 6.

Returning User login instructions: Enter the Filer ID from your e-mail
(stays the same each year) and the password you created last time.
Click on “Login.”
If you do not remember your password, click on the words “Forgot
your password?” You will enter your Filer ID on the Password Reset
screen and click “Submit.” The system sends a password to the
e-mail address we have on file for you. (Your filing instructions
continue on page 4.)
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New Users: First, click on “New User?”

Enter your Filer ID and Registration Key from the e-mail we sent you. Click the “Register” button.
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Verify your account in Step 1.
The Filer ID# and Registration Key fields are populated with your information. Your name is LAST, FIRST
in the middle, followed by your Filer Agency. Below that is the e-mail address we have on file for you. If
you need to view a longer e-mail, click in field and use the right arrow key. (If you prefer to use a
different e-mail, replace the e-mail address and confirm it in the next field. Two filers may not share an
e-mail address. Please don’t enter a generic agency or home e-mail address that another filer uses.)

Enter a password that is at least 8 characters long. Confirm your password and click “Save & Continue”
at bottom right.

From now on, when logging in to your account, click on “Returning Filer,” enter your Filer ID as your
username and the password you just created. If you forget this password, clicking on “Forgot your
Password?” will automatically send a new password to the e-mail on file for you. For that reason,
please check your e-mail address carefully in Step 2.
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Review your information in Step 2. Here you may update or correct your name, address, e-mail or
phone. Click “Save & Continue.”

In Step 3, you find your Agency (UOG) information. This consists of a 2-7 letter Agency Code, Agency
Name, your title in the Agency, and that you are required to file. If you are only required to file for one
Agency (unit of government/UOG), or if you see that all your Agencies are listed, click “Save &
Continue.” (Your instructions continue on page 7, if the box below does not apply.)

If you received two e-mails from us with two different Filer ID’s:
If you are required to file to the McLean County Clerk for more than one agency, AND not all your
Agencies show up on this screen, click “Add Agency” button to add the other agency or agencies. You
received more than one ID when an agency added you to their list, and should have received more than
one e-mail with different Filer IDs. When you click on “Add Agency” and enter your other Filer ID &
Registration Key, you will merge your files so that you are only filing once for all your agencies. (There is
also an option to use data matching to find your other file(s), without having your Filer ID & Registration
Key.)
Please be aware that you do not merge your file with that of another person. Call us if you have any
questions before proceeding.
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Clicking on “Add Agency” takes you to a second screen.

If using “1. Filer ID Search” to find your other agency, enter your (different) Filer ID for that agency and
its associated Registration Key.
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The error message below will appear if you did not enter a different Filer ID. If we sent you two or more
e-mails, and not all your Agencies are listed, the e-mails should contain more than one Filer ID for you.
Enter the different Filer ID. You may also search your additional agency by using “2. Data Match.” Call
309-888-5190 if you still have questions.

Error message when you enter only the different Filer ID. Enter the Registration Key, as well.

The Filer ID will bring up a Filer Name, Agency Name, Code and Filer Title. If this is you, check the “Add”
box, then “Save & Continue.” If this is not you, click the “Back” button to return to Step 3: My Agency.
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You begin filing your Statement of Economic Interests in Step 4. Read each question and if the question
is not applicable, leave the box checked next to “This question is not applicable to me” (i.e. if your
answer is N/A, none, or if you would leave the answer blank). However, if your answer is anything else,
click “Add Answer” (i.e. the question applies to you and you have an answer to record).

Clicking “Add Answer” brings up several fields. Choose from the drop-down menu and/or enter your
answer by typing into the field. Click the “Save” button, especially if you are not going to “Save &
Continue.” If you don’t want to “Add Answer” and want change your answer back to “not applicable,”
click the “Cancel” button.
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Choosing “Real Estate,” as a business entity brings up another set of fields. See snip below.

If you have not completed all the required fields, a red error message will appear on the page. See the
examples on the next page.
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Choosing “Other” for Business Entity, brings up a field. Click in the field and type in your specific answer.

9

As you answer the questions, you see your progress on the tabs (blue = complete; red = you are here;
gray = still to do once you complete your current section).

Continue through the questions. If you have capital assets to list for Question 4, after typing them in,
you have the opportunity to edit or delete your answer, by clicking on a button.

Clicking “Edit” takes you back to the previous page, where you can edit the description without having
to re-enter everything. Click “Save” again when you finish editing.
Clicking “Delete” takes you to a “Delete Answer” page where you have a second chance. Clicking
“Cancel” returns you to the previous page. Clicking “Delete” at the bottom of the “Delete Answer” page
returns you to the question you were just on, wiping out the answer.

Submit your online statement
After answering all the questions, you arrive at the “Submit Statement” page. Review your answers, and
at the bottom of the page, check the box next to the declaration. Then click “Submit Statement.”
(Printing your answers on this page will not submit your statement! Please do not use the online filing
tool as a way to submit your answers on paper.)
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See snip below. You must check the box next to the declaration below your answers, and then submit.

Four ways to know whether you have filed successfully
1. You will receive an immediate on-screen confirmation.
2. At the top right, click on “My Filings.” If you show a filing date for the current year, you have
filed. If the line next to “Filing Date” is blank, you have not yet filed your statement.

3. The system also generates an automatic receipt e-mailed to the address we have on file for you.
The receipt has the following subject and begins like this:
Subject: [McLean County] Confirmation for Submission

Thank you for filing your Statement of Economic Interests
4. Look yourself up on our Public Search at https://seionline.mcleancountyil.gov/PublicSearch/
(A link to the Public Search is on the McLean County Clerk Statement of Economic Interests
page). Under “View SEI,” it will show either “Not Filed” or the date that you filed. You can click
on the date to view your statement and, if you wish, print it for your records.

Public Search shows that the Board Member has filed, but not
the Secretary or Commissioner.

At the top right, the “Logout” tab takes you to the Filer Login page. Close your browser.

Kindly do not forward us your receipt. We are able to access it, if needed.

Many thanks for using the online SEI system!
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