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Notice

Use this EDGAR® Filer Manual when making electronic filings with the United States Securities
and Exchange Commission (SEC or “Commission”). See Rule 301 of Regulation S-T.

The EDGAR Filer Manual consists of two volumes. EDGAR Filer Manual (Volume I) General
Information introduces the requirements for becoming an EDGAR Filer and maintaining EDGAR
company information. EDGAR Filer Manual (Volume II) EDGAR Filing illustrates the process to
submit an online filing.

For up-to-date information regarding filing-related topics, consult the following EDGAR
websites:

e Information for EDGAR Filers (http.//www.sec.gov/info/edgar.shtml)

e EDGAR Gateway to submit filings (http.// www.portal.edgarfiling.sec.gov)

e EDGAR Company Database (http.//www.edgarcompany.sec.gov)

EDGAR®™ and EDGARLink® are registered trademarks of the Securities and Exchange
Commission. EDGARLite™ is a trademark of the Securities and Exchange Commission. All
other product brand names mentioned in this Filer Manual are trademarks or registered
trademarks of their respective holders.

To protect the privacy of our filing community, filers are asked not to include social security
numbers in filings submitted to the Commission.
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Updates
On March 26, 2012, EDGAR Release 12.0 will introduce the following changes:

EDGAR will be updated to support the US GAAP 2012 Taxonomy and Mutual Fund
Risk/Return Summary 2012 Taxonomy. Please see
http://sec.gov/info/edgar/edgartaxonomies.shtml for a complete listing of supported
standard taxonomies.

For submission form types N-PX-NT, N-PX-VR, N-PX-CR, and their amendments, the
“Period” field will be updated to allow any valid date other than a future date.

The OMB expiration date will no longer be displayed on Forms D, 3, 4, and 5.

The maximum size of a submission, including all attached documents, through EDGAR
Online Forms Management and EDGAR Filer Management websites will be 200 MB.

The Confirmation and Acknowledgement screens on the EDGAR Filer Management
Website, which currently display the filer support fax numbers, will be updated to include
the new fax numbers for Corporation Finance, Investment Management, and Trading and
Markets Divisions.

There will be a .dot release, EDGAR Release 12.1.1 to convert DOS based Form N-SAR
application to an online application. On July 9, 2012, EDGAR Release 12.1.1 will introduce the
following changes:

DOS based application to create Form N-SAR documents will be retired on Monday,
July 9, 2012. Starting July 9, filings created by the DOS based application will no longer
be accepted. Form N-SAR may only be filed using the online version of the form available
on the EDGAR Filing Website or constructed by filers according to the EDGAR N-SAR
XML Technical Specification. Submission form types NSAR-A, NSAR-A/A, NSAR-AT,
NSAR-AT/A, NSAR-B, NSAR-BT, NSAR-BT/A, NSAR-U, and NSAR-U/A can be
accessed by selecting the ‘File Form N-SAR’ link on the EDGAR Filing Website.

EDGAR Filer Manual, Volume III: N-SAR Supplement will be retired. Instructions to file
Form N-SAR will be included in Chapter 9 of EDGAR Filer Manual, Volume II: EDGAR
Filing.
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Preface

Welcome to the Electronic Data Gathering, Analysis, and Retrieval (EDGAR) system of the U.S.
Securities and Exchange Commission (SEC). EDGAR provides an electronic filing process for
filers and filing agents submitting documents under the Securities Act of 1933, the Securities
Exchange Act of 1934, the Trust Indenture Act of 1939, and the Investment Company Act of
1940 (collectively, “Acts”).

When you have determined that you have a requirement to file electronically on EDGAR, you
must follow a specified process. The first step of this process, applying to be an electronic filer, is
covered in this manual. The EDGAR system has built in a number of safeguards that require you
to complete a formal application process before you can access most of the EDGAR Filer
Websites. After you complete that process, you will be able to generate new or replacement
access codes that allow you to start filing on the system. These codes also provide access to other
sites that allow you to create certain types of filings, or to update your company information. The
two EDGAR Filer Manuals are designed to help you follow this process. The first volume of this
manual covers the application process and outlines how to keep your company data, which is
stored in EDGAR, up-to-date. The second volume helps you understand the tools provided by the
SEC for constructing and transmitting electronic submissions.

The SEC accepts electronic submissions through the Internet. EDGAR will disseminate that
information and you may view electronically submitted filings in the SEC’s Public Reference
Room in Washington, DC, through commercial dissemination services, or by using the SEC’s
website on the World Wide Web (http://www.sec.gov).

Do you need to file through EDGAR?

Whether or not you need to submit filings on EDGAR will depend on the form type(s) you are
required to submit. For those requirements, refer to Regulation S-T, Rule 101 [Mandated
Electronic Submissions and Exceptions].

Rules Governing Forms and Filing Information

EDGAR provides you with an electronic means to submit information to us. It does not change
the content of what you submit. Regulation S-T mandates electronic submissions of filings by
all domestic and foreign registrants. Regulation S-T also provides the general requirements and
procedures for electronic filing. You may find copies of Regulation S-T in the Federal Register
and the Code of Federal Regulations (17 CFR Part 232) in our Public Reference Rooms. You will
also find Regulation S-T under the Division of Corporation Finance area on the SEC’s website
(http://www.sec.gov) under Forms and Associated Regulations, EDGAR.

Please see the EDGAR Filer Manual Volume II for a detailed listing of laws and releases that
affect electronic filing. You may obtain copies of this material from our SEC website
(http://www.sec.gov).
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1. INTRODUCTION TO VOLUME I
1.1 Organization of this Manual

This volume is divided into chapters and appendices. The paragraphs and subparagraphs are
numbered for easy reference (e.g., 1.2, 3.6.1).

The chapters of this volume primarily refer to the process of registering as an electronic filer on
EDGAR and maintaining your company information.

The following outline shows you where to find information in this volume. An index is also
provided at the end of this document.

CHAPTER 1 — Introduction
CHAPTER 2 - General Information for Filers
CHAPTER 3 - Becoming an EDGAR Filer
CHAPTER 4 — Generating EDGAR Access Codes
CHAPTER 5 — Maintenance of Company Data
CHAPTER 6 - Introduction to Filing on EDGAR
APPENDICES:
A Glossary of Commonly Used Terms, Acronyms, and Abbreviations
This glossary contains terms, acronyms, and abbreviations used in the Filer Manual.
B Frequently Asked Questions
Answers to some of the questions asked most frequently by EDGAR filers.
C Automated Name Conformance Rules for Company and Individual Entity Names

Appendix C explains the conformance rules that will be automatically applied to company
and Individual Entity Names entered in the EDGAR system.

1.2 Conventions Used in this Manual
As you read this volume you should notice attributes assigned to certain types of text:

e Instructions to press a key on a keyboard or click a button or tab on the screen appear in
square brackets and in title case:

Press [Enter]|
Click [Module/Segment]

e Titles of check, dialog, and list boxes, fields, functions, options, processes, queries,
reports, pages, tables, and windows appear in title case:

Submission Type list box
Name field

Company Information query
Return Copy check box

e Menus, menu options, radio buttons, and statuses appear in title case and have double
quotation marks around them:
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“Test Filing” radio button
From the “Edit” menu, select “Copy”
“Busy” status

e Directories and file names appear in bold text:

The C:\temp directory
r10q-630.txt (the file saved in ASCII)

e Keystroke combinations appear between less-than and greater-than brackets and in upper
case:

<ALT-TAB>
<CTRL-C>

e Internet Hyperlinks appear underlined:

Home
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2. GENERAL INFORMATION FOR FILERS
2.1 How to Obtain the EDGAR Filer Manual

You can download the latest version of the Filer Manual from our website (Attp./www.sec.gov)
under “Information for EDGAR Filers.” The Filer Manual is also available in HTML format on
the EDGAR Filing Website (https://www.edgarfiling.sec.gov).

You can also purchase the latest version of the EDGAR Filer Manual from Thomson Financial,
formerly Disclosure, Inc., at the following address:

ATTN: Thomson Financial

Public Reference Room

US Securities and Exchange Commission
100 F Street, NE

Room 1580

Washington, DC 20549

Or, call Thomson Financial at one of the following numbers:

(800) 638-8241
(301) 951-1350

2.2 Hours of Operation

EDGAR accepts new filer applications, new filings, and changes to filer data each business day,
Monday through Friday, from 6:00 a.m. to 10:00 p.m., Eastern Time. Transmissions started but
not completed by 10:00 p.m. Eastern Time may be canceled, and you may have to re-submit on
the next business day.

23 Introduction to Web Browsers

The EDGAR system uses web-based technology to make submitting filings easier and faster.
Web browsers read code called Hypertext Mark-up Language (HTML). Many people have
become familiar with HTML since they have used the Internet. We use a browser as an integral
part of EDGAR, providing our interface to the EDGAR Filing Website.

2.3.1 Browser Differences

Internet browsers that are supported for EDGAR Filing Website are: Internet Explorer 7.0 or 8.0,
or Firefox 3.5 or greater. For other EDGAR Websites, we recommend that you use Netscape
version 5.0 or later, or Internet Explorer version 5.0 or later.

Note: The EDGAR Filing Website does not support Netscape version 6.0.

These browsers comply with Secure Socket Layer (SSL) communications that you will use to
reach the EDGAR Filing Website. Which browser you use is a personal preference. This section
covers some functions that are innate to browsers and how your browser should be set up. You
should be aware that there might be subtle differences if you are using IE or other versions of
Netscape.
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Figure 2—-1: Browser Menu Bars

Browsers have very similar navigation functions: [Back], [Forward], [Stop], and [Reload]
buttons, Current Address Location fields, as well as buttons for performing other functions such
as printing and saving. The biggest difference between the browsers is visual: buttons, menu
options, and the location of preference settings. In addition, browsers behave differently in how
they save or download files. If you don't set up your preferences in Firefox to prompt you for the
location, Firefox will automatically download the files to a default location.

To change default Firefox download/save settings, select ‘Options’ from the Tools menu. In the
Options dialog box, click the [General] tab. Under ‘Downloads’, select the ‘Always ask me where
to save files’ radio button and click [OK]. Choosing this setting prompts you for a location each
time you save or download a file. For detailed information on your browser, see your browser’s
user manual or help function.

The browser window works similarly to all windows, in that it can be maximized, minimized, and
sized. The default menu bar contains buttons that help you navigate the Internet; however, these
buttons do not necessarily help you navigate EDGAR. For the purposes of logging into EDGAR,
downloading files, submitting filings and company queries, or updating company information,
these buttons do not apply. Some of the functions you can use are Bookmark, to mark the
EDGAR Login page for easy accessibility; Back, to correct, add, or remove criteria from a query;
and Security, to turn on or off your security functions.

When you login to an EDGAR website, please read the Welcome Page. It contains updated
information about EDGAR, including filing requirements, system changes, new versions of
software tools, and other related information.

24 Accessing EDGAR

To access EDGAR, a filer must have EDGAR access codes. If you are a new filer or an existing
filer who wants to file in another capacity (e.g., become a filing agent or training agent), you must
use Form ID to apply for EDGAR access codes. You do this by completing and submitting an
electronic Form ID. You must also supply a notarized authentication document in one of two
ways: Complete the fillable PDF version of the Form ID (a copy is available on the SEC’s Public
Site), print a copy of the completed PDF so that it can be signed and notarized, create an
electronic image of the signed and notarized document, attach it to your electronic Form ID
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application and submit both to the Commission; or after you have submitted your electronic Form
ID application, create, sign and notarize your authentication document and then fax it to the
Commission. If we do not receive either the PDF image or the fax version of your authentication
document, we cannot process your application. Details of this process are covered in other
sections of this manual. Once you have obtained your access codes, you will be ready to login to
EDGAR, transmit submissions, run company queries, update your company information, or
change your password/CCC (CIK Confirmation Code).

2.5 EDGAR Hardware and Software Requirements
The following list states the recommended system requirements:
e PC with the following:
o 500+ MHz processor

o All Windows desktop operating systems supported by Microsoft (excluding Windows
7)

o 128 MB of RAM recommended; less may cause program or system performance
problems

o Local Hard Drive with sufficient capacity for submission preparation and transfer (this
capacity depends upon the size of the total documents needed for the submission)

e For those using EDGARLink Online for the creation of more document intensive
submissions, the following PC recommendation applies:

o 1.28 GB MHz processor or higher

o 1 GB or more of RAM; less may cause program or system performance problems
e Monitor (color recommended, but not required)
e Printer (recommended, but not required)
e Internet browsers:

o EDGAR Filing Website: Internet Explorer 7.0 or 8.0, or Firefox 3.5 or greater. The
EDGAR Filing Website does not support Netscape 6.0.

o Other EDGAR websites: Netscape Navigator version 7.0 or higher or Internet
Explorer version 5.0 or higher and supporting 128-bit cipher strength. Java should be
enabled in the browser.

e Word processing or spreadsheet applications having the option to save documents as
standard ASCII or HTML text

e Internet access
If you have questions about your PC configuration, check with the manufacturer.
2.6  Getting Help with EDGAR
For Procedural and Technical questions, contact Filer Support.

You can reach our Filer Support Branches in the Divisions at (202) 551-8900. These offices
respond to general EDGAR questions like how to become a filer, the form ID process, how to get
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to the Websites, how to update filer information, filing of forms, and header tags. Filer Support is
available each business day from 9:00 a.m. to 5:30 p.m. Eastern Time. Filer Support voicemail
will be available during off hours.

For general fee information, contact our Fee Account Services Branch in the Office of Financial
Management at (202) 551-8989.

For Substantive questions, contact your Division

For filing content, rule interpretations, filing date adjustments, and hardship exemption requests,
contact the division that reviews the filing, the Division of Corporation Finance or Investment
Management, during normal business hours 9:00 a.m. to 5:30 p.m., Eastern Time.

Division of Corporation Finance:

For help with filings reviewed by the Division of Corporation Finance, contact the Office
of Information Technology in the Division of Corporation Finance at (202) 551-3600.

Division of Investment Management:
For help with Form 13-F, call the IM Chief Counsel inquiry line: (202) 551-6865

For help with Form N-SAR or Form 24F-2, call the N-SAR/24F-2 inquiry line:
(202) 551-6703.

For help with investment company filings (except Forms 13-F, N-SAR and 24F-2), call
the IM EDGAR inquiry line: (202) 551-6989.

o For questions concerning post-acceptance corrections and withdrawals, first please
read our notice, “IM EDGAR Post-Acceptance Corrections” on the Information for
EDGAR Filers web page (http.//www.sec.gov/info/edgar.shtml).

o For questions concerning series and classes (contracts), first read our notice, “Series
and Class (Contract) Notice and FAQ’s,” on the Information for EDGAR Filers web
page (http:/www.sec.gov/info/edgar.shtml).
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3. BECOMING AN EDGAR FILER
3.1 Getting Ready

To automate the process of submitting a Form ID application, the SEC has developed the EDGAR
Filer Management Website (EFMW). At this website a potential filer can file the Form ID
application, generate access codes (new/replacement), update a passphrase (required security
code), convert from a paper only filer to an electronic filer, and obtain access codes for serial
companies. You can access this website directly through its Uniform Resource Locator (URL):
https://www.filermanagement.edgarfiling.sec.gov or through our EDGAR Gateway. The EDGAR
Gateway allows you to navigate between the multiple EDGAR websites more easily. It is located
at: http.//www.portal.edgarfiling.sec.gov. It is strongly recommended that you bookmark this
website or add it to the Favorites list in your browser.

This section describes the process that a new filer must follow to gain access to EDGAR. It also
describes how to access the EDGAR Gateway and EFMW. For the EFMW, it covers the
functionality that it provides, including how to create and submit a Form ID application
electronically.

Before you can use the EDGAR system, you must submit a Form ID application to be accepted as
an EDGAR filer. (Refer to Section 3.2, New SEC Filer: Applying for EDGAR Access, for more
information. If you wish to create an Asset-Backed Securities Issuing Entity, refer to Section 3.4,
Creating an Asset Backed Securities Issuing Entity.) An EDGAR filer can be a registrant, a
third-party non-registrant filer, a transfer agent, a third-party agent filing for another individual or
entity, or a training agent. EDGAR filers may send submissions on their own behalf or use a filing
agent. Training agents may only send test submissions. A duly authorized person, such as a
partner, president, treasurer, corporate secretary, officer, or director, must sign the Form
ID. Section 16 filers may have someone with their power of attorney sign the Form ID. Filing
agents such as financial printers cannot sign this Form on behalf of the issuer unless they are
specifically authorized to do so in writing on behalf of the issuer or Section 16 filer. The
documentation should accompany the Form ID.

As an applicant for EDGAR access codes, you must indicate whether you are a filer, filing agent,
or training agent as defined in Part I of the Form ID General Instructions. If you plan to file on
EDGAR in more than one capacity, a separate Form ID must be completed and submitted for each
capacity. For example, if you want to make EDGAR submissions as a registrant, and as a filing
agent, and as a training agent, you must submit a separate Form ID for each filing capacity. You
will receive three separate sets of CIKs and access codes.

It is mandatory to include the registrant’s Tax Identification Number (TIN) to establish domestic
companies. This is for companies only, not individuals. If you do not have your TIN when you
submit your initial Form ID, you may add it to the EDGAR database by going to the EDGAR
Filing Website and adding it to your company’s information.

You must file your Form ID application electronically via the EDGAR Filer Management
Website. You can either attach a notarized authentication document (a manually signed and
notarized PDF version of the Form ID document) to your Form ID application or to your request
to convert from a Paper to Electronic Filer so that both can be electronically submitted at the same
time or you can fax the required manually signed and notarized authentication documentation to
the SEC two business days before or after you have submitted your electronic Form ID. Filers
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who are updating their passphrase must fax their notarized documentation. Intentional
misstatements or omissions of facts constitute federal criminal violations. See 18 U.S.C. 1001.

Section 3.2, New SEC Filer: Applying for EDGAR Access, contains instructions on how to do
this. You can print various EDGAR-related forms (e.g., Form TH, Form SE) from the
www.sec.gov website. You can also request additional copies from the SEC’s Publications Office
by calling (202) 551-4040, or by making a written request to the following address:

ATTN: Publications Branch

US Securities and Exchange Commission
Mail Stop L610

100 F Street, NE

Washington, DC 20549

You must fax the manually signed and notarized authentication documentation associated with
your electronic Form ID to the following office:

US Securities and Exchange Commission
ATTN: Filer Support

Corporation Finance Filer Support: (202) 504-2474 or (703) 813-6961

Investment Management Filer Support (for investment companies, insurance product
separate accounts, institutional investment managers, and applicants for orders under the
1940 Act): (202) 772-9180

Trading and Markets Filer Support: (703) 813-6989 (for Transfer Agents) or
(703) 813-9320 (for Large Traders and other Trading and Markets filers)

You may contact Filer Support at (202) 551-8900 if you require additional information.

After we accept your Form ID application, you will receive instructions on how to obtain the
following four access codes:

CIK — Central Index Key:

The CIK is a number that we assign to each entity that submits filings to us. Use of the
CIK allows us to differentiate between filing entities with similar names. A CIK is used to
identify all filers, both EDGAR and non-EDGAR. Individuals should use their own CIK
number and password each time they logon to EDGAR, even if their filings relate to
different registrants.

Using the CIK to Login and Identify Submitter Registrants:

The CIK is the one EDGAR access code that is available to the public. In
EDGAR, the CIK is used with a password for login identification (sometimes
referred to as a login CIK). This identifies the submitter, which could be a
registrant, a non-registrant, a filing agent, or a training agent. The CIK is also used
with the CCC in submission headers to identify the registrant. The CIK is a
permanent identifier; you may not change it. You can login to EDGAR using any
valid CIK-password combination. The login CIK will be part of the unique
identifier for the submission.
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e (CCC - CIK Confirmation Code:

The CCC is a code of eight characters having at least one number (0-9) and at least one
special character (@, #, $, *). The CCC is case-sensitive and you must use it exactly as
created, either in upper or lower case. Because the CCC is case-sensitive, if you use lower
case letters when the CCC is created or changed, you must use lower case letters when
entering the CCC in submission headers. To avoid confusion, we do not use the number 1
(one), the lower-case letter “I” (el), the number 0 (zero), or the capital letter O (oh) in
assigning codes. We suggest that you also avoid using these numbers and letters when
changing your CCC. You will need both a CIK and its corresponding CCC to submit a
filing.

Releasing the CCC To Filing Agents and Financial Printers:

If you use a filing agent, you may release the CCC to your agent because you must
include a CCC in your submission. When a third-party agent submits a filing for
you, the agent uses its own login CIK and password to establish authorization to
make a submission. However, the agent must use your CIK and CCC in your
submission in order to identify you as the entity for which the submission is being
made.

Changing Your CCC:

We recommend that you change your CCC after a third-party filing agent has used
it for a submission on your behalf. This will prevent the filing agent from
inadvertently making unauthorized filings using your access codes. (This can
occur if a filing agent does not carefully check the codes it uses in a filing prior to
submitting it). You may also want to change your CCC for security purposes. You
will find procedures for changing the CCC in Chapter 4.

e Password:

The password is a code of eight characters having at least one number (0-9) and at least
one special character (@, #, $, *). The password is case-sensitive and you must use it
exactly as created, either in upper or lower case. You use it in combination with a CIK to
identify the entity making a submission. This entity may be you, or a filing agent, or the
law firm who files on your behalf. Since a CIK is public information, a second,
confidential code is necessary to ensure that whoever is sending a submission to EDGAR
is authorized to do so. You must enter both a CIK and a password to access EDGAR. The
CIK is public and you may give it and the CCC to your agent to make submissions on your
behalf, but you should hold the password in strictest confidence.
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Changing Your Password:

We encourage you to change your password frequently, at least annually. You will
find procedures for changing a password in Chapter 4. To change a password, you
must use a Password Modification Authorization Code (PMAC). Your password
will expire 12 months after it was created or last changed. If you are locked out
of EDGAR because your password has expired, you may generate a new set of
EDGAR access codes (PMAC, password, CCC) via the EDGAR Filer
Management Website using your passphrase. If you have also forgotten your
passphrase, you must request a new passphrase (also via the EDGAR Filer
Management Website) before you can generate a new password. A request for a
new passphrase must be accompanied by authentication documentation, and it
must be accepted by the SEC, so be sure to keep your password up to date. (Refer
to Section 4.1, Generating All EDGAR Access Codes, for instructions on how to
generate a new set of EDGAR access codes and how to request a new passphrase.)

e PMAC — Password Modification Authorization Code:

You must use the PMAC to authorize a change of password. The PMAC is a code of eight
characters having at least one number (0-9) and at least one special character (@, #, $, *).
The PMAC is case-sensitive and you must enter it exactly as created. It is a very private
code, and only one or two persons in an organization should know this code. If you
misplace or have forgotten your PMAC, you may generate a new set of EDGAR access
codes (CCC, password, PMAC) via the EDGAR Filer Management Website
(https://www.filermanagement.edgarfiling.sec.gov) using your passphrase. The CIK is
public and you may give it and the CCC to your agent to make submissions on your
behalf, but you should hold the PMAC in strictest confidence.

Part of the process of submitting an electronic Form ID application is to specify an
EDGAR passphrase.

e Passphrase:

The passphrase is used to generate a set of EDGAR access codes (PMAC, password,
CCC). The passphrase follows the PMAC formatting and usage rules (see PMAC).
Because it can be used to generate the EDGAR access codes, the passphrase is a very
sensitive code that should be strictly controlled. Access to it within your organization
should be extremely limited. As mentioned previously, requesting a new passphrase must
be done via the EDGAR Filer Management Website, it must be accompanied by manually
signed and notarized authentication documentation, and it must be accepted by the SEC.
(Refer to Section 4.1, Generating All EDGAR Access Codes, for instructions on how to
generate a new set of EDGAR access codes and how to request a new passphrase.)

The SEC does not keep these codes on file. It is the responsibility of the individual designated as
the Contact for EDGAR on the Form ID to provide these codes to the EDGAR filing parties, and
to keep the codes secure. Section 16 filers must provide their EDGAR codes to their EDGAR
contact at each of the companies for which they are insiders if the companies are going to file on
their behalf. Only ONE set of EDGAR codes will be valid for each individual, so it is essential
that all relevant companies be given the codes. Only one Form ID should be submitted for a
registrant or an individual applicant.
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Note: To protect the integrity and security of the data you send, you must limit the number of
people who know your CCC, password, and PMAC.

3.1.1 Accessing the EDGAR Gateway

Any potential filer can access any of the EDGAR Websites by using the EDGAR Gateway into
the EDGAR system. Please execute the following procedure:

1. Connect to the Internet.
2. Go to the EDGAR Gateway
hitp.//www.portal.edgarfiling.sec.gov
The EDGAR Gateway page appears (see Figure 3—1: EDGAR Gateway Page).

This page functions as a gateway to all EDGAR Websites. As such, it is strongly
recommended that you bookmark this page or add it to the Favorites list in your
browser.

3. Read the questions and determine which one identifies what you want to accomplish.
If you are a new filer, click on the link that says, “Would you like to become a new
filer or generate new access codes”.

The Website Welcome page for the EDGAR Filer Management Website will appear.

L5, Securities and Exchange Commission

Electronic Data Gathering,

Analysis, and Retrieval (EDGAR)

EDGAR® and EDGARLInk®

are registered trademarks Access Notes
Ef e . This is the main portal for the SEC's EDGAR
Henange Lommission,
-l hfﬂ ndl product 11_.‘,5“ r'“.,“ I wou file with us, you may access

EDGAR from S:00AH te §0:00/MH
Eastern Time Monday throuwgh Friday
{ewcept for federal holidaws).

mames mantioned in this
software are irademarks

or registered trademarks Please select the appropriate option below:
of their respective
helders.
*  Would you like to become Browsers Supported
a new filer or generate R We recemmand wsing
new access codes? ! Internetl Explorer 5 (o
Securities Issuing Enfity? later) or Hetscape .
when nawvigating this
website

Are you a Section 16 or an *  ‘Would you like bto query
EDGARLIte filer? coHmpany data?

Would you like to downlosd |+ Would you like to read
thie Filer Manual? up on thee latest SEC
Regulatory activity?

‘Would you like to File a
Farm D7

Figure 3—1: EDGAR Gateway Page
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3.1.2 Accessing the EDGAR Filer Management Website
Another way to access the EFMW is to go directly to the website by executing the following

procedure:
1.

Connect to the Internet.

2. Go to the EFMW

https://'www.filermanagement.edgarfiling.sec.gov

The EFMW Home page appears (see Figure 3—2: EDGAR Filer Management Home
Page).

This page functions as a gateway to the website.
Click the [Press Here to Begin] button.

The EFMW Welcome page appears (Figure 3—-3: EDGAR Filer Management
Welcome Page (Top)).

This page provides access to the electronic Form ID application and other capabilities
provided by the EFMW.

U.5. Securities and Exchange Commission
Electronic Data Gathering, Analysis, and Retrieval
(EDGAR)

Filer Management

E.“"]II

This computer system is Federal property and is to be used only for suthorized government purposes by users who have been granted sccess

rights by the Office of Information Technology, Misuse of this computer svstem is a vioktion of Federal lw (Pub, L.98-474). All users of this

svstem, whether suthorized or unsuthorized, are sulgect 1o momitorng by the Office of Information Technology and by law enforcement officiak.
Such momitoring may be used by bnw enforcement officials as necessary in the course of any official investigation. Users are reminded that there js
n0 expeciation of privacy when asing network resources. ﬁmwmgﬁtmmmwwmmhmmtlm
of criminal activity or other misconduct may be provided to low enforcement and Commission officials. Electronic messages, whether msthorized
or unauthorred, consitules consent 1o ithe retrieval and disclosure of mfomiation stored vwithi the system, mchiding mformation stored locally on
the hard drive or other media in use with this unit (e.g., floppy disks, personal digital assistants and other hand-held peripherals, and CD-ROMS).

EDGAR® and EDGARLInE® are registered imdemarks of the U.S. Securites and Exchange Commission. All other brand prodisct names mentioned in this
software are tmdemarks or registered tademarks of their respective bolders.

WARNING!

Notice: Before vou cart alectrosileally file with the SEC on EDGAR, veu miiii! become an EDGAR filer with
authorized aocess codes. This website will allow you ro craate o Form 1D and submi it for authorization fo the
SEC. Upon acorptance, veu will recehe & serigue CIK vig e-miail. Fou will then returr fo this site and use your
CIK and a pazsplwrate o creaie vour EDGAR access codes. Onee vou huave your gecess codes, You may ud
EDGAR to begin electromically filing. This website may alve be wsed to regenérate your access codles.

Please download the EDGAR Filer Manual for more trfermation on becoming an slectronic filer and using our
EDGAR filing websites. Orice you are ready fo begin filing. you will need fo login to our primary EDGAR filing
wiebsite ai liips:/ Mﬂﬁnﬂe_qﬂn_ﬂl'm rigesec.gov. I vou are filing an ewnership form (form iypes 3, 3, 4, /4, S or
Fid), or a Regularion D or Seciion 476) form (form bpes D or DA}, you will need fo fogin to our Onling Forms
Managemend website ar Iifpe Soww onlingfore, edparfiling e pev.

You may access this website and other EDGAR. websites from ¢:00AM to 10:00PM Ezstemn Time Monday throwugh
Friday (except for federal bolidavs).

Prass Havw o Bege |

Browsers Suppertad. W recomemand wsmg Intermet Explorer § for latery or Natsoape 7.5 wiw mavsgatesy tes wabaite

Figure 3-2: EDGAR Filer Management Home Page
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0.5, Securities and Exchange Conumission
Electronic Data Gathering, Analysis, and Retrieval
(EDGAR)

Filer Management

EDGAR®
Form 1D

§"||Ih

&

Weiceme to the EDGAR, Filer
capatdies neaded by & Ber
Paper forms any, you nes
Access ty the capabdses prignded
foliiwrs: please refer bo the E

o Applyfor EDCAR Aecoxy (Ton)
et thus ok of you as an mdndsal, snother mvdrsdual wivom you represent, of & company that you reprecent & new b Bing

Thecontents of this page niay <~

« Generate Access Codes (NewHeplarement)

i efor-every. releise.

- yo pasiword Wiy expared (einsmng ueer),
- youa harvn Forgomen all of your EDFGAR accrss codes jesaming user), of
- yeu need 1o changs your access codes for pecunty reasons (16, they have been cimpromsted)
& Updarte Padiphsaia
e this bnk 1o reset gour EDGAR, Passphrase f wou have Begosten it or it hat been conpromized
= Cenvert Plpurﬂnlr Filer to Electronic Filer
s+ ths bk o your cosnpany has been Bleg with the SEC wa paper forms sady id o bas become necessary bo Ble
elecirorcally

sorption of the capabaity promded v cach

Figure 3-3: EDGAR Filer Management Welcome Page (Top)
3.1.3 Navigating the EDGAR Filer Management Website (EFMW)

Once you access the EFMW, an option menu appears on the left-hand side of the browser

window. This menu allows you to navigate easily through the EFMW without having to return to

a menu page. This menu is broken down into two different sections:
e Filer Management

e Support

EDGAR®
Form 1D

= Home

Update Passphrase
Convert Paper Only Filer 1o
Electiome Filer

for MNew Senal

Support
* Gencral Help
*+ Erequently Asked Questions

Figure 3—-4: EFMW Welcome Page Menu
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Note that clicking Home merely redisplays the EFMW Welcome page. This menu item exists for
consistency with other EDGAR websites (such as the OnlineForms/XML Website) and to support
future functionality. Please note that the links open pop-up windows, so users should not disable

pop-up displays.
3.1.3.1 Filer Management

In the Filer Management section, there are five links:
e Apply for EDGAR Access (New)
e Generate Access Codes (New/Replacement)
e Update Passphrase
e Convert Paper Only Filer to Electronic Filer
e EDGAR Access for New Serial Companies

By clicking Applying for EDGAR Access (New), you can create a Form ID application and
submit it to the SEC for acceptance. A Form ID application is typically submitted by:

e A [potential] filer who has not previously filed with the SEC in any media
or
e A current filer who needs to file in a new capacity!
Acceptance of a Form ID application results in the creation of a new Central Index Key (CIK)?2.
For more details, please refer to Section 3.2, New SEC Filer: Applying for EDGAR Access.

When you click on Generate Access Codes (New/Replacement) and enter your CIK and your
passphrase3, you are presented with EDGAR access codes (for an existing CIK) that are needed to
perform common “filing” activities. (These EDGAR access codes are the Password Modification
Authorization Code [PMAC], the password, and the CIK Confirmation Code [CCC]). For more
details, please refer to Section 4.1, Generating All EDGAR Access Codes.

By clicking Update Passphrase, you can create a request for a new passphrase and submit it to the
SEC for review and acceptance. This capability allows an existing EDGAR filer who has
forgotten or wants to change his or her passphrase to get a new passphrase. With a new
passphrase, the filer can regenerate the PMAC, password, and CCC. For more details, please refer
to Section 4.1.1, Requesting an EDGAR Passphrase.

By clicking Convert Paper Only Filer to Electronic Filer, paper filers can create a request for
EDGAR access and submit it to the SEC for review and acceptance. This capability allows the
filer to file electronically with the SEC in the future. For more details, please refer to Section
3.3.1, Current Paper Only Filer.

1 “Capacity” in this context is one of the following: filer, filing agent or training agent. It refers to the applicant, not
the person filling out the form.

2 The CIK is a number that is assigned to each entity (company or individual) that submits filings to the SEC. Use of
the CIK allows us to differentiate between filing entities with similar names. A CIK is used to identify all filers, both
EDGAR and non-EDGAR.

3 The EDGAR passphrase is a security code that is used to generate a set of EDGAR access code.
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By clicking EDGAR Access for New Serial Companies, you can create a request for EDGAR
access for a new serial company and submit it to the SEC for review and acceptance. This
capability allows a serial company that was previously created via the submittal of a form 424B
filing to specify a passphrase for access to EDGAR (after the request has been accepted by the
SEC, the serial company can use the passphrase to get the access codes [PMAC, password, and
CCC(] that are needed to file with EDGAR). For more details, please refer to Section 4.1.1,
Requesting an EDGAR Passphrase.

3.1.3.2 Support

In the Support section, there are two links:
e General Help
e Frequently Asked Questions
3.1.3.2.1  General Help

If you need help while using the EFMW on the Internet, click on General Help from the menu to
bring up the General Help page (Figure 3—5: EFMW General Help Page) that displays a list of
help topics. When you click on a topic, you are shown information or additional links to specify
the type of assistance you need.

General Help

Please select one of the following options:
® (Contact the SEC

® Filer Manual

Figure 3-5: EFMW General Help Page
3.1.3.3 Frequently Asked Questions

Click on Frequently Asked Questions (FAQ) to open the EFMW Frequently Asked Questions
page. The FAQ page answers the questions about the EFMW that have been asked most often.
You may find the answers helpful while using the EFMW. Click on the hyperlink topic to display
the answer in the lower portion of the window.

3.2 New SEC Filer: Applying for EDGAR Access

This section walks you through the process of applying for access to EDGAR for applicants who
are new to filing with the SEC or who need to file with the SEC in a new role (e.g., filing
agent or training agent). Filers who have previously filed with the SEC on paper and who need
to begin filing electronically should follow the instructions in Section 3.3.1, Current Paper Only
Filer. New serial companies that need EDGAR access should follow the instructions in Section
3.3.2, New Serial Company.
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3.2.1 Overview
The process of applying for access to EDGAR consists of two parts as follows:
e Composing and submitting a Form ID

e Submitting Authentication documentation

Access to EDGAR will not be granted to a potential new filer until both parts have been

completed. The SEC will not accept a Form ID application until both documents have been
received. The Form ID is created and transmitted electronically; it will not be accepted as a

paper form. You have two options for supplying the notarized authentication document that must
accompany your Form ID application or your request to convert from a Paper to Electronic Filer.
First, you can complete the fillable PDF version of the Form ID that is found on the SEC’s Public
Site; obtain a hardcopy version of the PDF document that can be signed and notarized; scan the
document so that it can be attached; and electronically submit both to the Commission. Filers who
are updating their passphrase must fax their notarized documentation. Second, you can fax the
signed and notarized authentication document to the Branch of Filer Support two business days
before or after submitting your electronic Form ID to the Commission.

(Refer to Section 3.2.5, Authentication Documentation, for details.)

Within the context of a Form ID, the EFMW will:

e Allow you to provide all of the necessary information required by the SEC rules on an
appropriate data gathering form (Form ID)

e Allow you to provide your signature and signature date

e Allow you to verify the information on the form

e Allow you to edit information on the form where necessary

e Allow you to upload attachments (i.e., cover letters, exhibits, or correspondence)
e Allow you to attach the Notarized Authentication PDF Form ID document

e Allow you to review and confirm your information and then print the submission for your
records

Remember, the Form ID is a legal document. Consider these important notes when composing
your Form ID using the EFMW:

e Intentional misstatements or omissions of facts constitute federal criminal violations. See
18 U.S.C.1001.

e Submission of a Form ID with missing required information will be considered
incomplete and will not be accepted -- all required fields must be completed.

e There is no capability to save work in progress, so it is important for you to have all of the
information necessary to complete the form before you begin to assemble your submission
online.

e Ifyou are attaching the Notarized Authenticated PDF version of the Form ID, you should
have already signed, notarized, and scanned the document when completing the online
Form ID.
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e You can exit the window at any time to discard your work in progress and start over.

e Only one applicant per Form ID is allowed (however, a method is provided to make it
easier to submit multiple Form ID applications from the same browser window).

3.2.2 Application (Form ID)

This section outlines the process for composing a Form ID application using the EFMW and then
transmitting the submission to EDGAR for processing.

Note: The instructions provided for the paper Form ID are pertinent to the information that is
entered on the electronic Form ID data entry page. These instructions are available on the
SEC website http.//www.sec.gov.

Before beginning, gather all required information. Be especially sure to do the following:
e Determine the correct filer attributes: applicant type and company/individual indicator

e Ensure that you have identified the necessary contacts (for both EDGAR matters and for
accounting and billing information)

e Ensure that you have proper and valid postal addresses, telephone numbers and e-mail
addresses at hand

e Prepare any attachments, such as a cover letter or exhibit, or your notarized, signed and
scanned Form ID, save them in the correct format and have the file names identified?.

The first step for composing a Form ID application is to bring up the Form ID data entry form.
This is accomplished as follows:

1. Connect to the EFMW Welcome page (refer to Section 3.1.2, Accessing the EDGAR
Filer Management Website).

2. Click on Apply for EDGAR Access (New) in the menu bar.

3. A new browser window opens and the data entry page for the Form ID application
appears (see Figure 3—6: EDGAR Apply for EDGAR Access (New) Page (Top)).

4. Enter the Form ID data, described in the following subsections.

Note: Since the information on the PDF authentication document and the Form ID are
essentially the same, you can save time by cutting and pasting the information
from one document to the other.

4ASCII (*.txt file extension), HTML (*.htm file extension) and PDF attachments are accepted; graphic formats are
not accepted.
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Apply for EDGAR Access (New)

Intentional misstatements or omissions of facts constiiute federal crimmal violations. Ses 18 U.S.C_1001

Please fill in the application below if
* you as an individual,
* another individual whom you represent, or
* a company that vou represent

needs to file electronically with the SEC via the EDGAR system. All references to "Applicant” on this
form refer to the individual or company that needs to file with the SEC; thus, if vou represent an
individual or company, "Applicant” is nef you but rather the individual or company that yvou represent.

This application is for potential filers who are new to the SEC only: if the potential filer (i.e.. Applicant)
already has an assigned EDGAR. Central Index Key (CIK), do not use this form! In this case, refer to
the EDGAR Filer Manual for more information.

Form |D (™ intiicates required fiaéd. Help for & feld may De accessed by clicking is label )

' Application for EDGAR Access (Form D)

Applicant Typa
[Filer =]
Indicate whether the applicant is a company or individual

& Company ¢ Indnddual

| =
Mk Toe Vime l St et iy e

Figure 3—6: EDGAR Apply for EDGAR Access (New) Page (Top)
The information on the Form ID data entry page is sectioned into five parts:
Applicant Information

Basic information about the applicant, i.e., the company or individual that wishes to file
with the SEC.

Filer Information
Additional information about the applicant when the applicant is a company.
Contact for EDGAR Information, Inquiries and Access Codes

Information about the person who is the applicant’s point of contact for EDGAR-related
information and queries.

Contact for SEC Account Information and Billing Invoices

Information about the person who is the applicant’s point of contact for “financial”
information and queries.

Signature Information

Typed signature of the applicant, the authorized representative of an applicant that is not
an individual or the individual authorized to sign by the individual applicant or authorized
representative.

EDGAR Filer Manual (Volume I) 3-12 March 2012



Note that the information to be entered is not the same for all applicants and that the data entry
page is customized based upon the values of the filer attributes (Applicant Type and
Company/Individual indicator). The “parts” that are required are based upon these filer attributes
are specified in Table 3—1: EDGAR Form ID, “Parts”.

Table 3-1: EDGAR Form ID, “Parts”

Applicant Type “Form ID” Data Entry Block
Applicant Filer Contact Account Signature
Information Information | Information | Information | Information
Part | Part i Part IlI Part IV Part V
Filer (Company) Yes Yes Yes Yes Yes
Filer (Individual) Yes No Yes Yes Yes
Filing Agent (Company) | Yes Yes Yes Yes Yes
Filing Agent (Individual) | Yes No Yes Yes Yes
Institutional Investment Yes Yes Yes Yes Yes
Manager (Form 13F Filer)
(Company)
Institutional Investment Yes No Yes Yes Yes
Manager (Form 13F Filer)
(Individual)
Investment Company, Yes Yes Yes Yes Yes
Business Development
Company or Insurance
Company Separate
Account (Company)
Large Trader (Company) | Yes Yes Yes Yes Yes
Large Trader (Individual) | Yes No Yes Yes Yes
Municipal Advisor Yes Yes Yes Yes Yes
(Company)
Municipal Advisor Yes No Yes Yes Yes
(Individual)
Non-Investment Yes Yes Yes Yes Yes
Company Applicant
under the Investment
Company Act of 1940
(Company)
Non-Investment Yes No Yes Yes Yes
Company Applicant
under the Investment
Company Act of 1940
(Individual)
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Applicant Type “Form ID” Data Entry Block
Applicant Filer Contact Account Signature
Information Information | Information | Information | Information
Part | Part Il Part llI Part IV Part V
Training Agent Yes No Yes No Yes
(Company)
Training Agent Yes No Yes No Yes
(Individual)
Transfer Agent Yes Yes Yes Yes Yes
(Company)
Transfer Agent Yes No Yes Yes Yes
(Individual)

3.2.2.1 Data Entry Conventions
The following are some basic EFMW data entry conventions:

e In Internet Explorer, disabled fields are read-only and are colored gray. In Netscape, the
field is read-only but is not displayed in gray.

e An asterisk to the right of the label name indicates a required field. (For example,
“Mailing Street 1 *” is a required field.)

e Press the [Tab] key to move from field to field. (For this purpose, field level help counts as
a field.)

e Field level help is available by clicking on the label.

e The [Exit Window] button will close the current data entry session and return to the
EFMW Welcome page. Any data entered or attachments uploaded will be discarded.

3.2.2.2 Data Entry Details

Some significant details about the entry of the information on the Form ID application are
described in the following sections. For each data portion of the data entry page there is a section
and an associated screen shot. Note that the electronic Form ID application is modeled after the
paper Form ID and that any instructions regarding the data to be entered in a field on the paper
form are applicable to the electronic form.
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3.2.2.2.1 Applicant Information

The Applicant Information section of the Form ID application is the first data entry section that is
displayed on the page (equivalent to Part I of the paper form). This information is to be supplied
by all applicants. The filer attributes are the first items in this section (before the Name of
Applicant/Individual) and are critical to the data entry process as they control the data entry fields
that are available on the page. It is recommended that the filer attributes be specified before any
other data and that an effort is made to ensure that they are correct: changing them after data has
been entered in other fields may result in data being lost>. When the page is first displayed, the
filer attributes are set to {“Filer” and “Company”}.

The Name of Applicant or Name of Individual is the first data entry field after the filer attributes.
The difference between the two is that the Name of Applicant is used for companies only and
consists of a single component, while the Name of Individual is used for individuals only and
consists of four components, one each for Last Name, First Name, Middle Name, and Suffix. As
stated on the web page, the Name will be conformed according to the EDGAR standards. (See
APPENDIX C, AUTOMATED NAME CONFORMANCE RULES, for details of these
conformance rules.) These standards may be viewed online by clicking the link in the Note above
the data entry field. The process of automatic name conformance cannot be turned off or
otherwise prevented or avoided by the requestor or applicant.

The Mailing Address is required and must be entered for all applicants. However, it may also be
used for other addresses on the Form ID application (as described in the appropriate sections).

The TIN is required whenever the applicant is a Company. However, a company that has applied
for but has not yet received a TIN must enter “00-0000000” (zeroes). Remember to update your
TIN when it is received. You must use the EDGAR Filing or OnlineForms/XML Website’s Edit
Company Information capability to update the TIN in EDGAR. The TIN is not needed for
Individuals and cannot be entered (the entry of a Social Security Number [SSN] is not required
and is not supported).

Note: The “applicant” is the company or individual who is required to file with the SEC,
not necessarily the person who is filling in the form (although it could be). The term
“requestor” is used to refer to the person who is filling in the form.

5 Data in the “parts” that are common to the filer attributes settings will be preserved; however, data that exists in a
“part” that is not needed based upon the new filer attribute setting is lost. For example, Filer (Company) requires the
entry of Filer Information (Part II) — if you switch the filer attributes to Filer (Individual), any Filer Information that
you may have entered is lost.
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Apply for EDGAR Access (New)

Intentional masstatements or amissions of facts constibute federal crmmal wolatons,. See 12 8.5 C1001

Flease Bll m the apphcaton below £
* ol a5 -an mdnndual,
+ another mdnndual whom you represent, or
+ a company that you represent
needs bo file electromeally with the SEC via the EDGAR systenn. All references to "Appheant” on this form refer to the mdmmidual

or company that needs to Sewath the SEC; thus, f you represent an méndual or comgpany, “Appltant” 15 sot you but rather the
mdradual or company that you represent

Thas applcation i for potental flers wiho are wew to tie SEC onbe-if the potental fler (Le, Appkcant) already has an assgned
EDGAR. Central Index ey (CIED), do net use this formi In this case, refer to the EDGAR Filer Manual for more mformation

Formn 1D (™ indicales required el Helo for & Seld may e sicessed by clicking ks label )

Application for EDGAR Acceds (Forrn 1D
Applicant Type

Faler b

Iridicate whalher e applicant |5 & company of Individusl
(&) Company. () Individuad
Hate: The Hame of Applicasit mustbe n English
Klmo, the valise 1l woul &er belaw may b conformmsd 1o meet EDGAR standa de. Chek Dpggs for detsls.
MName of Applicant (Enalish langunge) ®
John [os Company

Malling Streat 1 * Malling Streat 2

999 Naple hvenus Suite 506

Malling ity * Mailing Sate’Counn =

Rockville HARTLAND hd

Malling ZipPostal Code *
20851-1324

Phone =
301-585-1234

Hade: If the potendial filed does pof have 8 TIN, enter “00-0800000° bedow

Tax Idenbfcaton Number (TIM)
(DD-DDDDDDAD

123456789

Figure 3—7: EDGAR Form ID Page, Applicant Information
3.2.2.2.2  Filer Information

The Filer Information section of the Form ID application is the second data entry section that is
displayed on the page (equivalent to Part II of the paper form). This information can be supplied
only for applicants that are companies.

The “Doing Business As” Name is optional. If the filer is a foreign filer, an optional Foreign
Name data entry field is also available. This name is intended for the name of the company in a
non-English language but using only the subset of the standard ASCII (text) character set that is
supported by EDGAR.
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The requestor must either explicitly enter the information required for the Business Address or
check the “Business address same as mailing address” box. If the “Business address same as
mailing address” box is checked, EDGAR will copy the Mailing Address information to the
Business Address fields before submitting the Form ID application (this action is not immediate).
When this box is checked, the Business Address data entry fields are disabled (grayed out with
Internet Explorer).

Filer nfarenation

“Dioing Business As™ Name

Mot The Forekgn Name 15 Intended to be the name of your cormpany in any lanauage other than English

Foraign Name

[] Business address same a5 malling address. Business addrass is required if not the sarme

Business Sireet 1 Business Strest 2

Busingss Ciy Business StalefCountry
Business IpPostal Code

State of incorporation
VIRGINIA

Flecal Year End (MMDD)
10-31

Figure 3—-8: EDGAR Form ID Page, Filer Information
3.2.2.2.3 Contact for EDGAR Information

The Contact for EDGAR Information, Inquiries, and Access Codes section of the Form ID
application is the third data entry section that is displayed on the page (equivalent to Part III of the
paper form). This information must be supplied for all applicants.

The Contact Address is required if any part of the address is different from the Mailing Address.
If the Contact Address is identical to the Mailing Address, the requestor may check the “Contact
address same as mailing address” box and EDGAR will copy the Mailing Address information to
the Contact Address fields before submitting the Form ID application. When this box is checked,
the Contact Address data entry fields are disabled (grayed out with Internet Explorer).

The E-Mail Address is critical to communications between the applicant and EDGAR and its
validity is critical to success. This is because notifications (messages) are sent from EDGAR to
this e-mail address. For example, an e-mail notification is sent to the applicant after his or her
Form ID application is processed by the SEC — if the application is rejected, there is no other way
for the SEC to contact the applicant. (Subsequent notifications may be retrieved from the EDGAR
Filing or OnlineForms/XML Websites).
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Contact far EDGAR Informatior, Inguities and Attess Codes

Contact Mame ™
Jane Doe=

] Contact address same a3 mailing address. Contact addrass is required if not the same

Contact Streel 1 ™ Conftact Streel 2
[E55 Mockingbird Lane [Suite &
Contact City ™ Conmact StatelCountry *

[ lexandria VIRGINIA

Contact ZipPostal Code *
[22312-2447

Contact Phone ®
703=555=1234

Hote: The E-mail address balow is where your new Gk will be sent after form submission and review, I s very imponand that you anter
it correctly. To hielp ensure accuracy, you must enfer it bwice

E-mall Address ™
nyeralladdress@xyz . con
Re-entar E-rmall Address ™

nyeralladdress@xyz . con

Figure 3-9: EDGAR Form ID Page, Contact for EDGAR Information

Note that our rules require that you keep this information current. After your Form ID application
is accepted and you have your EDGAR access codes, you can use the Edit Company Information
capability of the EDGAR Filing or OnlineForms/XML Websites to update this information as
required.

3.2.2.2.4 Contact for SEC Account Information

The Contact for SEC Account Information and Billing Invoices section of the Form ID
application is the fourth data entry section that is displayed upon the page (equivalent to Part IV
of the paper form). This information is to be supplied for all Filers and Filing Agents.

The Contact Address is required if any part of the address is different from the Mailing Address.
If the Contact Address is identical to the Mailing Address, the requestor may check the “Contact
address same as mailing address” box and EDGAR will copy the Mailing Address information to
the Contact Address fields before submitting the Form ID application. When this box is checked,
the Contact Address data entry fields are disabled (grayed out with Internet Explorer).
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Contact for SEC Account Informalion and Billing nvolces

Confact Mame ™
John Doe

E} Contact address same as madling address. Contacl address is requ red-if nol the same
Confacl Streal 1 Contact Straed 2

i I

Contact Clty Contact StatefCountry

Comlact ZipPostal Code

Contacl Fhone *
301-555-1234

Figure 3-10: EDGAR Form ID Page, Contact for SEC Account Information
3.2.2.2.5 Signature

The Signature Information section of the Form ID application is the fifth data entry section that is
displayed upon the page (equivalent to Part V of the paper form). This information is to be
supplied for all applicants. If the applicant is a company, a duly authorized person - such as a
partner, president, treasurer, corporate secretary, officer, or director - must sign the Form ID
application. Individuals may have someone with their power of attorney sign the Form ID
application. Filing agents such as financial printers cannot sign this form on behalf of the issuer
unless they are specifically authorized to do so in writing. The written documentation must be
attached to the Form ID application. Refer to Section 3.2.3.2, Assembling the Form ID
Submission.

The Signature that is entered is the text equivalent of the signer’s manual legal signature. For
example, if Tobias Alowicious Smith uses “T. A. Smith” as his legal signature, the requestor
would enter “T. A. Smith” in this data entry field. Note that the Signature is for the applicant, the
authorized representative of an applicant that is not an individual, or the individual authorized to
sign by the individual applicant or authorized representative, which is not necessarily the person
who is filling in the form (although they could be the same).

The Title/Position is required only when the applicant is a company.
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Signature Infarmation
Maté: Only a duly athorized person - such as a paitier, presidént, iréasimér, corporale secratary, officer, of
dizector - may sign this application on behall of the applicant.
Signature * Deate (MMDDMNYYY) =
John Doe 06-30-2005
Tite/Position =
Fresident
[ Contnue>> | [ Help |
I. Exdt Window. |

Figure 3-11: EDGAR Form ID Page, Signature Information
3.2.3 Assembling and Submitting the Form ID Application

After you have entered all of the required data on the Form ID application, you are ready to
complete the process and submit the Form ID application to the SEC for acceptance. You must do
the following to finish the process:

e (Correct any errors

e Upload any attachments

e Define a passphrase

e Submit the completed Form ID application

Note: The maximum size of a Form ID submission, including all attachments, must not exceed
200 MB.

3.2.3.1 Verifying the Form ID Application

Note: The figures in this section all contain sample data. Each figure represents the type of data
that can be entered on the Form ID application. The figures are provided as examples of
what you will see; your data will be different.

The next step in the process is to complete the Form ID data entry phase. This is accomplished as
follows:

1. Click the [Continue] button (Figure 3—11: EDGAR Form ID Page, Signature
Information).

EDGAR validates the format and syntax of the information that you provided in the
Form ID application (you are responsible for confirming the accuracy of all
information submitted in the Form). If there are errors in the information provided
(such as missing required fields), your Form ID application with the errors highlighted
will be displayed (Figure 3—12: EDGAR Form ID, Errors (Top)). Follow the
instructions on the screen to correct the errors, and then click the [Continue] button.

Y our updated Form ID application will be revalidated; if errors remain, your updated
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Form ID application with any errors is displayed. You must correct all errors to
proceed past this point.

For example, the following errors are marked in Figure 3-12:
» Mailing State/Country is missing (required field)

» Phone [Telephone Number] is not in the correct format

Apply for EDGAR Access (New)

Intentional masstatements or crusaons of facts constbute federal crmunal wolahons, See 18 U.S.C 100]

Flease £l m the apphcaton below o

+ you as an ndmdual,
+ another mdnadual whom you represent, or
* a company that you represent

needs to file electronically with the SEC wia the EDGAR system. All references to "Applicant® on thes form refer to the individual

of company that needs to Ble with the SEC; thus, if you represent an mdmdual or company, "Applcant” 13 maf you but rather the
mdrndual or company that you represent

Thes application 15 for potential filers who are new to the SEC snly if the potential Bler (Le., Appheant) already has an assgned
EDGAE Central Index Eey (CIE), do not use this form| In this case, refer to the EDGAFR. Filer Manual for more informanon

Cme or maore of the fields below ks missing 3 eguired value or contains an irvalid value, Please camect the
values in the fields marked with € For help on @ speciflc Gald, click on is label

Form 1D (™ incicates recuaired fierd. Help for a feld may be accessad by clicking /s abei)

Application for EDGAR Access (Form ID)

Applicant Type
Filer [

Inditata whether the applicant is a company or ndivedial
=) Company () Individual
Hote: The Hame of Applicant rmust be in English!
Also, the value that you ender below may be conformed 1o meet EDGAR standards, Chck [epe Tor details,
Hame of Applicand (English language) *
John Dos Company

Mailing Street1 Mailing Street 2

999 MAPLE AVENUE SUITE 506

Mailing City* © Malling StatesCountry *

ROCKVILLE v

Mailing ZipiPostal Code *
20851-1324

2 Phona*
#)1-5655-1234

Figure 3—-12: EDGAR Form ID, Errors (Top)
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2. If there are no errors in your Form ID application and the name conformance process
changes your Name, a dialog box appears (Figure 3—13: EDGAR Form ID,
Conformed Name Dialog).

The dialog box gives you the conformed Name of Applicant that will be used when
your Form ID application is submitted. Click the [OK] button in the Conformed Name
dialog box after you have reviewed the information.

" ilort : el
wlerusuir s = Ean b=y d

Dioe CO" ko meet EDGAR: conformance specifications, Maoke that this
conformed walue will become vour official company name upan Form ID
accepkance,

'T Yaour applicant name af "John Doe Company” has been confarrmed ba “John
L3

Figure 3—-13: EDGAR Form ID, Conformed Name Dialog

3. The EFMW Form ID Application Confirmation page appears (Figure 3—14: EDGAR
Form ID Application Confirmation Page (Top) and Figure 3-15: (bottom)).

This page allows you to review the information that will be sent to EDGAR after you
submit this Form ID application. It also provides a way for you to edit any incorrect
information (except for the conformed Name of Applicant), to upload/delete
attachments and to define a passphrase.
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Form ID Application Confirmation

181

Ftentoms] ousstatements o coesanens of facts constne federal crommal viplahens. See 151501

Please carefully review and confirm vour Form [D information. To makee changes to vour Form 1D information_ select the

"Edit Form 107 buton below:

AppScant Typs:
Compangindiidual

Mazma of Applant

Matling sddress

Phioma;
Tax dendfcaton Mlumber

Troing Busingss 43" Nama
Fargign Hame:

Bugingss Adoness

3tata of Inconpcrabon
Fiscal Year End!

Application for EDGAR Access (Form (D)

Filer
Company

Biobe: This ramd will Becoms yourl
fhciad COMPany Name o Forrm
1D accaptance

120 NTERMATIONAL DRIVE, SUITE 100
WCLEAMN, VA 20314

703-725-0000
03-3454789

John Doa Co

Filer Informiation

120 INTERMATIONAL DRIVE, SUITE 201
BCLEAN VA 20313

A
1020

Centast for EDGAR Infarmation. inquinies and Atcess Codas

Contact Name:

Conlact Address:

JENE DOE

120 INTERMATIOHAL DRIVE, SUITE 100
BCLERM, YA 20314

Figure 3—14: EDGAR Form ID Application Confirmation Page (Top)

If you want to change any of the data displayed on the EFMW Form ID Application Confirmation
page, click the [Edit Form ID] button in the middle of the page (Figure 3—15: EDGAR Form ID
Application Confirmation Page (Bottom)).
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gignahu Indamaton

Sipnature HHHH DOE
Dase 10
TilleFosoe Prasident

Ecdt Fom D

Tou cwrendly have O uploadsd attschmens(s) To complete proceseng of yow Form ID, you mwat atber stach & FUF vermen
of & motanzed autherhcabon document usmng the "TploadThelete Atachments” button below, or FAX a notanzed
mathenhration docoment to the approprste SEC Filer Support Branch. To upload opbonal attackenents (sach as a cower
letter, comrerpoadence, of powes of sitemey) of delete previondy uploaded paachments, select the “TpdeadDielete
Antacheseni(y)” button below. NOTE: Tou may alro [ theee opioanl decumens(e) arpociabed with yoix Form ID 1o Fider
Suppart along with your notaniced mithesheabion documentahon

E'you nequere addhonal mformascn on how 1o format i wloaded stackasent. pleate coract Fler Sepport Stalf a 202-
551-8900 or neber to Chapter 4 of the EDVGAR Filer Masiial which discosses the gadebres for formattng an acceptable
upload attachenent

Upload Dol Afachmants |

Erefore nebastting your Form ID), wou st enter and re-ester o parephrace below. You will use tar passpiease [ster, along
with yor new CIE, bo gemerate your EDGAR access codes. It is impartant that von remember this passphrase for
later use. Mobe that this passphrase u not your EDGAR Logm pasrword Once pou obtaen your CTF win e-pl, tles
passphrase, along wik your CTE. may ke wred o penerute your EDGAR Loge pasewerd (as well s COC ped FRAT).

* i i MRl BT W Mo B iy D OB By iR e At
Prispheiin inforabon

Fasephrasn®  Nebe Your padspfesss mull ke B characiers
I—-—- Fang ard mus contain o leas one digl and
one of ha folowing chanchrs @9, " o §

Ro-prbor Passphiass ™

—

Crace wou hawe confirened the Ferm ID mformanen sbove, amacked ol necessary decumesss, snd entered yowr passphrase,
select dhe “Subara Form I bomon below

Ext\Winsdow

Figure 3-15: EDGAR Form ID Application Confirmation Page (Bottom)

The EFMW Form ID application page appears (Figure 3—16: EDGAR Form ID Application Edit
(Top)), prefilled with the data from your original Form ID application. Change any of the data
that you want, and then click the [Continue] button. Your updated Form ID application will be
re-verified; if errors remain, your updated Form ID application with any errors is displayed
(Figure 3—12: EDGAR Form ID, Errors (Top)).
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Apply for EDGAR Access (New)

Intentional musstatements or omessions of facts consttute federal cromnal wiolshons. See 18 0.5 C. 1001

Flease bll in the applcaton below if

* Yo as an mdrndual,

+ another indmdual whom you represent, or

= acompany that you represent
needs to file electronscally with the SEC wa the EDGAR syatern All references to "Apphcant” on ths formm refer to the mdimdual
or company that needs to fle with the SEC, thus, if you represent an imndrndual or company, "Applcant® 15 aof you but rather the
indmvidual or company that you repraseni.

Ths appheation 15 for potenyial Blers who are sew to the SEC only: € the potential Bler (Le., Appheant) already has an assigned
EDGAER. Central Index Eey (CTED), do sot use this formi In this cese, refer to the EDGAR Filer Mamual for more information

Form 1D (* incicates required feid, Help for & feid may be accessed by clicking s iabel)
Apolication for EDGAR A:cess (Form ID)
Applicant Type

Filer A
Indicata whethar the applicant is & company or iIndkidual
(=) Comparny 3 Indrvidual

Mote: The Hame of Applcant riestbe in Endglishl
Also, the valise thiat you emer below may be conformed to meet EDGAR standards. Click lete Tor details.

Mame of Applicant (English language)
John Doe= Company

Mailing Streeat 1 * Mailing Strael 2
999 MAFLE AVEHUE SUITE 508

Figure 3-16: EDGAR Form ID Application Edit (Top)
3.2.3.2 Assembling the Form ID Submission

The Form ID application can include attachments (such as a Power of Attorney or your scanned
notarized Form ID authentication document). To assemble the Form ID submission (i.e., associate
any attachments with your Form ID application), you must upload them to EDGAR (if you do not
need to associate attachments with your Form ID application, skip this step).

1. If you want to add or delete an attachment, click the [Upload/Delete Attachments]
button in the middle of the page (Figure 3—15: EDGAR Form ID Application
Confirmation Page (Bottom)).

The EFMW Upload/Delete Attachment(s) page appears (Figure 3—17: EDGAR Form
ID Upload/Delete Attachment(s) Page). This page displays a table of the uploaded
attachments and allows you to manage the attachments associated with your Form ID
application.
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Upload/Delete Attachment(s)

The follownng table contams a ket of wour currently attached documents, Uee the "Upload Attachment” and “Drelete
Attachment® buttons below the table to-make modifications to this st

Aflached J:Iutu'r"lémh Ust
¥ |Filg Mama TYpe Dasciphon

Upload Attachment ] Daleta Attachrnant [

0L |

Bt Window i

Figure 3-17: EDGAR Form ID Upload/Delete Attachment(s) Page

To add an attachment, click the [Upload Attachment] button (any attachments you
plan to include should already have been prepared and saved in the appropriate format

prior to assembling your Form ID submission. ASCII [*.txt file extension], HTML
[*.htm file extension] and PDF are accepted; graphic formats are not accepted). The
Upload Attachment page appears (Figure 3—18: EDGAR Form ID Upload Attachment
Page). Enter the appropriate information in the data entry fields, and then click the
[Upload] button (to return to the Upload/Delete Attachment(s) page without uploading
an attachment, click on the [Cancel] button). The EFMW Upload/Delete
Attachment(s) page appears (Figure 3—17: EDGAR Form ID Upload/Delete
Attachment(s) Page) with your new attachment displayed in the table.

Upload Attachment

Esfer the atmachment information in the Sekds below mnd then sebect the "Upload” batton. Note thiat cnby ASCI pext, HTML
or PDF deomments can be nploaded. These docianents must have the appropeinte fle neme extension (o, him or pdf
respeciively), and decament tepe (COVER for cover letter, CORRESP for comespondence, snd EX-24 for power of
aterney). Pleate mote that PDF docmnents omist use the CORRESP docuoment nype. To retum to the "Upload Delete
Amtachment(s)” sereen without uploading an atachment, select the “Cancel” button

" endicalny reguned feld Hols for g Sedd may o scoedsed by chckong dn laow
ARBChImEN Inloimakon
Fim Hama * | Errwas
Toe ..li.!!.h’l‘::-[-' r]
COVER |
Dageipten REREITR

Upload Cancel

Exat Window ;

Figure 3—-18: EDGAR Form ID Upload Attachment Page
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To delete an attachment, select the radio button to the left of the attachment you wish
to delete and click on the [Delete Attachment] button. The selected attachment will be
discarded and its entry in the table on the Upload/Delete Attachment(s) page will be
removed.

The EFMW Upload/Delete Attachment(s) page appears (Figure 3-17) with your new
attachment displayed in the table. Continue to add or delete attachments until you are
satisfied, and then click the [OK] button to return to the Form ID Application
Confirmation page.

Scanned notarized Form ID authentication documents should be attached as
CORRESP document types.

3.2.4 Defining a Passphrase

The passphrase is a new EDGAR security code that is used to generate (or regenerate) the
EDGAR access codes needed to make filings via EDGAR with the SEC. The passphrase is not
used to log on to the EDGAR Filing or OnlineForms/XML Websites. The passphrase allows a
filer to generate a new set of EDGAR access codes if/when they are forgotten. (Refer to Section
4.1.1, Requesting an EDGAR Passphrase for more information.)

It is important to remember that the passphrase and the EDGAR access codes are not assigned to
the requestor of the Form ID, but to the applicant.

The last step prior to submitting your Form ID application to the SEC is to specify a passphrase.
Please remember your passphrase. For security reasons, it cannot be recovered after the Form ID
application window has been exited.

Note: Defining a passphrase must be the last step before submitting a Form ID application to the
SEC. If you enter a passphrase and then click on the [Edit Form ID] or [Upload/Delete
Attachments] button, the passphrase is discarded. This sequence of steps helps ensure the
security of the passphrase.

1. To specify your passphrase, enter it in the data entry fields near the bottom of the Form
ID Application Confirmation page (Figure 3—19: EDGAR Form ID Application
Confirmation Page (Bottom)). For security reasons, your passphrase must be eight
characters in length and contain at least one digit and one of the following characters:

{@,# *, 8}
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Before submutting your Form ID), wou must enter and re-enter a passphrase below. You wall use thas passphrass later, along
with your new CIE, to generate your EDGAE. access codes. It is important that you remember this passphrase for
later use. Mote that this passphrase iz not your EDGAR Logm password. Once you obtain your CIE wa e-mail, this
passphrase, along with your CTE , may be used to generate your EDGAR Logn password (as well as COC and PMAC)

* indicates required fekd. Help for & Beid may be accossed by clicking a label

Passphrasa Information
Passphrage®  Mote: Your passphease must be 8 characters
long and must conkain & leas! one digit and
E one of the following characlers: @, #,7, or §.

Re-gntor Passphrase =

—

Cnce you have confirmed the Form ID mfermation abowe, attached all necessary documents, and entered your pasephrase,
select the “Submut Form ID® button below,

SubmtForm D |

Exit Window

Figure 3-19: EDGAR Form ID Application Confirmation Page (Bottom)
3.2.4.1 Submitting a Form ID Application

After completing and editing your Form ID application, adding any attachments and specifying a
passphrase, you are ready to submit the Form ID application to the SEC.

Consider this step carefully: You cannot easily retract the Form ID application after it has been
submitted. If you decide that you do not want to submit the Form ID application, close the
browser window by clicking the [Exit Window] button at the bottom of the Form ID Application
Confirmation page. If you close the window, all of the data that you have entered on the Form ID
application and any attachments will be discarded.

1. To submit your Form ID application, click the [Submit Form ID] button at the bottom
of the Form ID Application Confirmation page (Figure 3—19: EDGAR Form ID
Application Confirmation Page (Bottom)).

A dialog box appears (Figure 3-20: EDGAR Form ID, Submittal Dialog) asking you
to confirm that you want to submit the Form ID application. If you do not want to
submit it, click the [Cancel] button and the dialog box will disappear; otherwise, click
the [OK] button to submit the Form ID application to the SEC.

"“_'_—:1- =T ll

"9} YourFom D application will now be submitted to
EDGAR for processing. Do you want to continue?

oK Cancel |

Figure 3-20: EDGAR Form ID, Submittal Dialog
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Note: After you click the [OK] button, the Form ID application is submitted to the
automated submission processing portion of the EDGAR system. This is the
start of the acceptance process; your subsequent actions in this browser window
will not affect this process. However, the acceptance process for your Form ID
cannot be completed until your authentication document (the scanned PDF or
fax) has been reviewed by the Branch of Filer Support. Refer to Section 3.2.5,
Authentication Documentation, for more information.

The EFMW Form ID Application Acknowledgment page appears (Figure 3-21:
EDGAR Form ID Application Acknowledgment Page). This page provides the
Accession Number for the submission (use this number when referring to this
submission) and lists the Form ID information that was submitted).

Note: The Accession Number is a unique code assigned to your Form ID submission.
It has a format of: 9999999996-[ Y ear]-[Sequence Number]

Click the [Print Window] button near the bottom of the page to print this page to make
a copy for your records and to use as your Authentication documentation.

March 2012

3-29 EDGAR Filer Manual (Volume I)



Form ID Application Acknowledgment

Your Form ID was successfully submitted. Your accession number for this submission is 9999999996-12-000108.

To complete processing of your Form ID (displayed below), you muost provide a notarized authentication document. Your Form D will
not be processed until this document 15 received. After Filer Support has reviewed your apphcation you will recerve an e-mail mforming
vou that vour request was either accepted (and inchads vour new CIE), or rejected (2nd includa the reason why). Your authentication
document can either be a PDF attachment that is submitted with your Form ID or a FAX te:

» Corporation Finance Filer Support: (202) 504-2474 or (703) §13-6961

« Investment Management Filer Support (for investment companies, insurance product separate accounts, institutional
investment managers, and applicants for orders under the 1940 Act): (202) 772-9180

+ Trading and Markets Filer Suppert: (703) 813-6989 (for Transfer Agents) or (703) 813-9320 (for Large Traders and other
Trading and Markets filers)

If vou have any questions regarding the status of your Form ID application, please contact Filer Support at (202) 551-8900.

To create a new, blank Form 1D, select the "Create New Blank Form ID" button below. To create a new Form ID using vour previoushy
enterad data and documents, salact the “Create New Pre-filled Form ID” button balow.

Apphzation for EDGAR Access (Faem 1D)

Applicant Type: Filar
Company/individual: Company
Name of Applicant: JOHM DOE
Maiing Address: 1234 STREET

CITYVILLE, VA 11111
Phona: (ri111-1111

Tax Identificaton Number: 1111

Filer Imformation
“Dioing Business As™ Name: JOHN DOE
Faoreign Name:
Busi Adaan: 1234 STREET

CITYWVILLE, VA 11111
Siate of Inconporation:
Fiscal ear End:

Contast far EDGAR Information, Inquines and Ascess Codes

Contact Name: JOHM DOE

: 1234 STREET
A ks CITYVILLE, VA 11111
Contact Phone: (-1
E-mad Acdress: ehnijchn.com

Contset far SEC Account Infarmatien and Billng |nvoses

Contact Name: JOHN DOE

) 1234 STREET
R CITYVILLE, VA 11111
Contact Fhone: (1N

Sighature Infarmaten

Sagnature: John Doe
Cate: 2aainz
Title/Positon: CEQ

Pﬂ'th:‘nwl

Create Mew, Blank Form ID

| Create New, Prediled Fomn 1D |

Figure 3-21: EDGAR Form ID Application Acknowledgment Page
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2.

Click the [Exit Window] button near the bottom of the Form ID Application
Confirmation page to finish the process by closing the browser window.

A dialog box appears (Figure 3-22: EDGAR Form ID, Exit Window Dialog) asking
you to confirm that you want to exit the browser window. If you do not want to exit,
click the [Cancel] button and the dialog box will disappear; otherwise, click the [OK]
button and the browser window will be closed and the previously entered Form ID
information and any attachments (documents) will be discarded.

Microsoft x|

'j\i.:) Are yoLl sure po want boesit this window?

Ok Cancel ]

Figure 3-22: EDGAR Form ID, Exit Window Dialog

3.2.4.2 Starting Another Form ID Application

If you would like to start another Form ID application, directly from the Form ID Application
Acknowledgment page, click one of the buttons provided for this purpose near the bottom of the
page (Figure 3-21: EDGAR Form ID Application Acknowledgment Page).

3.24.2.1

Create New, Blank Form ID

This option returns you to the Form ID Application page (in the same browser window) and
deletes all of the data that you had previously entered. Use this capability when you need to
submit another Form ID application for a company or person whose information is different from
that previously entered.

1.

Click the [Create New, Blank Form ID] button near the bottom of the Form ID
Application Confirmation page.

A dialog box appears (Figure 3-23: EDGAR Form ID, New Blank Form Dialog)
warning you that the previously entered Form ID information and any attachments
(documents) will be cleared if you continue. If this is not your desire, click the
[Cancel] button on the dialog box.

[ ? The data and documents entered presiausly will
be cleared. Continue creating fiew Farm (D7

ak, Cancel ‘

Figure 3-23: EDGAR Form ID, New Blank Form Dialog

If you would like to start a new, blank Form ID application, click the [OK] button on
the dialog box. The EFMW Apply for EDGAR Access (New) page appears in the
same browser window without any of the previously entered data. Follow the previous
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instructions (Section 3.2, New SEC Filer: Applying for EDGAR Access) to compose
and submit this new Form ID application.

3.2.4.2.2 Create New, Pre-filled Form ID

After submitting one Form ID application, the Create New, Pre-Filled Form ID option returns you
to the Form ID Application page (in the same browser window) and prefills all of the data entry
fields with the data that you had previously entered, except for the Name of Applicant or Name of

Individual (as appropriate). Use this capability when you need to submit another Form 1D
application for a company or person whose information is materially the same as that previously
entered.

1. Click the [Create New, Pre-filled Form ID] button near the bottom of the Form ID
Application Confirmation page.

A dialog box appears (Figure 3-24: EDGAR Form ID, New Pre-filled Form Dialog)
warning you that the previously entered Form ID information and any attachments
(documents) will be retained if you continue. If this is not your desire, click the
[Cancel] button on the dialog box.

X

=
( ? The data and documentz entered presdousty will
be retained. Continue creating new Farm (DY

0k Cancel J

Figure 3-24: EDGAR Form ID, New Pre-filled Form Dialog

If you would like to start a new, prefilled Form ID application, click the [OK] button
on the dialog box. The EFMW Apply for EDGAR Access (New) page appears in the
same browser window with all of the previously entered data except for the Name
(which is empty). Follow the previous instructions (Section 3.2, New SEC Filer:
Applying for EDGAR Access) for composing and submitting this new Form ID
application.

3.2.5 Authentication Documentation

The Form ID application must be supplemented with additional verification to help ensure that
the application is authentic. Accordingly, the applicant is required to attach a manually signed,
notarized, and scanned PDF file to their electronic Form ID.

Note: A fillable PDF Form ID is provided for this purpose on the SEC’s Public Site.

Optionally the applicant may file with the SEC within two business days before or after
electronically filing Form ID by faxing a signed and notarized document (signed by the applicant
over his typed signature), that includes the information contained in the Form ID. If the fax is not
received within this period, the application will be rejected and the applicant must reapply.

3.2.6 Application Acceptance and Applicant Notification

After the SEC receives both the electronic Form ID application and the associated authentication
documentation, the SEC will review and accept or reject the information provided on the Form
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ID. Manual examination of the authentication document will take less time if you provide the
scanned PDF version, rather than the faxed version of the authentication document. Faxed
authentication documents, may require a day or more to complete.

A notification message stating the SEC’s disposition of the application will be sent to the e-mail
address provided in the “Contact for EDGAR Information” part of the Form ID. The disposition
will be either “accepted” or “rejected.”

If the application was accepted, the e-mail message will include but will not be limited to the
following information:

e Text saying that the Form ID was accepted by the SEC

e The new Central Index Key [CIK]

e Basic directions for how to generate EDGAR access codes
e The URL of the EDGAR Filer Management Website

If the application was rejected, the e-mail message will include but will not be limited to the
following information:

e Text saying that the Form ID was rejected by the SEC
e The reason that the application was rejected
e Basic instructions on how to resolve the issues

3.3  Current SEC Filer: Applying for EDGAR Access

This section explains the process of applying for access to EDGAR for applicants who are
currently filing with the SEC, unless they seek to file in a different capacity (e.g., “individual,”
“filing agent,” or “training agent”). Other filers should follow the instructions in Section 3.2, New
SEC Filer: Applying for EDGAR Access.

3.3.1 Current Paper Only Filer

Note: The “applicant” is the company or individual who is required to file with the SEC, not
necessarily the person who is filling in the form (although it could be). The term
“requestor” is used to refer to the person who is filling in the form.

This section outlines the process for composing and submitting an EDGAR access request using
the EFMW when the applicant currently makes paper filings (only) with the SEC and wants to
start to file electronically. Before beginning, ensure that you know the Central Index Key (CIK)
of the applicant. If you do not know the CIK, you can look up the applicant by name by
connecting to the EDGAR Company Database at URL

http://’www.edgarcompany.sec.gov

and clicking the [Company Search] button. The CIK is one of the items returned by querying this
database.

3.3.1.1 Converting from Paper to Electronic Filer

To convert from a Paper Only Filer to an Electronic Filer, you must submit the EDGAR access
request. This is accomplished as follows:
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1. Connect to the EFMW Welcome page. (Refer to Section 3.1.2, Accessing the EDGAR
Filer Management Website.)

2. Click on “Convert Paper Only Filer to Electronic Filer” in the menu bar.

3. A new browser window opens with the data entry page for the EDGAR access request
(Figure 3—25: EDGAR Convert Paper Only Filer to Electronic Filer Page).

4. Refer to Section 3.2.2.1, Data Entry Conventions, for the standards used on all of the
EFMW pages.

5. Enter the required data (CIK, passphrase and e-mail address).

Refer to Section 3.2.4, Defining a Passphrase, for more detailed description of the
passphrase. For security reasons, the passphrase must be eight characters in length and
contain at least one digit and one of the following characters: @, #, *, $.

6. Click on the [Continue] button near the bottom of the page after entering the data.

Convert Paper Only Filer to Electronic Filer

Intentional misstaternents of cmissaons of facts constnme federal ermrmnal violstions. See 18 U 5.C 1001

To comvert from a paper only filer to an electronic filer, you must enter your CIK, a passphrase, and an e-mad address
below. You will wse your CIK and passphease later to generate your EDGAR access codes. It is important that you
remember this passphrase for later use Note that this passpherase is ot voor EDGAR, Login password. Once you have
recefved a confirmation «-mail, this passphrase, slong with your CIE, may be wsed 1o generate your EDGAR Logn
password (as well as CCC and PMAC)

* mcheales requined Sald . Haiy for & fed may B actessed by civking g2 fabed
CIRIF 333 phras 8 Infsemabon
CiK*

PaESpEEE " Mobe: ¥our passphease must b B charsters
long and must conkain 38 16281 dng digit and
ong of o following characters @, 8." or §

Fe-gnter Fassphrase *

Hobe: The E-miail address Below is whans your confematon will be
sent aler Submission and redew. I very imponant hal you epder
R eomecly. To hilp ensun SOCurdcy, you must enbr it hwics

E-miail Address ~

Fg-gnber E-mail Address "

| B Window
el

Figure 3—-25: EDGAR Convert Paper Only Filer to Electronic Filer Page

The EDGAR Convert Paper Only Filer to Electronic Filer Confirmation Page opens
(Figure 3-26. EDGAR Convert Paper Only Filer to Electronic Filer Confirmation
Page). This page serves as the authentication document for the process.
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Convert Paper Only Filer to Electronie Filer Confirmation

Toqnw&trpemqq!’}wfmm F:pﬂ'(hh- Filerto E.hcmﬁh:uqm:!_ you st exther pitach p POF versson of 2 notenized antbenticaton ﬁanml:m.q the
“Updosd Delete Attachment™ button below, or FAN 2 notarized setbeatication document (o

« Corperatieon Finance Filer Smppert: (202) 504-2474 or (70X) 3128561

« Invertment Management Filer Support ifor lavestment companies, insmrance product veparate sccomats, inttirational indertment managers, and applicants for
erders under the 1990 Act): (202) TT2.9180

« Tradisg sand Markets Filer Supperiz (T03) 8126989 (fer Tramafer Ageats) or (T03) 8109320 (for Large Traders and sther Trading and Markets filers)

I wou ave ey qustions regardimyg the statas of wour Convert Paper Only Filer te Elsctronas Filer spphoatson, please coetact Fuler Sapport ot (2020 2515900, Your Convent
Paper Ouly Filer to Elsctronie Filer request will not be procensed uati thin document i recerved. After the SEC hua reviewsd your spphestion, you will receive aa ¢-masl informang
you that vour request was enther socrpted or repected (10 mchade 3 reason wlny the appicatsos was repacted)
CIK-0000350001
Name Assocaabed with CIK:TEST CO
Crmet Company Mading Addreie: 8432 GENERAL GREEN WAY, ROOM 2800, CITY, T1 20345
Contact Penioa
Coetact Telephons Namber

Fripmature of Avthonoed Persos Siptary Sipmature & Seal to be Placed Here
[Pr=ted Nume of Symatune
[Tike of Persom Sigeng
Pt Window |
Upload Dieiete Apachment |
S |
Ext Window |

Figure 3—-26. EDGAR Convert Paper Only Filer to Electronic Filer Confirmation Page

7. Click on the [Print Window] button near the bottom of the page to print the
authentication document. The printed document must be signed and notarized.

8. Determine how you would like to submit the authentication document to the SEC. You
can either:

» Upload the signed and notarized document
or
= Fax the signed and notarized document.

Note: The acceptance process cannot be completed until you submit the authentication
document to the SEC — refer to Section 3.3.1.2, Authentication Documentation,
for more information.
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If you want to upload the notarized document, then proceed to the next step.
Alternatively, if you choose to fax the notarized document, then proceed to step #14.

9. Scan the authorization document and save it in PDF format. Then, click the
[Upload/Delete Attachments] button on the Convert Paper Only Filer to Electronic
Filer Confirmation Page.

Note: Documents for uploading must be in PDF format.

The EDGAR Upload/Delete Attachment Page opens (Figure 3—27: EDGAR
Upload/Delete Attachment Page). This page is used to manage the attachments
associated with your EDGAR access request.

Upload/Delete Attachment

The following table contains displays your attached document. Use the “Upload Attachment” and “Delete Attachment”™
buttons below the table to make modifications to this table.

Aftached Document List
¥ |File Nama Typa Description

Upload Aftachment | |  Delete Atachment |

Figure 3-27: EDGAR Upload/Delete Attachment Page

10. To add an attachment, click on the [Upload Attachment] button. The EDGAR Upload
Attachment page opens (Figure 3—28: EDGAR Upload Attachment Page).
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Upload Attachment

Enter the attachment information in the fields below and then select the “Upload”™ button. Note that only PDF documents can
be uploaded. These documents must have the appropriate file name extension (pdf). To retom to the “UploadDielete
Attachment” screen without uploading an attachment, select the “Cancel” button.

* indicates required field. Help for a field may be accessed by clicking its label
Aftachment Infarmation
File Mamnne ® Erowse.

Typa

Dascriplion

I Upload ] [ Cancal ]

Exat Window

Figure 3-28: EDGAR Upload Attachment Page

11. Click on the [Browse] button to select the attachment. Only PDF documents can be
uploaded. The documents must have the .pdf file extension.

Note: The Type field defaults to CORRESP and it is non-editable.
12. Enter a description for the attachment, and click on the [Upload] button.

The EDGAR Upload/Delete Attachment Page opens and the new attachment is
displayed in the Attached Document List table.

Note: To cancel an attachment, click on the [Cancel] button; to close the browser
window, click on the [Exit Window] button.

13. Continue to add or delete attachments as needed, and then click on the [OK] button.

Note: The maximum size of a Convert Paper Only Filer to Electronic Filer
submission, including all attachments, must not exceed 200 MB.
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Upload/Delete Attachment

The following table contains displays your attached document. Use the “Upload Attachment” and “Delete Attachment”™
buttons below the table to make modifications to this table.

Aftached Document List
# |File Name Type Description

| Upload Atachment | |  Delete Atachment |

Figure 3—-29: New attachment in the Attached Document List table

The Convert Paper Only Filer to Electronic Filer Confirmation Page opens. (Figure
3-30: EDGAR Convert Paper Only Filer to Electronic Filer Confirmation Page)
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Convert Paper Only Filer to Electronie Filer Confirmation

Tio complete processing of your Coevert Paper Only Filer to Electronic Filer request, you most esther attach 2 FDF veraon of & noterized suthenticution document uaing the
“Updosd Delete Attachment™ button below, of FAN o notarized setbeatication document o

« Corperatieon Finance Filer Smppert: (202) 504-2474 or (70X) 3128561

« Invertment Management Filer Support ifor lavestment companies, insmrance product veparate sccomats, inttirational indertment managers, and applicants for
erders under the 1990 Act): (202) TT2.9180

« Tradisg sand Markets Filer Supperiz (T03) 8126989 (fer Tramafer Ageats) or (T03) 8109320 (for Large Traders and sther Trading and Markets filers)

I wou ave ey qustions regardimyg the statas of wour Convert Paper Only Filer te Elsctronas Filer spphoatson, please coetact Fuler Sapport ot (2020 2515900, Your Convent
Paper Ouly Filer to Elsctronie Filer request will not be procensed uati thin document i recerved. After the SEC hua reviewsd your spphestion, you will receive aa ¢-masl informang
you that vour request was enther socrpted or repected (10 mchade 3 reason wlny the appicatsos was repacted)
CIK-0000350001
Name Assocaabed with CIK:TEST CO
Crmet Company Mading Addreie: 8432 GENERAL GREEN WAY, ROOM 2800, CITY, T1 20345
Contact Perioac
Coetact Telephons Namber

Fripmature of Avthonoed Persos sptary Sypmature & Seal to be Placed Here:
[Prizted Name of Sigeatone
[Tike of Persom Sigeng
Prirt Winclow
Upload Dieiete Apachment |
S |
Ext Window |

Figure 3—30: EDGAR Convert Paper Only Filer to Electronic Filer Confirmation Page

14. Click on the [Submit] button to submit the Convert Paper Only Filer to Electronic
Filer request. A dialog box displays asking for confirmation. (Figure 3-31: EDGAR
Convert to Electronic Filer, “Continue” Dialog Box). To submit the request to
EDGAR for processing, click on the [OK] button; to cancel the request, click on the
[Cancel] button.
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by

.@ Your convert paper only filer to electronic filer request
L)

will now be zubmitted to EDGAR for proceszing. Do
oL want ko cantinue?

] I Cancel

Figure 3-31: EDGAR Convert to Electronic Filer, “Continue” Dialog Box

Note: After you click the [OK] button, the Convert Paper Only Filer to Electronic
Filer request is submitted to the automated submission processing portion of the
EDGAR system. This is the start of the acceptance process; any subsequent
actions in this browser window will not affect this process.

The EFMW Convert Paper Only Filer to Electronic Filer Acknowledgment page
appears (Figure 3-32: EDGAR Convert Paper Only Filer to Electronic Filer
Acknowledgment Page). This page provides the Accession Number for the submission
- use this number when referring to this submission.
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Convert Paper Only Filer to Electronic Filer Acknowledgment

Your request was successfully submitted. Your accession number for this submission is 0001118676-12-001232,
To complete processing of your request, you must fax a notarized authentication document to:

« Corporatisn Fimance Filer Support: (202) 504-2474 or (T03) 8136061

« lavestment Management Filer Support (for investment companies, insurance product separate accomnts, institutional investment managers, and applicants
for erders under the 1940 Act): (202) TT2-9180

« Trading and Markets Filer Sapport: (T05) 8138989 (for Transfer Agents) or (T03) 8129320 (for Large Traders and sther Trading and Markets filers)

Tintar resyuest will mor be secepted vabil thas document is received. After this documest is received, the Filer Sepport Branch will review your request and disposition it. Yeo will
receive am o-masl message af your e-mail address of record informing you of the SECs decision. If yvour request was sccepied, the message will indicate that the passphrase that
you specified in this request has been activated snd you can procesd to use your CTK and passphmse to pecerate & new set of EDGAR sccess codes; if vour request was
rejecied, the messape will indscate winy. If you bave any questions regarding the statas of your passphmse reqoest, please contact the Filer Support Branch at (202) 551-8%00.
CIE: 0000350001
Mams Assocbed with CIRCTEST CO
Current Comspasy Mathag Address: 6432 GENERAL GREEN WAY, ROOM 2400, CITY, T1 20345
Ceontact Person:
Contact Talephons Nomber

Signarure of Authorized Person: Notary Signature & Seal to be Placed Here:

Printed Name of Sipnature:

Tatle of?mm&ym{.

Prirt Window

Edt Window

Figure 3—32: EDGAR Convert Paper Only Filer to Electronic Filer Acknowledgment Page

15. Click on the [Exit Window] button to complete the process and close the browser
window.

3.3.1.2 Authentication Documentation

The Convert Paper Only Filer request must be supplemented with an additional authentication
document to ensure that the request is authentic. The authentication document must be signed and
notarized, and include the following information:

e C(CIK
e Name associated with that CIK
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e Current Company Mailing Address

e Contact Person

e Contact Telephone Number

e Signature of authorized person

e Printed Name of Signature

e Title of Person Signing

e Acknowledgement accession number

Note: If the fax option is chosen, the authentication document must reach the SEC within two
business days of the Convert Paper Only Filer to Electronic Filer submission request. If
the SEC does not receive the fax within this period, they will reject the request and the
requestor will need to reapply. For a list of Filer Support fax numbers, refer to Section 3.1.

3.3.1.3 Request Acceptance and Applicant Notification

After the SEC receives both the electronic Convert Paper Only Filer to Electronic Filer request
and the associated Authentication documentation, the SEC will authenticate the information
provided on the Convert Paper Only Filer to Electronic Filer request. A notification message
stating the SEC’s disposition of the request will be sent to the e-mail address provided in the
request. The disposition will be either “accepted” or “rejected.”

If the request is accepted, the e-mail message will include but will not be limited to the following
information:

e Text saying that the request was accepted by the SEC
e Text stating that the specified passphrase was activated
e Basic directions for how to generate EDGAR access codes

e Instructions on how to review and update your company information (e.g., Business
Address) to ensure that it is accurate and up-to-date

e The URL of the EDGAR Filer Management Website

If the request is rejected, the e-mail message will include but will not be limited to the following
information:

e Text saying that the request was rejected by the SEC
e The reason that the request was rejected
e Basic instructions on how to resolve the issue

3.3.2 New Serial Company

Note: The “applicant” is the company or individual who is required to file with the SEC,
not necessarily the person who is filling in the form (although it could be). The term
“requestor” 1s used to refer to the person who is filling in the form.
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A serial company is created as a result of a “parent” company filing a Form 424B¢, using a serial
tag, with the SEC. When the 424B submission is accepted by the SEC, the serial company is
created in EDGAR and a [new] CIK is assigned. However, the act of creating the serial company
in EDGAR does not automatically result in EDGAR access for the new company: the new serial
company must request access to EDGAR. This section outlines the process for composing and
submitting an EDGAR access request using the EFMW when the applicant is a newly created
serial company.

Before beginning, ensure that you know the Central Index Key (CIK) of the applicant (it will be
specified in the notification message sent to the parent company by EDGAR after the SEC
accepts the Form 424B). If you do not know the CIK, you can look up the serial company by
name using the EDGAR Company Database at URL:

http://'www.edgarcompany.sec.gov

and clicking the [Company Search] button. The CIK is one of the items returned by querying this
database.

Note: The EDGAR Company Database is updated nightly so it will be populated with the new
serial company’s CIK no earlier than the day after the 424B that created it is accepted.

3.3.2.1 Composing the New Serial Company Access Request

The first step for composing an EDGAR access request is to bring up the EDGAR access request
data entry form. This is accomplished as follows:

1. Connect to the EFMW Welcome page. (Refer to Section 3.1.2, Accessing the EDGAR
Filer Management Website.)

2. Click on EDGAR Access for New Serial Companies in the menu bar.

3. A new browser window opens and the data entry page for the EDGAR access request
appears (Figure 3—33: EDGAR Access for New Serial Companies Page).

4. Refer to Section 3.2.2.1, Data Entry Conventions, for the standards used on all of the
EFMW pages.

6 “424B” is a shorthand reference for Forms 424B1, 424B2, 424B3, 424B4, 424B5, 424B6, and 424B7.
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EDGAR Access for New Serial Companies

Intentional rrzsstaternents or ormessions of facts constitute federal crrmnal wolations See 12 1U.5.C 1001

To obtam access codes for a senal company, you must enter the senial company's CIE, a passphrase, and an e-mad address
below. You will use this CTE and passphrase later to generate the EDGAR access codes for that senal company. It is
maportant that you remember this passphrase for later use. Mote that this passphrase i3 not the senal company's
EDGAR. Logm password Once you have recerved a confirmation e-mail, this passphrase, along with the CIE., may be used
to generate the senal company’s EDGAR Logn password (as well az CCC and PMAC)

= inclicabd s riired Nokd. Hedo R & Deld ray bé Stoessad Dy clicking S labed
Seral Compary Cl/Passphrase Information
Serial Compary CIK*

0000000000
Passphrase”  Nole:Your passphrase musi be B characlers
Iong and must contain at laas! one digh and
LLLLREAY one of fhe following characters: @ 2, *, or §.

Re-anter Passphrase *
[AERRRAN
Mote: The E-mall address below is where your confirmation will be

sent after submisshon and review. 1 s vens important st you enbes
i correcily. To help ensure accuracy, you must antar i bvice.

E-mail Address *

ayemailaddress®xyz . com

Re-anter E-mail Addrass *

nyenal laddress@xy= com

| Submit Sarial Company Regquast |

r Em Window

Figure 3-33: EDGAR Access for New Serial Companies Page

5. Enter the required data (CIK, passphrase and e-mail address)

Refer to Section 3.2.4, Defining a Passphrase, for a more detailed description of the
passphrase. For security reasons, the passphrase must be at least eight characters in
length and contain at least one digit and one of the following characters: {@, #, *, $}.

6. Click on the [Submit Serial Company Request] button near the bottom of the page
when you are satisfied with the data that you entered.

A dialog box appears (Figure 3—34: EDGAR New Serial Company Access,
“Continue” Dialog) asking you to confirm that you want to submit the request. If you
do not want to submit the request, click the [Cancel] button and the dialog box will
disappear; otherwise, click the [OK] button.
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k|

Q?) Your zenial company request will now be submitted

to EDGAR for proceszing. Do you want to continue?

] | Cancel |

Figure 3—-34: EDGAR New Serial Company Access, “Continue” Dialog

Note: After you click the [OK] button, the EDGAR Access for New Serial Companies
request is submitted to the automated submission processing portion of the
EDGAR system. This is the start of the acceptance process; your subsequent
actions in this browser window will not affect this process. However, the
acceptance process cannot be completed until you submit Authentication
documentation to the SEC. Refer to Section 4.1.1.2, Authentication
Documentation, for more information.

The EFMW EDGAR Access for New Serial Companies Acknowledgment page
appears (Figure 3-35: EDGAR Access for New Serial Companies Acknowledgment
Page). This page provides the Accession Number for the submission - use this number
in the future when referring to this submission.

EDGAR Access for New Serial Companies Acknowledgment

Your request was successfully submitted. Your sccession number for this submission is 0001118676-12-001234,

To complete processing of vour request, vou must fax a notanzed authentication document to the SEC's Corporation Fmance Filer Support: (202) 504-2474 or (703)
813-6961. Your reqoest will mot be accepied uatil this document is recesved. After this document i3 recesved, the Filer Support Branch will review your request and
disposition it. You will recesve an e-mail message at your e-mail address of record informing you of the SEC's decisson. If your request was accepted, the message will
indicate that the passphrase that you specified in this requast has been activated and yiou can proceed to uss your CIK and passphrase to generate 2 new 2t of EDGAR.
nocess codes; if your request was rejacted, the messape will indicate why. If you have amy questions regardng the status of your passphrase request, pleass contact the
Filer Suppert Branch st (202) 531-8000.

CIE- 0000350001
Mame Associsted with CIK: TEST CO
Current Compasmy Mailing Address: 6432 GENERAL GREEN WAY, ROOM 2400, CITY, T1 20345
Contact Person:

Contact Telephone Number:

Signature of Awthorized Person: Notary Signaturs & Seal to be Placed Here:

Print Window

Ed Window

Figure 3-35: EDGAR Access for New Serial Companies Acknowledgment Page
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Note: The Accession Number is a unique code assigned to your Form ID submission.
It has a format of: 9999999996-[ Y ear]-[Sequence Number]

Click the [Print Window] button near the bottom of the page to print this page for your
records.

Once this page is printed, you may use it to satisfy the SEC’s authentication
requirements.

7. Click the [Exit Window] button to finish the process by closing the browser window.
No confirming dialog box is displayed - the browser window is just closed.
3.3.2.2 Authentication Documentation

The EDGAR Access for New Serial Companies request must be supplemented with additional
verification to help ensure that the request is authentic. Accordingly, the filer is required to file
with the SEC in paper by fax within two business days after electronically filing the request a
notarized document, manually signed by the filer over its printed or typed signature that includes
the information identified here and confirms the authenticity of the request. If we do not receive
the fax within this period, we will reject the request and the requestor will need to reapply. For a
list of Filer Support fax numbers, refer to Section 3.1. The authentication documentation should
include the following information:

e CIK
e Name associated with that CIK
e Name of the contact person for purposes of this request
e Acknowledgement accession number
e Contact person of the parent company on database
e Contact telephone number of the parent company on database
e Accession number of the 424B filing that created the serial company
e Printed or typed signature of authorized person
3.3.2.3 E-mail Notification of Acceptance or Rejection

After the SEC receives both the electronic EDGAR Access for New Serial Companies request
and the associated Authentication documentation, the SEC will authenticate the information
provided on the EDGAR Access for New Serial Companies request. A notification message
stating the SEC’s disposition of the request will be sent to the e-mail address provided in the
request. The disposition will be either “accepted” or “rejected.”

If the request is accepted, the e-mail message will include but will not be limited to the following
information:

e Text saying that the request was accepted by the SEC

e Text stating that the specified passphrase was activated

e Basic directions for how to generate EDGAR access codes
e The URL of the EDGAR Filer Management Website
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If the request is rejected, the e-mail message will include but will not be limited to the following
information:

e Text saying that the request was rejected by the SEC
e The reason that the request was rejected
e Basic instructions on how to resolve the issue

3.4  Creating an Asset Backed Securities Issuing Entity

Request Asset-Backed Securities (ABS) Issuing Entities Creation allows an Asset-Backed
Securities Depositor to request the creation of up to 100 related Issuing Entities. The depositor
must have a SIC code 6189 in order to initiate this request.

Note: It is advisable to limit the number of companies specified in any one request. If there is a
problem with the appropriateness of one of the names of the Issuing Entities, your request
may be rejected. If this happens, then you must resubmit your entire request.

Once you have logged into EDGAR and accessed the Retrieve/Edit Company and Submission
Data page, you can prepare a request to create ABS Issuing Entities:

1. Login to EDGAR.
2. When you reach the EDGAR Welcome page, click on Retrieve/Edit Data.

3. Figure 3-36: Retrieve/Edit Data Page appears, and prompts you for your CIK and
CCC information:

= Enter your CIK in the CIK field and press [Tab].
» Enter your CCC in the CCC field.
» Click on the [Continue] button.
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|»

Retrieve/Edit Data

ClK and CCC Request

Enter a Company CIK and CCC

cK: [
ccc:[

You must enter a valid CIK and CIK Confirmation Code (CCC) before continuing.
The following screens will allow you to retrieve, view and update information .
related to the CIk value entered.

Continue |

Figure 3-36: Retrieve/Edit Data Page

Figure 3-37: Retrieve/Edit Company and Submission Data Page appears.

Retrieve/Edit Company and Submission Data

CTH: QOO0000000
Please select one of the following eptions:

& Retrieve Submission Infarmation "5 Mote 01

» Hemeve Company Infermaton *Soe Note #*

#* Remeve Module Segment Informanon

* Retiieve Retwn Coapies

® Enter Senes and Clacses (Contracts) Informanon

® Reguest Azzer-Backed Secuines (ABRS) Isowing Futines Cresnion

# Change Company Password o0 COC

* Enter Anotheyr CIR/CCC

*Hote sl Information will oaly be returned for submussnions where the CIE (dentfied m the upper left comer of thas page) s
either the Filer CTK or Login CTE of the related submsson

*How 82 For general company quenies (mchiding wildcard seaschesi, please search the EDGAR Company database

Figure 3-37: Retrieve/Edit Company and Submission Data Page
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4.

Click on Request Asset-Backed Securities (ABS) Issuing Entities Creation. The Add
ABS Issuing Entities page appears, as shown in Figure 3—38: Add ABS Issuing
Entities Page.

Add ABS Issuing Entities

Depozitor CTR: COa R ACRCHCHOMERH
Deporitor Company Name: Sunaple Depamtor Inc

* mbcates requred feld
Inbentonal masrtatements of canignons of facts constiude federal cremmad wolabons. See 15 U.SC.1001

Hote: The "Compatry Mame® muat be o Enghshl Also, the valoe that you exter below wll be conformed to meet EDGAR
standards Chele bere for detmls
Comnpufy Mama®

Mote The E-mal address below 15 where your confirmaton wall be sent after submasnon and revew. It 15 very enportant that yoo
enfer & cormectly. To help ennare accuracy, you must ender  tance

E-mail Addrags”

Re-rder E-mad Address ®

Nuote: Your passpbrase must be B characters long and must contam at least one digt and one of the followang characters: (@, #, =,
or & Please vemember the passpluase as you type as the passploase will net be displayed

Pasiphrase”

Re-erder Passphuaie *

[ Add Ancther Campeeme ]

| Ok | | Concal |

S.

Figure 3—38: Add ABS Issuing Entities Page
For each Issuing Entity to be created, you must provide the following information:
s Company Name:

Note: This “Company Name” must be in English! Also, the value that you enter will
be conformed to meet EDGAR standards. These standards can be accessed by
clicking on the link in the note above the Company Name field.

m E-mail Address
s Re-enter E-mail Address
» Passphrase

Note: Your passphrase must be eight (8) characters long and must contain at least one
digit and one of the following characters: @, #, *, or $. Please remember the
passphrase as you type, as the passphrase will not be displayed.

= Re-enter Passphrase

On this screen, required fields are indicated by an asterisk (*). If you do not fill in all
required fields, you will be prompted with an error upon submission. If you want to
cancel the changes, click on the [Cancel] button at any time. If you do cancel your
request then you will lose all data you entered in the request.
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6. Once you have completed the required information you can either add another
company by clicking on the [Add Another Company] button; or, you can go on to the
next step by clicking on the [OK] button.

7. When you click on the [OK] button the “Request ABS Issuing Entities Creation
Information” page will be displayed showing each requested company with its
conformed name and e-mail address as shown in Figure 3—-39: Request ABS Issuing
Entities Creation Information Page

Request ABS Issuing Entities Creation Information

Drepsiter CTE: fE ]
Drepositor Company Name: Sunple Depositer Inc

Intentional misseatements or omaissions of Bty canstitwte federal criminal visltions, See 18 U5.C 1001

NOTE: Up-dated sndlor Added sdformaton are not saved (submstted) ustl you Verdy and ConBern. To Vendy updates, chick on
the “WerfpSubmit”™ buston

Conformed Ceompany Naune E-Mlnil Address
Sample ABS Trssl A rustifaamplodenodibion com
) | Bample ABS Trusl B rusiy@sampledepositior com
) Gample ABS TrustC ruste Esampledeposlios com | .
: Add Cormpisdn/ [ Modiy | | Chsdebs [ el ]
e Submit Cancel |

Figure 3-39: Request ABS Issuing Entities Creation Information Page

8. From here you can choose to continue to add companies to your request, modify one
of your entries that you entered as part of this request, delete one of your entries that
you entered as part of this request, print your requested entries, or submit your request.
Please note that requested information is not saved until you verify and submit your
request. To verify and submit your request, click on the [Verify/Submit] button. When
you click on the [Verify/Submit] button a Request ABS Issuing Entities Creation
Confirmation screen will be displayed as shown in Figure 3—40: Request ABS Issuing
Entities Creation Confirmation Page.
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Request ABS Issuing Entities Creation Confirmation

Depositer CTE: Lo ]
Diepositer Company Name: Sample Deposmor Tnc

Y ou have requested the Asset-Backed Secunty companes bsted below. Carefully remew your changes, then esther chek on the
"ConBrmSubaat” to mubnet your request or cck on "Contemie ES” to return to the "Regquert ABS Isneng Eotes Creation
Informaten” tereen Imteniional misctatements or omitsions of facts constimbe federal craninal violatons. See 18

U5 ool
Confermed Campany Nane E-Mxil Addywss
Sarmgde ADE Trutl A rusta@samplecesosioniom
Sarmpde A5G Trust B FusiDEEamplacposioncom
Samgde ADNE Trusl G frush i ampiade poison com
[ “ConfmySubmil
[ I'_.;‘_';rhm.u Eda ]

Frimt |

Coanosd |

Figure 3—40: Request ABS Issuing Entities Creation Confirmation Page

9. Carefully review your requested information, then either click on the
[Confirm/Submit] button to submit your request or click on the [Continue Edit] button
to return to the Request ABS Issuing Entities Creation Information screen.

Note: Intentional misstatements or omissions of facts constitute federal criminal
violations. See 18 U.S.C.1001.

10. When you click the [Confirm/Submit] button, the Request ABS Issuing Entities
Creation Result screen will be displayed with the EDGAR accession number of your
request displayed as shown in Figure 3—41: Request ABS Issuing Entities Creation
Result Page.

Request ABS Issuing Entities Creation Result

Diepositor CTH: CoOaaa0
Depesitor Company Name: Sunple Depogitor Inc

The ABS Issumg Fatties Creation reguest was submatted successfully. Your accession monber for this smbenission 15 Q0000000005000 7 77
EDGAR will deliver a norific stion of thiz subinitsion te vewr einadl addrecs on file and emai address of requested ABS Itmaing Fnnties

Close Vindow

Figure 3-41: Request ABS Issuing Entities Creation Result Page

11. SEC’s Branch of Filer Support staff will review your request. They can reject any
requested name if it is deemed unacceptable.

Once Filer Support processes your request EDGAR will send a notification message to your
e-mail address and to the e-mail address of each requested Issuing Entity. If your request was
accepted then the notification message would contain the CIK associated with each requested
Issuing Entity name along with instructions on how the Issuing Entities can generate their
EDGAR access codes. If your request was rejected then the notification message will contain the
reason why your request was rejected. You must re-submit another request to create
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Asset-Backed Securities Issuing Entities addressing the issue in which the initial request was
rejected and including all of the Issuing Entities and associated information that were entered on
the initial request.

3.5  Examples of Notification Messages

This section contains examples of the notification messages that EDGAR will send to the
applicant/filer in response to a Form ID application, a Convert Paper Only Filer to Electronic Filer
request and an EDGAR Access for New Serial Companies request. For each type of submission,
examples of both an acceptance message and a rejection message are provided.

These messages will be sent to the e-mail address specified by the requestor or to the filer’s e-mail
address on record. If they are associated with a valid CIK, they will also be posted to the EDGAR
Filing and OnlineForms/XML Websites (the rejection message for a Form ID application will
never be posted to these websites as a CIK does not exist for the applicant).

Note: None of the data contained in these messages is real; it merely represents the type of data
that would typically be contained in the message. Do not attempt to use any of this data
with the EDGAR system.
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3.5.1 Form ID Application Messages
THE FOLLOWING SUEBMISSICH HAS BEEN ACCEPTED EY THE I1.35. SECURITIES AND EXCHAMGE COMMIZSSION

ALLEM TEST & PATN WATER CO INC
NUMEEE OF DOCTHMENTS: 1

ACCEPTED DATE: O&—hug-Z004 02:53
COMFIFMING COPY: NO

COMPANT:
FORM TYPE: TD-NEWCIK

BRECEIVED DATE: O&—Ruag-Z004 03:53
TEZT FILING: NO

ACCESSION NUMEBELR: 5333233335-03-001Z01

FILE NUMEER (5 :
1. HNone.

PLEASE REFEER TO THE ACCESSION NUMEEE LISTED AEOWE FOR FUTURE IRIQUIRIES.
il |

REGISTERANT (2] :
|
1. CIE: 1234567890 new o
COMPANT : ALLEK TEST & PAIN WATER CO IMC 1 "
FOIM TYPE: ID-NFWCIE i ~1 e | b
FILE NUMEEE(S): |-" ll_,r“"1 P L 1]
1. None. . . [ !z’ [l {
R 3 e 1§ { A | I' |
SUMMARY OF CHRANGES: A I r' |I || | [T/ ,' | ,l
% ] [V L
Your application for access to EDGAR has beer a.cu_rf.iledr Yo ctx I:I.S 123&5'513 o
Please comnect to the FDGAR Form ID UEL ! N ' |
https: fiumar £ilem Edg ﬁl—imlswgﬂv
to generate EDGAR access calele'%’ 'I.B:II.I'% lruﬁr IK EI:I'I.d’pFEEp]‘l.‘I:‘iSE’-._
i | | T
- +-|——|-——————————————————

3 \ | it
————————————————————_r——-——-,——'——-~ HNOTICE F-fq-——--
. .' | | | | | | J I| \ |

TTRGENT : Verl?."fy th'i¢ slll Dkﬁ,rc%ul al:l-#.resse;é nn"t','i:.u.e E]bGPJR datshase are
correct.  Bn ifeo edt adﬂi'eqs t&;e EDGAT ju:cnutﬁu‘lg Comtact MName

arud Addres$ :|.|"nfu :||n:\cr np’g,r ye 1:91: in your Fee Accoumt Activity
-n:i.n.g'—-rlnk:".tri{v: L:h 1;hd 2EC as wmdalirvarasbla. Dlaasa corract

“EDGAR fili ing wehsite.

Statamant
outdated Ep:ld}; gﬁs g= '.ITJIE. ]

The EDGAR !5‘_‘,?51:-5!& i=s awveilable to receiwe and process filings from
£:00 a.m. & 10:00 p.m. Eastern Time on business days. Filer Support

staff members are available to respond to regquests for assistance from

9:00 a.m. £to 5E:30 p.m. Eastern Time.

WMe strongly sencourage Yo Lo wisit the Filing Website ac
hrtps: ffmmr edyarfilineg. sec. gov. ¥ou can dommload our ourrent wersion
of the EDEAPLink MMindows software and templates, the Filer Marmal
receive on-line help, snd access Freoquently Asked Questions.

Figure 3—42: EDGAR Form ID Application Notification, Accepted
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THE FOLLOWING

ALLEM TEST & PBATN TWATER CO INC
NIMEEER OF DOCTMEMTS: 1

DEJECTED DATE: Oe—bug—2004 08:53
CONFIFMING COFY: HNO

COMPANT:
FORM TYPE: ID-NEWCIE

BECEIVED DATE: O&-Ang-Z004 02:53
TEZT FILING: HO

ACCESSTON NUMEBEER: 2992352323%c-02-001Z01

FILE NUMEER (3 :
1. Hone.

PLEASE BEFEE TO THE ACCEZSION NUMEER LISTEDR ABOVE FOR FUTURE IFIQUIRIES.
[

Your application for access to EDGAR h,iﬂ-beqh pﬂ]e&:@e
the following reason: [ | | I. A~

'ﬂCuu}ta.cz%IHta ’I

P
& [

I [ |
For further 1n.ﬁnmhat:|.4fm cupta,:t EEC‘sIl]ff:l.i:e"cff F;gér Support at (202) 555-1234.
| | 'I | I|
I
L ———"——L——Ti——rw H;JTICE —?——~———£——T——||

A

TTRGENT : VE]fle,F e l.'l o I'_i,rqlui' EI.dJﬂi‘-BE‘SES on the EBGAR datshase are
correct. ':L'ﬂEDr edty e%sl irn the EDGAR Accowting Contact Mame

amnd Addres{E :|.nf.n:nx;m?t1cur mqgr--tesult in your Fee Acooumt Actiwvity
Statement beluy teturni”d Lo the SEU as wndeliverable. Please correct

out dated a;lidres?":as wia the EDCAD filing wehsite.

N e

The EDGAPR svystem is awsilable Lo receiwve and process filings from
E:00 a.m. £o 10:00 p.m. Eastern Time oh business days. Filer Support

staff memhers are available to respond to requests for assistance from
:00a.m. o 5:30 p.m. Eastern Time.

WMe strongly encourage Yo Lo wisit the Filing Website atc
hteps: ffwmmr_edgarfiline . sec.gow. Tou can dowmnload our ocurrent wersion
of the EDGAPLink MMindows software and templates, the Filer Marmal,
receive on-line help, =nd access Fregquaently Asked Questions.

SUEMISSICH HAS BEEN REJECTED EY THE 11,5, SECURITIES AND EXCHANGE COMMIZSTION.

REGISTEANT (3 : |
|
1. CIE: Herie — I| I
COMPANT : ALLLEE TEST & BAIN WATEER CO INC .r? e I ||
FORM TYPE: ID-NRWCIK 7 1 [ II.-' I | [
FILE NUMEER(S): | b-l [ | [k ] |
ke ~[ 1Al
~ S I
Y i | '
SUMMARY OF CHANGES : I-' | L ' I | I Lo II ]
g % | | e
L, V| A
S,Ed = l]ffi.l::e of Filer Support for

Figure 3-43: EDGAR Form ID Application Notification, Rejected
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3.5.2 Convert Paper Only Filer to Electronic Filer Request

THE FOLLOWING SUEMISSION HAS BEEN ACCEPTED BY THE U.3. SECURITIES AND EXCHANGE

CONMISSION.

COMPANTY: Global Geophysical Services Inc

FORM TYPE: ID-CONVERT NHUMBER OF DOCUMENTS: 1

RECEIVED DATE: 24-Jul-2006 10D:16 ACCEPTED DATE: 24=-Jul-2006 13:17
TEST FILING: NO CONFIRMING COPY: NO

ACCESSION NUMBER: 0001311486-06-000001
PLEASE REFER TO THE ACCESSION NUNBER LISTED ABOVE FOR FUTURE IMNQUIRIES.
REGISTRANT(S) :
i. CIK: 0001311486
COMPANY: Global Geophysical Services Inc
FORH TYPE: ID-CONVERT

SUNNARY OF CHANGES:

Your request for access to EDMGAR has been accepted. FPlease connect to the
EDGAR Filer Management URL

https:/fuww. filermanagement . .edgarfiling. sec.gov
to generate EDGAR access codes using your CIK and passphrase.

addres=(e=) and, for domestic companies, your IRS
individuals may viewv and update their infor
Website (hteps://wuw,.edgarfiling.sec.goy) o
(https://www.onlineforms.edgarfiling.
information on the Eetri:ve!!d:txﬂ&
Company Information page & submit

and CCC for that company :or an

guescions about how C-E our 1 , lease call Filer Supporc ac

202=551-8900.

............ ﬁ o;!:.:\r/U

1 | pour addresses on the EDGAR database are

correcet. :e:: in che EDGAR Accounting Contact Neme
and Addres hﬁjﬁn may result in your fee Account Activity
Statemant returned to the SEC a= undeliverable. Flease correct

outdated a m=as viam the EDGAR filing webaite.

The EDGAR saystem is available to receive and process filings from

65:00 ma.m. to 10:00 p.m. Eastern Time on business days. Filer Support
scaff members are available to respond to requests for assiscance from
9:00 a.m. to 5:30 p.m. Eascern Time.

¥e scrongly sncourage you to visic the Filing Vebsite ac

heepa://vuv,. edgarfiling.=ec.gov. You can download our current version
of the EDGARLink/Windows zoftware and templates, the Filer Hanual,
receive on-line help, and access Fregquently Asked Questions.

Figure 3-44: EDGAR Convert to Electronic Filer Notification, Accepted
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THE FOLLOWING SUEMISSION HAS BEEEN REJECTED EY THE IT.5. SECURITIES AND EXCHARNGE COMMISSION

ALLEM TEST & RATM WATER CO IMC
NUMEEE OF DOCTHENTS: 1
BEJECTEL DnATE: O&—Aug—2004 02:53

COMFIFMIRG COFY: N

COMPANT:
FORM TYPE: ID-CONVEERT

BECEIVED DATE: O6-Ang-Z004 08:53
TEST FILING: NO

ACCESSTON NUMEER: 2992233335-03-001Z201

FILE NUMEER (3):
1. HNone.

PLEASE BREFEER TO0 THE ACCESSION MUMEER LISTED AECOVE FOR FUTURE INQUIRIES.
I

REGISTRANT (3
1. CIK: 1224567890 existing A A II |
COAMPATE - ATT.EM TEST & RATN TWATER M THD r__,-"f f -| I I-' | | | ||

FOIM TYPE: ID-CONUEET [ LT I II L (]|

I

FILE NITMBER(S) - w b

1. Hone. 4\ el , 'I-" 7]

e L T |1 | i

e, | | | L~

SUMMARY OF CHAMGES: Y |
i/ 1 II ]

Your request for access to EDGAR has Jbeen 'Fe]qcted. by
following reasom: i / = 4 = I| . .
nqﬁ]:fscaa;ﬂl_- B:Eq'lﬂt g ey /

i | || |."'|F

For further 1n.ﬁ:|nuna}':1m1 Fmtaqt HE E‘.ﬁ: g I,uff:.ce df #]le'r Support at (202) 555-1234.

|| \._ o | I

£
\/ —-'————L—++ HOTICE - . S Co S SEn e

parerem B e B S L_____T =

.F Va O II .'I /| [ ]| | L-
TTRGENT : Uei::l.#yt all l:.|f| your addresses on the EDGAR database are
correct. |.iL:n mcotr.'rect, gﬂdlx_:e = in the EDGAR Accowmting Contact Name
arnd Addres:,s in u:u).‘ma;tlm may result in your Fee Accoumt Activity

Statement i:-e:l.ng retiFned to the SEC as wndelivershle. Please correct

out dat ed aﬂ@r__eéses via the EDGAR filing wehsite.

The EDCGAR svystem iz awvailable fo receive and process filings from
E:00 a.m. £o 10:00 p.m. Easternn Time on business days. Filer Support

staff members are available to respond to reqgquests for assistance from
S:00 a.m. to 5:30 p.m. Eascern Time.

e strongly encourage you Lo visit the Filing Website ac
https: ffwmnr _edyarfiling. sec. gov. Tou can dommload owr ocurrent wersion

of the EDGAPLink Mindows software and templates, the Filer Marmal,
receive on-line help, and access Freoguently Asked Questions.

I |\
T |
o tlle ||SEC Bpan,&h uf Filer Support for the

Figure 3-45: EDGAR Convert to Electronic Filer Notification, Rejected
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3.5.3 EDGAR Access for New Serial Companies Request

THE FOLLOWING SUEMISSION HAS BEEN ACCEPTED EY THE 17,3, SECURITIES AND EXCHANGE COMMISESION.
COMEPANT: ALLEN TEST & RATN WATER CO INC
FORM TYPE: ID-5SERTAL NUMEEE OF DOCTIIENTS: 1
RECEIVED DATE: O&-fuag-Z004 08:E53 ACCEPTED' DATE: OE—fug-Z004 0O8:E53
TESET FILIMG: opul CONFIFMING COFY: no
ACCESSTION NMUMEEER: S9939333335-02-001Z01
FILE NUMEER (5):
1. Mone. ~]
[ ]
PLEASE BEFEER TO THE ACCESSION NUMEER LISTED REOVE FOR FUTUBRE IMNOUIRTES. || .I
|
BEGISTERAMNT (5 - i ,a""."‘. iI ||
,r".l =1 I-"r | |
1. CIE: 1234567830 existing F il 1 [ |||' | [}
COMPAMNT : ALLEN TEST & PATI WATER CO INC f l--l |I | II [ Lt b ol
FOIM TYPE: ID-SERTAL o I I! P
FILE NUMEER:S): r’ X F F L I i ¥ Do
1. None. = Ir lx_l I-r I| [ || L |I| ,-I
i J d
.r.- | | / |: | [ | | |_. | I'. _-"JI-' .-I
SUMMAEY OF CHAMGES: Prace 0 oL O o O Y / [
K, o | | { ] | | -
. N | | | 4
YTour request for access to E haz hmh!nnepte__é' 'I / ko e
Please conmect to the En;im, F | URL it ! ! et
Fi I.ittba £F - £l na : l% filing. sec.gov
to generate EDGAR q.‘;cess ECLiE? A= hru'tm.'d{ll and passphrase.
f | s i z" 1
£ sl e 1
———————————I,-‘-—————;h -'I—-|——I1-|1—J|-'||' HDT'ICE J———————-——i— e e
{ ' | | [ b
TURGENT : Verlfj,r thF'F éll C!f| ]ru.quL;— Addresses on the EDGRAER datahase are
Correct. |:m.cn:|'r5:ect a‘l.-I:i.drEEE in the EDGLER Accowmiting Contact Name
arnd Addresis 11{fnrm.§;,:|.u;n may result in your Fee Accowmt Acktivity
ik % = N ],:ue:l.r.ug;_.-':.et.m1md o tlie SEC a= ipicdelisrerslsle. FPleaa=sa correct
outdated addrszses wia the EDGAR filing website.
The EDGAR =ystem is awailable Lo receiwe and process filings from
E:00 a.m. Lo 10:00 p.m. Eastern Time on business days. Filer Support
staff memhers are awailabhle to respond to requests for assistance from
9:00 a.m. Lo 5:30 p.m. Eastern Time.
WMe strongly encourags Yo to visit the Filing Tebsite ac
https: frwmmr_edgarfiling . sec. gow. Tou can download our ocurrent wersion
of the EDGAPRLink Mindows software and templates, the Filer Marmal,
receive on—line help, and access Fregquently Asked Questions.

Figure 3-46: EDGAR New Serial Access Notification, Accepted
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THE FOLLOWING SUBMISZTON HAS BEEM PEJECTED BY THE 1.5 ESECURITIES AND EXCHANGE COMMIZESION.

COMPANT: ALLEN TEST & PATIN TWATEER CO INC
FOBRM TYPE: ID- SERTAL NIMEEER OF DOCTMEMTES: 1
DEJECTED DATE: O&=bug-2004 02:53

BECEIVED DATE: Og-ing-Z004 05:53

TEST FILING: HNO CONFIRNING COFT: O

ACCESSTON NUMEEER: 993333393%c-03-001Z01

FILE NUMEER {3 :
1. HNone.
-~

PLEASE REFEE TO THE ACCEZSTION NUMEER LISTED ABOVE FOR FUTUBRE INQUIBIES.
[ |

RECISTRANT (S) : [
/.a-"-'.l
1. CIE: 1234567890 existing |' E \ || f
COMPANT : ALLEN TEST & DATN WATELR CO INC Fd 1 =1 2 | I |I
FOIM TYFE: TD-SERTAL [ L] (&7 ]] |
FILE MUMEEER(S): IJ . II | ~ .
1. Hone. o | (f A 11
| " s iy
F L | | | i & 114
e { | | L~
SUMMARY OF CHANGES : o4 | vV oIy A
i T e | | f [
Your request for access to Em lm bep_fn "'r?'la']q'ded ]Jy EEC IB;:'al}ti'lt of Filer Swpport for the
| ' il [ ] | ] |

folloring Yeason: L #
utpa} -~ .ll % :
xEIK 15 :|_Tdnrra::t=,, nl:rt, a‘fm':' Ila ISgl:a{al Eurpamy',l

/ & | ||
For further 1n13umahm, dntpqt tfre Sﬁcj h,f_fir;e 4f IF]'J.E:' Support at (202) 555-1234.
| f {1 4

.-" 5 ' | [
| ' ) -I {- HDTIJ:E ASSNPIN.  ENN PNoTY

——————————~————h—— ———+——F——

[ 'I .-'Illl-

URGENT : T.Felrli‘.y','tl:fstt all bﬁfy'éu;: addresses on the EDGLE databasze are
| :r:m:dnr:sect ‘address in the EDGAD Moot ing Contact Name

1nfomat.10n way result in your Fee Leocoumt Activity
Please correct

correct.

and Addresg
Statement Bg:l._;;uf returned to the ZEC as wmdeliwverable.

outdated addresses wia the EDGAER filing wehsite.

The EDGAPR system is awailable to receiwve and process filings from
6:00 a.m. £o 10:00 p.m. Eastern Time on business days. Filer Support

staff members are available to respond to regquests for assistance from
9:00 a.m. £to 5:30 p.m. Eastern Time.

Me strongly encourage you Lo wisit the Filing Website atc
https: i _edgarfiling. sec. gow. Tou can download our ocurrent wersion
of the EDGRPLink Mindows software and templates, the Filer Marmal,
artd acceszs Freoguent ly Asked QJuestions.

receive on—line help,

Figure 3—47: EDGAR New Serial Access Notification, Rejected
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4. GENERATING EDGAR ACCESS CODES

There are two methods for generating access codes on the EDGAR system. The first is to generate
all of the codes when the EDGAR system has accepted your application for access. Generally,
there are three situations when this process is used:

e For a new electronic filer.

e For an electronic filer who has forgotten their EDGAR access codes.

e For an electronic filer who wants to change EDGAR access codes for security purposes.
e For an electronic filer whose password has expired.

Section 4.1, Generating All EDGAR Access Codes, explains generating a complete set of access
codes. If your Form ID application for EDGAR access has not been accepted by the SEC, please
refer to Section 3.2, New SEC Filer: Applying for EDGAR Access. If you are an existing filer and
would like to change individual codes, either your CCC or Password, Section 4.1.3, Changing
your CCC or Password, explains this process. Finally, some filers who have not logged onto the
EDGAR system since the origination of passphrases may be asked to create a passphrase for the
first time. Please see Section 4.1.4, Creating a Passphrase for the First Time, for details.

The second method of generating access codes is to generate them individually. In Section 4.1.1,
Requesting an EDGAR Passphrase, the process for requesting an EDGAR passphrase is
described.

4.1 Generating All EDGAR Access Codes

This section describes how to generate a complete set of EDGAR access codes (PMAC,
password, and CCC). To perform this function, the filer must have a current, valid CIK and

passphrase.

You cannot obtain individual access codes using the EFMW, only a complete set. However, the
EDGAR Filing and OnlineForms/XML Websites allow you to generate just a new password (if
you know the filer’s PMAC) or just a new CCC (if you know the filer’s password). Please see
later subsections for these details.

As long as a filer’s EDGAR access codes are appropriately protected and kept current, this
capability is not often needed. (The password expires yearly; the PMAC and CCC do not expire.)

Before beginning, ensure that you know the Central Index Key (CIK) of the filer. (It will be
specified in the notification message that was sent when the filer’s electronic Form ID application
was accepted). If you do not know the CIK, you can look up the filer name in the EDGAR
Company Database at URL:

http://’www.edgarcompany.sec.gov

If you enter the Company Name and click the [Company Search] button to query the database, the
CIK is one of the items returned.

You must also know the filer’s passphrase. (The passphrase was specified in connection with the
electronic Form ID application, on an Update Passphrase request, on a Convert Paper Only Filer
to Electronic Filer request, or on an EDGAR Access for New Serial Companies request).
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The first step in generating a set of EDGAR access codes is to open the EDGAR Generate Access
Codes data entry form. This is accomplished as follows:

1.

Connect to the EFMW Welcome page. (Refer to Section 3.1.2, Accessing the EDGAR
Filer Management Website.)

Click on Generate Access Codes (New/Replacement) in the menu bar.

A new browser window opens and the Generate Access Codes (New/Replacement)
page appears (Figure 4-1: EDGAR Generate Access Codes (New/Replacement)
Page).

Refer to Section 3.2.2.1, Data Entry Conventions, for the standards used on all of the
EFMW pages.

Generate Access Codes (New/Replacement)

Ibenbonal musstademnents o ormasnong of facts consttute federal cramanal wolshons: See 18 U5 C 1001 I

Tou should generate EDGAR access codes f

» You kave submatted a Form [D apphcation for a speciic company or mdendual and have recenved your CIK wa e-mad

» Your EDGAR access codes have expred and you would ke 1o generate new EDGAR access codes

» You have forgotten your EDGAR access codes and would Eee 1o generate new EDGAR necess codes

o Touwould lee to generate new EDGAR access codes for secunty purpoges. Note that ff wou only want to updats
CmbneF orma M webate by chekmg on the "Retneve/Ede Data® mesu stem under "Information Exchange® m the mam
EDGAR wadow,

To generate your access codes for the EDGAR. system, enter your CIE and passphrase m the Gelds below and then select the
"Generatt Access Codes” batten

* indlicales requived feid Help for & Beld may be scoessed by clicling B label
ChIPassphease information
i

Passphiage *

| Gienaiate Access Codes ]

[ ExtWindow

Figure 4-1: EDGAR Generate Access Codes (New/Replacement) Page

5. Enter the required data (CIK and Passphrase).

6. Click on the [Generate Access Codes] button near the bottom of the page.

A dialog box appears (Figure 4-2: EDGAR Generate Access Codes, “Continue”
Dialog) asking you to confirm that you want to submit the request. If you do not want
to submit the request, click the [Cancel] button and the dialog box will disappear;
otherwise, click the [OK] button.
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T e g T

( ‘_? Your generate access codes request will now be submitted
to EDGAR for procesting Do you want to continue?

oK Cancel

Figure 4-2: EDGAR Generate Access Codes, “Continue” Dialog

If you clicked the [OK] button, the EFMW Generate Access Codes Acknowledgment
page appears (Figure 4-3: EDGAR Generate Access Codes Acknowledgment Page).
This page provides the filer’s CIK and a set of new EDGAR access codes that are
associated with that CIK. You should remember these codes, after you close this
page there is no way to recover them -- if you forget them, you will need to generate
a new set.

Generate Access Codes Acknowledgment

The EDNGAR access codes below were saccessiully generated for CTR OO0:00000,
You may now use these codes to log mto the EDGAR Fing webate or the EDGAR OnbpeFomme 00T webate After logpng mio etther of these webates, you

may change your passwrord andlor COC by chekmg on the "Retneve/Edt Data®™ menu gem under "Teformation Exchange® m the mam EDGAR wndow. Al any
brreE, U mMay ales uge this website to fegenerale all of S eodes

EDGAR Access Codes

CH CO0CROKO00

Password  eauzrdggy

CCC #phdlghe

PMALC pohideac3
Exit Window |

Figure 4-3: EDGAR Generate Access Codes Acknowledgment Page

Note: The CIK and EDGAR access codes specified in Figure 4-3 are examples only;
do not attempt to use these codes with EDGAR!

7. Click the [Exit Window] button to close the browser window and finish the process.
No confirming dialog box is displayed—the browser window is just closed.
4.1.1 Requesting an EDGAR Passphrase
This section describes how to request a new EDGAR passphrase for:
e A filer who has forgotten their passphrase.
e A filer who wants to change a passphrase for security purposes.

Note that this capability is not needed as long as a filer’s passphrase and EDGAR access codes are
appropriately protected and kept current (the password expires yearly; the passphrase, PMAC and
CCC do not expire).
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4.1.1.1 Composing the New Passphrase Request

The first step for composing an EDGAR passphrase request is to bring up the EDGAR passphrase
request data entry form. This is accomplished as follows:

1. Connect to the EFMW Welcome page. (Refer to Section 3.1.2, Accessing the EDGAR
Filer Management Website.)

2. Click on Update Passphrase in the menu bar.

A new browser window opens and the data entry page for the Update Passphrase page
appears (Figure 4—4: EDGAR Update Passphrase Page).

Refer to Section 3.2.2.1, Data Entry Conventions, for the standards used on all of the
EFMW pages, including this one.

Update Passphrase

Intentional messtatements or omassond of facts consttute federal crerenal wolations. See 18 U.S.C 1001

You should update your passphrase o

s You have forgotten your passphrase and would Bee to update & with a new passphrase
o Touwould Eke to update your passphrase for secunty purposes

To update your passphrase, you must enter your CIFE and a new passphrase below. You wall use your CIE. and new
passphrase later to generate your EDGAR access codes. It is important that von remember this passphrase for later
use. MNote that thes passphrase 1z not your EDGAR Logn password Once you have recerved a confirmation e-mal, thas
pastphrase, along with your CIK, may be used to generate your EDGAR Logn password (as well a8 CCC and PMAC)

* findiic Sles required feld | Hedo for & Beld may Do sccassed by ciicking s label
ChPassphrase nformation

i
aoooooooon

Mew Passphrase *  Mole: Your passphrase must be & characbers
long and must contain ot least ona digt and one:
LLLLEREL of tha foliowing characters: @. %, *, or §

Re-onter Mew Pasiphrase *
pennnnnn

Reason for Update (up o 255 characters)
I've forgotten ay passphrase

j Updalﬂpnﬁfﬁ?w J

Figure 4-4: EDGAR Update Passphrase Page
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4. Enter the required data (CIK and passphrase) and a reason for making the request
(optional).

Refer to Section 3.2.4, Defining a Passphrase, for a more detailed description of the
passphrase. For security reasons, the passphrase must be at least eight characters in
length and contain at least one digit and one of the following characters: {@, #, *, $}.

The Reason for Request data entry field is optional and allows you to enter free-form
text explaining why the filer needs a new passphrase. This allows you to provide
information that may help the SEC process your request.

5. Click on the [Update Passphrase] button near the bottom of the page when you are
satisfied with the data that you entered.

A dialog box appears (Figure 4-5: EDGAR Update Passphrase, “Continue” Dialog)
asking you to confirm that you want to submit the request. If you do not want to
submit the request, click the [Cancel] button and the dialog box will disappear;
otherwise, click the [OK] button.

Microsoft Internet Exp x|

( ‘__P Your update passphrase request will now be submitted
to EDGAR for procezsing. Do you want to continue?

0K Cancel

Figure 4-5: EDGAR Update Passphrase, “Continue” Dialog

Note: After you click the [OK] button, the EDGAR Update Passphrase request is
submitted to the automated submission processing portion of the EDGAR
system. This is the start of the acceptance process; your subsequent actions in
this browser window will not affect this process. However, the acceptance
process cannot be completed until you submit authentication documentation to
the SEC — refer to Section 4.1.1.2, Authentication Documentation, for more
information.

The EFMW EDGAR Update Passphrase Acknowledgment page appears (Figure 4—6:
EDGAR Update Passphrase Acknowledgment Page). This page provides the
Accession Number for the submission, which uniquely identifies the submission and is
used when referencing the submission.
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Update Passphrase Acknowledgment

Your request was successfully submitied. Your accession ke for this submission s 0001118676-12. 00238,

To complete processizg of your request, vou must fix 2 notarized ssthestication documest to;

» Corporstion Fimsnce Filer Suppart: (202) 204-2474 or (TH3) B13-6961

» [nvestment Munsgement Filer Suppert (for investment companies, insurance prodwct separyte accommty, institatisnal investment mansgers, and applicants for orders
under the 1940 Act): (202) TT2-9180

+ Trading sod Markees Filer Suppere: (703) 8136589 (for Tramsfer Agents) or (703) 8139320 (for Large Traders and other Trading and Markecs filers)

Vour request will mor be scoepied uniil thes documest is received. After this docoment i peceived, the Filer Suppeort Braach will eview vour regoest aad dExposition it. Yoo will recenve aa
e-mnail message bt vour e-mail s of recoed informang vou of the SEC's decisicn. I your request was scoepind, the svessape will indicate that the passphrase 1hat vou specifed in ks
reguesd han bees sctivated and you can procesd o wee vour CIE snd passplause to penerate & oew set of EDGAR scoess codes; i vour regoest was negected, the svessaps will indizcste whny
If veu have amy goestions megarding the stahes of vour pasiphease request, pleass contact the Filer Support Branchk at (202) 551-8300.
COC: DOO0Ea01
Name Associated with CIK: TEST 00
Cusment Company Miing Addmessc $437 GENERAL GREEN WAY, ROOM 2400, CITY, T1 20343
Contact Person

Coatact Telephone Nosber

Sipmahare of Authorized Person: Notery Sipnature & Sal to be Flaced Here:

Przted Name of Sigaanee

Tatle of Person Sipmingr

Prird Window

_ Ext Window_|

Figure 4-6: EDGAR Update Passphrase Acknowledgment Page

Click the [Print Window] button near the bottom of the page to print this page for your
records. Once this page is printed, you may use it to satisfy the SEC’s authentication
requirements.

6. Click the [Exit Window] button to finish the process by closing the browser window.

An “are you sure” dialog box is not displayed; the browser window is just closed.

4.1.1.2 Authentication Documentation

The Update Passphrase request must be supplemented with additional verification to help ensure
that the request is authentic. Accordingly, the filer is required to file with the SEC in paper by fax
within two business days after electronically filing the request a notarized document, manually
signed by the filer over its printed or typed signature that includes the information identified here
and confirms the authenticity of the request. If we do not receive the fax within this period, we
will reject the request and the requestor will need to reapply. The authentication documentation
should include the following information:
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e CIK
e Name associated with that CIK
e Name of the contact person for purposes of this request
e Acknowledgement accession number
e (Contact person
e Contact telephone number
e Manual signature of authorized person
e Printed name of authorized person
e Title of authorized person
4.1.1.3 E-mail Acceptance or Rejection Notification

After the SEC receives both the electronic EDGAR Update Passphrase request and the associated
authentication documentation, the SEC will authenticate the information provided on the EDGAR
Update Passphrase request. A notification message stating the SEC’s disposition of the request
will be sent to the e-mail address provided in the request. The disposition will be either
“accepted” or “rejected.”

If the request is accepted, the e-mail message will include but will not be limited to the following
information:

e Text stating that the request was accepted by the SEC

e Text stating that the specified passphrase was activated

e Basic directions for how to generate EDGAR access codes
e The URL of the EDGAR Filer Management Website

If the request is rejected, the e-mail message will include but will not be limited to the following
information:

e Text saying that the request was rejected by the SEC
e The reason that the request was rejected
e Basic instructions on how to resolve the issue

These messages will be sent to filer’s e-mail address of record. If they are associated with a valid
CIK, they will also be posted to the EDGAR Filing and OnlineForms/XML Websites.

Note: None of the data contained in these messages is real; it merely represents the type of data
that would typically be contained in the message. Do not attempt to use any of this data
with the EDGAR system.
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4.1.2 Update Passphrase Request
THE FOLLOWINCG SUEMISSION HAS EEEN BEJECTED EY THE I1.3. SECURITIES AND EXCHAMNGE COMMISSION.

COMPANT: ALLEM TEST & PATN TWATER CO INC
FORM TYPE: ID-PASSUED NUMEEE OF DOCUMENTS: 1
DRECEIVED DATE: O&—Ruag-Z004 08:53 BEEJECTELD DATE: Oe—Rug-Z004 0Z:53

TEST FILIMNG: NO COMFIEMING COPT: (]

ACCESSION NUMEER: 5933333335-03-0012Z01

FILE NUMEEER (Z):
1. MNone.

PLEASE REFEE TO THE ACCESSTION NUMEER LISTED AEOYE FOR FUTURE INQUIRIES.

REGISTRANT(S):
[ |

1. CIE: 1234567390 existing -
COMPANT : ALLEN TEST & BATH TWATER CO TIHC K YVl
FOEM TYPE: ID-PRSSUPD Il e I1 I,’ . [ |
FILE NUMEEER( S : { 1 |

1. MNone. | |

SMOMEY OF CHAMGES: |"' ¥ L | b Ak 41

LJI Ll el

Your request for a new EDGAR passphrase hag ]Jeen t*p:iected tjle |S ’ #rhn}li; of Filer Support

for the following reason: I I | | | _,.'1 "

| | [ -

umm Eﬁmtacﬂl ﬂed'destfa I\ o

.-d'| I

For further 1n.funnat.:|.mf\cupta:t. J.lﬁa ﬁEC‘ |fo1be'0!f E:Ilﬁr Su];purt. at (202) 555-1234.
F. 1 i
\ | /| || | ,."I I| \ _J, I| I|

R R

j— !
——--——--——-:,c—--—.I-T-——ﬂ-—+i——|—+ NOTICK —f——Aeod -

/ A A | l & / L
TTRGENT : veriﬁyt %\l} qquul-c gldﬂresses on the EDGAR datshase are
:u:u:d,ﬁ: ect al,-idlra,%s in the EDFAR Accounting Contact Hame

correct.
atd addre infu:uﬂmﬁ,plm may result in your Fee Accoumt Activity
StatementEE91ng /retarned to the SEC as imdelivershle. Pleass correct

out dated addveszes via the EDGAR filing wehsite.

The EDGAR system is awailable o receiwe and process filings from
G:00 a.m. £o 10:00 p.m. Eastern Time on business days. Filer Supportc
staff members are available to respond to regquests for assistance from

F:00 awm. Lo 7:00 p.m. Eastern Time.

We scrongly encourage you Lo wisit the Filing Website atc
https: ffwmmr _ edgarfiling. sec. gow. You can dowmload our current wersion
of the EDGLPLink ATindows software and templates, the Filer Marmal,
receive oi-line help, and access Freoguently Asked Questions.

Figure 4-7: EDGAR Update Passphrase Notification, Accepted
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THE FOLLOWING SUEMISSICN HAS BPEEM ACCETPTED EY THE IT.5. SECURITIES AND EMCHAMNGE COMMISSION

ALLEM TEST & BATIN WATER 20 INC
NIIEEER OF DOCTHENTS: 1
ACCEPTED DATE: O&-hug-2004 02:532

COMFIFMIRG COFY: MO

COMPANT:
FORM TTPE: ID-PRASSUPFD
RBECEIVAID DATE: Oe-—-ing-Z004 08:53
TEST FILIMG: NO

ACCESSTON NUMEER: 2922233335-03-001Z01

FILE MUMEEER (%) : g
[ |

1. Hone.
[ ]
PLEASE REFER TO THE ACCESSION NUMEER LISTED ABOVE FOR FUTURE INQUIRIES. w
v
-
REGISTIANT (5] : |1 / -
&
/| a-"'fff"||||I
1. CIE: 1734567890 existing P Tesd 1
COMPANY:  ALLEK TEST & DATN WATER CO INC III II I e II
F0IM TYPE: ID-PASSUPD e A | | §F %11 1
FILE MUMEEL.(%): VL I o |
1. None. o ] | I"I || i e
! vl | P S
- / | { | | [ | T
SMOABRY OF CHANGES: P T ..'"] II | ] || ’i. J,1'__.
| - | | '.,-I f

T |
Tour request for a IEWE]E]\F]#@SE]}]&‘ bereq- ‘acpepted) h]*_t.li.e SE[:fs Branch of Filer Suwpport.
The requested passphrase, 1s| ™RF i in ]E’ED‘EIB] Sj"EtéTl.
| Py
[

Please connect tutJEE]]JLPr Fui:m]:* [ 1
o T hr}psl_ f‘fm ?!;eﬂnhagam . eFar F11ng. Sec . gov
to generate /EDGAE! @qt_-ss \Eil:ulg your CIK and aslsp]u:ase

[ | e =

|' fi |
|———|I—— —'I_lL += |- HDTICE e e e

__________1___||_____
I | -1

TRGENT : Ve;rlklz' tl}af:; alle Dfl wour addresszs on the EDGAR dacasbase are
correct. :_tm'c'rrer_'t addre=s=s in the EDGAR Accowmting Contact Name
and Address 113ftumaj;10r. may result in your Fee Accowmt Lotivity
Statement being returned Lo the SEU as mdeliwerable. Please correct

outdated addresses via the EDGAR filing website.

The EDELAR svystem iz aweilable o receiwe and process filings from
G:00 awm. to 10:00 p.m. Eastern Time on business days. Filer Support

staff wembers are available to respond —o regquests for assistance from
7:00 awm. Lo 7:00 p.m. Eastern Time.

We strongly encourage Yol Lo wisit the Filing Website at
https: s edgarfiline . sec. gow. Tou cay dowmload our curremnt wersion
of the EDGARLink Alindows software and tomplates, the Filer Marmal,
receiwe own-line help, snd access Fregqueatly Asked Questions.

Figure 4-8: EDGAR Update Passphrase Notification, Rejected
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4.1.3 Changing your CCC or Password

Usually, changing all of your access codes will not be required. A more routine procedure would
be to change either your password or CCC. Your password allows you access to the EDGAR
systems, including all websites. You should not share this password with anyone outside your
company. It is appropriate to change your password under the following circumstances:

e Key staff who held the password are no longer employed by your company
e You are concerned that your password has been given to outsiders

e Your company policies require the routine update of the password at intervals other than
required by EDGAR.

The CCC allows you the flexibility to permit others to file on your behalf, usually filing agents. It
is prudent to change this code after another party submits each filing. This is especially important
if you use more than one filing agent. If you do not follow this policy or do not use more than one
agent, then at the very least, the code needs to be refreshed if you change filing agents. The
integrity of this code is your responsibility; please do not give this code to anyone who does not
need to use it on your behalf.

Once on the main EDGAR Welcome page, if you need to change your access codes, click on
Retrieve/Edit Data.

The Change Company Password or CCC option has a page for you to select either of two options
as shown in Figure 4-9: Change Company Password or CCC Page:

e Change Password
e Change CCC (CIK Confirmation Code)

Click on the Change Company Password or CCC option on the Retrieve/Edit Data page, and this
page will appear.

Change Company Password or CCC

* Change Password

* Change CCC (CIK Confirmation Code)

WARNING

+ Do not give out the new password or CCC to anyone who does not need
that information.

* When you enter and confirm your new password or CCC, the system will
immediately disable your old password or CCC.

Figure 4-9: Change Company Password or CCC Page
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Your EDGAR password is good for only twelve (12) months. Be sure you change your password
on the EDGAR Filing Website before it expires.

4.1.3.1 Changing Your Password
1. Click on the Change Password link on the Change Company Password or CCC page.

Change Company Password

Enter CIK: |
Enter Old Password: |

Enter New Password: |

Confirm New Password: |

Enter Password Modification |—
Authorization Code (PMAC):

Change Password |

WARNING

* Do not give out the new password to anyone who does not need that
| informatinn |

Figure 4-10: Change Company Password

Note: Your password must contain eight characters with at least one letter, one
number, and one of the following characters: @, #, *, $.

2. When the Change Password page appears, enter the company’s CIK, Old Password,
New Password, Confirm the New Password, and Password Modification Access Code
(PMAC).

3. Click on the [Change Password] button.

Changs FPassword Results

You successiully changed your password.

Figure 4-11: Change Password Results Page

Note: All CCCs and passwords are case-sensitive and must be entered correctly.

March 2012 4-11 EDGAR Filer Manual (Volume I)



4.1.3.2 Changing Your CCC (CIK Confirmation Code)

You can change your CCC at anytime.

To change your CCC:
1. Click on the Change CCC link on the Change Company Password or CCC page.
2. Enter your CIK, Password, new CCC, and Confirm New CCC.
3. Click on the [Change CCC] button.

Change CCC (CIK Confirmation Code)

Enter CIK:
Enter Password:
Enter New CCC:

Confirm New CCC:

Change ccC |

WARNING

= Do not give oul the new CCC lo anyone who does nol need that
information.

* When you enter and confirm your new CCC, the system will immediately
disable your old CCC.

Figure 4-12: Change CCC (CIK Confirmation Code) Page

Note: Your CCC must contain eight characters with at least one letter, one number,
and one of the following characters: @, #, *, $.

The Change CCC Results page appears, confirming your CCC change. This change is
effected immediately on the EDGAR Filing Website. If you exit the site and try to
login again, you must use the new CCC.

Change CCC Results

7 ou successfully changed your CCC,

Figure 4-13: Change CCC Results Page

If you mistyped your CIK or CCC, you may see the Invalid CIK/CCC error screen.
Click the [Back] button on your browser and enter it again. If you are still having
problems, please call Filer Support at (202) 551-8900 for help.
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4.1.4 Creating a Passphrase for the First Time

When logging into any of the EDGAR websites, if your CIK and password are valid and you have
a passphrase, the Welcome page appears. Some filers, who have not logged into the system for a
long time, may find that they have not yet created a passphrase since the introduction of this
process on the EDGAR system. Filers will only have to follow this process once; however, the
EDGAR system will not let you proceed until the passphrase has been created. The first screen
you will see is shown in Figure 4-14: The EDGAR Create Passphrase Page.

Create Passphrase

Accordng to our records, CIE 0000350001 does not have mn EDGAE Fler Management passphrase on Sle. An EDGARK Fier
Management passphrase i used to generate pew EDGAR access codes (pasrword, COC, PMAC) m the event that they have expared o
you havre forgotten them, and as a repult, you are unable 1o Jog mito or access ceram fmctonalty of the EDGAR cystem. Creation of a
passphrase is required to contnue umng the EDGAR systemn To create a passphrase, enter the mformation below and select the "Creae

Enter Passphrase Hote: Your passphanse must be 3 charsctens long
and meast condan af leart one dg wnd oor of the
Re-Enter Passphrase: followmng characters. @, 8, *. or'}

Enter Existing PMAC:

Creote Fassphrase |

Figure 4-14: The EDGAR Create Passphrase Page

1. To define a passphrase, type it in the data entry fields provided. (The passphrase is not
displayed and it is an important security code: typing it twice ensures that no
typographical errors occur during entry.)

2. Enter your existing PMAC (doing so verifies that you have the right to define a
passphrase). If you have forgotten your PMAC, contact our Filer Support Staff at
(202) 551-8900 for help.

3. Click the [Create Passphrase] button. If your new passphrase is in the correct format (it
must be in the same format as the PMAC) and the PMAC is valid for the CIK, the
Create Passphrase Results page is displayed. (You will be informed of any errors in
the data entered and will be required to correct them before you can proceed.)

Create Passphrase Results

The passploase has been successfully created for CTE 0000350001,

| Continue to EDGAR Welcome Page |

Figure 4-15: The EDGAR Create Passphrase Results Page
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4. Click the [Continue to EDGAR Welcome] button. The Welcome page appears.

LLS. Securities and Exchange Commidssion

Electronic Data Gathering Analysis and Retrieval (EDGAR)

52 Online Forms Management
L] Higsmes

1 Bivlerrnation D hanigs Welcome to EDGAR

Wi gesigned EDGAR to provide an glectronic fkng and company Other Online Forms
IFECATRAN0N ManaQement anvaormant for those EDGAR Mars and Fiter Information

By agorts wiho hilg with the SEC under tha Secuntes & of 193],

Dmly XML Submitsions

¥ Tranaemil J0-1 Sisdsersshon supperted: This OnlngForms
wihfita only SLUpDOts tha
Retrieve, Tddt Data aftnmbly S b isan of
v Wi, B, e -ahAL

1 Dorwrdod
Tl submessions will be rejected by

B el The contents of this page may 0000 ™
g o Bor 5l P

change with every Release XML submission activies

Sochon 16 Fad: See the SECS

¥ Fie form O

y Ankiend Queestion

B Ta-1 and TA-1080 & schama valdabon nie for EDGARLESS has
bein updated 10 that the Systeen doed not tueipend a Ta-1 Frag thy digiad O f
of Tié-104 Harsg f the wertsdn rumber of this form hat vl DaEE MoF midd FAGITRIC
thanged sbeul Orenibidhep Mgy

Logo®
Release 9,148 On Decambar 15, 2008 Form TA-Z has Basn 4
lawasonpt Regquirsd; We requers
updated bo indude the Offste of Thift Supervmion in the st of that Tofhm*ﬁer be o
Alhe, In sddiion, form TA-W has been updated to rellect the MvaScript-enabbed bo une thes

changing of the GMB dats to July 30, 5011

wibids

Figure 4-16: The EDGAR Welcome Page (Top)

e [f you mistype your password, EDGAR considers it an invalid password and access to
EDGAR is denied.

e Ifyou accidentally mistype the CIK or password, you can press the [Back] button to return
to the Login page, and try again.

e [fyour CIK and password do not match those saved in the database, you will see an
Invalid Login page. If you find you are getting the Invalid Login page and your CIK and
password are entered correctly, please contact Filer Support at (202) 551-8900 for help.

e Additional error messages you may see are Password Login Expiration messages. There
are two different types of messages: Login Password to Expire Soon or Login Password
Expired. If your password expires soon or if your password has expired within the last 10
days, EDGAR allows you to create a new password using your PMAC. If you have a
passphrase, you can get a new set of EDGAR access codes (including a password) using
the EDGAR Filer Management Website — even if your password has been expired for
more than 10 days. If you need assistance, contact our Filer Support Staff at (202) 551-
8900 for help.

e The passphrase is a security code and is used to generate EDGAR access codes. You must
define a passphrase before you can access any of the EDGAR capabilities.
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S. MAINTENANCE OF COMPANY DATA

Once you have obtained your access codes and are a registered EDGAR filer, you should
maintain your company data. This chapter will help you by illustrating the process of maintaining

your data.

5.1 Login to EDGAR

To enter or edit your company information, change your password or CCC, or check the status of
a submission, you will need to login to EDGAR:

1.
2.
3.

10.

Connect to the Internet.

Go to the EDGAR Gateway: http.//www.portal.edgarfiling.sec.gov.

Click on the ‘Are you an EDGARLink Online filer or would you like to create a new
Asset-Backed Securities Issuing Entity?’ link.

The EDGAR Filing Website login page is displayed where you must enter your access
data.

Click in the CIK field and enter your CIK.
Press [Tab] and enter your password.

This is your login password, not your CCC, or PMAC. Your password is
case-sensitive.

Click the [Login to EDGAR] button.

The Create Passphrase page appears if your CIK and password are valid and you do
not have a passphrase. Refer to Section 4.1.4, Creating a Passphrase for the First Time,
if you are asked to create a passphrase.

If your CIK and password are valid and you have a passphrase, the Welcome page
appears.

5.2 Accessing Submission and Company Information

1. When you reach the EDGAR Filing Website Welcome page, click on Retrieve/Edit
Data in the menu on the left side of the page under the category “Information
Exchange”.

2. The Retrieve/Edit Data page appears and prompts you for your CIK and CCC
information:
= Enter your CIK in the CIK field and press [Tab].

s Enter your CCC in the CCC field.
» Click on the [Continue] button.
This page verifies that you have access to retrieve or edit information on the EDGAR
system.
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Retrieve/Edit Data il
CIK and CCC Request

Enter a Company CIK and CCC

cK:[
CECH 2 |

You must enter a valid CIK and CIK Confirmation Code {(CCC) before continuing.
The following screens will allow you to retrieve, view and update information E
related to the CIK value entered.

Continug l

Figure 5-1: Retrieve/Edit Data Page

=l

The next screen is the Retrieve/Edit Company and Submission Data page, which is
shown in Figure 5-2: Retrieve/Edit Company and Submission Data Page. You can
access the following functions from this page by clicking on the [Continue] button:

= Retrieve Submission Information

m Retrieve Company Information

= Retrieve Module/Segment Information

» Retrieve Return Copies

» Enter Series and Classes (Contracts) Information

» Request Asset-Backed Securities (ABS) Issuing Entities Creation
» Change Company Password or CCC

= Enter Another CIK/CCC

You can use any of these functions to update your company information, CCC, or
password via the EDGAR Filing Website.
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Retrieve/Edit Company and Submission Data

CTE: 0000350001

Please select one of the following options:

¢ Reniieve Submission Information o€ Note #%

o Retrieve Company Information "5 Mofe #2°

® Remieve DModule Segment Information

* Retmieve Eetwn Copies

® Enter Senes and Clagses (Contracts) Informaton

® Request Asset-Backed Secunnes (ABS) Issung Entities Creation

® Change Company Password or CCC

® Enter Another CIE CCC

*Hete 81 Information wall only be retumed for submussions where the CIE (jdentified in the upper left
comner of this page) i ether the Filer CIK or Login CIK of the related submission

*Hote 81 For general company quenes (mcluding wildcard searches), please search the EDGAR
Company database

Figure 5-2: Retrieve/Edit Company and Submission Data Page
5.3  Retrieve Company Information

Another feature in EDGAR is the ability to retrieve and update your company information from
the EDGAR Filing Website. (From EDGAR's perspective, every CIK belongs to a filing entity
generally referred to as “company.” In this case, each reporting owner is a “company.”) Once you
have logged into EDGAR and accessed the Company and Submission Information Retrieval
page, you can retrieve your company information:

1. Click on Retrieve Company Information. The Company Information page appears.
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Company Information

The EDGAR Company database contas the eformaton hted below about the selected Company. Fleage vendy
that the data represents the currest operational state of the Company. You can opdate specic Company
micrmabon by chelang on the "Edg Company Infommation” buston located below this data hssng

General Information
Company CTF 0000350001
Fier Type: FILER
Compamylndmdal COMPANY
Begulated Entity Type HOME
Company Hame: JOHN DOE CO
Miukng Street | 599 MAFLE AVENUE
Malkng Street 2 SUTTE 306
Mailng City ROCEVILLE
Mailing State/Cortry MARYLAND
Miding Zip/Postal Code: 20851-1324
Fhene 301-555-1234
S 4522
Compaey Reporing Number 001-9959%
Pareet CIK (f sy

Filer Information

*Dremg Busmiess As® Name
Foregn Hame
Banness Street 1 #9% MAPLE AVENUE
Busmess Streer 2 SUTTE 506
Business City ROCEVILLE
Bonners State/Country. MARYLAND
Banness ZpiPontal Code 2OES]-1324
State of Incorporation VIRGDRIIA
Fascal Year End 10731
Accelerated Filer Statur HON-ACCELERATED FILER
Actelerated Filer Stanss Penod MOH TN 05 2006

Conract for EDGAR Information, Inquiries and Access Cades

Contact Hame JANE DOE

Contact Street | 555 MOCKINGBIRD LANE

Coslact Street 2 SUITEE

Contact City, ALEXANDELL

Coptact StarelCountry, VIRGINA

Coetact TpdFostal Code 22312-2447

Coetact Fhone T03-555-1234

E-Mad Addresr enpemadaddres g com
Cantast for SEC Acconnt Information and Bilhing Tivoices

Contact Mame: JOHH OB

Cockact Street 1 995 MAPLE AVENUE

Clontact Street & SUITE 506

Contact Caty: ROCEVILLE

Coptact State/Country. MARYLAND

Coptact ZePostal Code: 20851-134

Coatact Pheaie 301-555-1234

Cramer Crgasstation CA

Accers Codes SentGenerated Diate TUE ATHG 23 161246 EDT 2005

|  EdiCompary iniemaiion |

Figure 5-3: Company Information Page
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Scroll down this page to review the company information EDGAR has stored. If any of this
information is incorrect, you can change it by using the [Edit Company Information] button at the
bottom. Note that only the information pertinent to you based upon your filer attributes (Filer
Type and Company/Individual indicator) will be displayed. For example, if you are a “Filing
Agent” or “Training Agent” the Filer Information section will not be displayed.

Note: You cannot change your CIK.
You can print this page using your browser’s print function for future reference.

For general company queries (including wildcard searches) please search the EDGAR Company
database (http.//www.edgarcompany.sec.gov).

5.4  Edit Company Information

It is the obligation of the registrant to keep the company information on EDGAR current
and valid. All changes to your company information are made immediately except for changes to
your company's name. Our Filer Support staff needs to review any change to your company's
name to ensure that it is appropriate.

Note: Filers that are registered as Broker-Dealers cannot update their company information
(except for email address) through the ‘Retrieve/Edit Data’ link on the EDGAR Filing
Website. Instead, they must submit a Form BD/A (Amendment) to FINRA to update their
company information. The Form BD/A filing will automatically update the company
information in EDGAR, and thereafter the new company address information will be
pre-populated into the applicable address fields on future EDGAR submissions.

Once you have logged into EDGAR and accessed the Company and Submission Information
Retrieval page, you can edit your company information:

1. Scroll to the bottom and click on the [Edit Company Information] button. The Edit
Company Information page appears.

= Note that only the information pertinent to you based upon your filer attributes
(Filer Type and Company/Individual indicator) will be displayed. For example, if
you are a “Filing Agent” or “Training Agent” the Filer Information section will not
be displayed.

= On this screen, required fields are indicated by an asterisk (*). If you do not fill in all
required fields, you will be prompted with an error upon submission.
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Edit Company Information

CTR: 000025000 |

(™ mekcades reqared feld)

Yo ey update ey or all of B Company Information beied below Please update this miormation carefully, smce
the new mfreaton will be pobic aed will appear = ofl fisure EDOAR Blngs for they Company.

We wnll ask you to confim your changes aler you have cheloed on the Rt Changes® biston below Before
EDHIAR mccepts sy charge o the Compoey’s neme, we wall review end confirm the change

Wota: The "Company Masme™ musz be In Emglish! Alss, the vabus that yeu suter babew will be confermed 1o
meel EFGAR standards. Cick haig for detalls.

Compary Hame JOHN DOE 0
Wmlng Sereet 1 = S MAFLE ANENLUE
Mwlng Sereet 2 SLITE 506
Makng Cay * ROCKVILLE
Maling State/Country ™ MAFDYLAND [+
Mikng PepiPostal Code ™ 29511124
Phoge ® 301-L55-1234
Hebe: I you de et harve 3 TIM, enber 00 000" e biw,
Tax Identfication Humher  12-386788
(TIH)
LD-LRDRDDD) =
Fiber Indorimation

“Dreang Barntes As” Name
Foregn Hame
[ Bugmess sddeess sume a1 mukeg addens Bussmers adders 1 pequeed of peot the same
Busmets Shreet 1 * [oros APLE AVERLE
Busmess Swreet 2 [s0mE s
Busmess iy ™ [ROCRVILLE
Busness StetelComery * MARLAND (]
Busmess ZgPootal Code ™ [20041-1 124
Seate of Incorporation WIRIGINLA, =
Furcal Year End (MBM/DD) . 1000

Comtact for FDGAR Information, Lnquiies sl Ascess Codes
Cortact Marme = JAME DOE
[ Contnct seddeess same as malng address. Contact address s requred f not the seme
Contact Sireet | = S5 MIDCKINGERD LANE
Contact Street 2 SLATE 8
Contact Cy ™ AN,
Cottact Sas/Country * VIRGREA &4
Cortact TodPostal Code ™ 22N12.2447
Comact Fhone * MIBEES-1234
E-Mad Address ™ rrwrmadacdngt Syt com
Congacy Harme * JOHn DOE
El{hd:ld:ﬂ&!ﬂm:um*' ddress Contact add 5 e ed f not the smme
Condace Swoet 1 = {993 MAPLE AVENLE
Contact Street |SAATE 506
Coltact City ® [ROCEVLLE
Conitact SateCountry ® MAFEYLAND [«
Cooact Tpiioatad Code ®  [20811724
Contact Fhone ® J0VE55-1234

Figure 5-4: Edit Company Information Page
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2. Click in the field you want to edit and change the information.

= If you want to change your Company Name, the company name may be modified
by the software to meet the EDGAR conformance standards. These standards can
be accessed by clicking on the link in the note above the Company Name field. Note
that you will be prompted with these changes before you actually submit them.

= If you want to change one of your addresses to be the same as your Mailing
Address, select the “same as” checkbox next to the appropriate address section.
This will clear out the address currently in that section and make it the same as your
mailing address upon submission.

3. When finished, click on the [Submit Changes] button.

4. Your changes appear on the Edit Company Information Confirmation page. If your
company name is conformed, a pop-up dialog indicating your entered company name
and the EDGAR conformed company name will appear as a warning.

5. Confirm the changes by clicking on the [Confirm Company Changes] button at the
bottom of the page.

Edit Company Information Confirmation

CTE: DOOG350001

Tou have made changes to the Company mivernabon brted below. Carefully renew your changes, then either chek on the "Confrm
'F.'-:-'u'.p.m:.r Chhugc #" or chek on "Cancel '-:".‘ur.gc 1" b6 rebarn bo the menn poreen

General Company Infarmation
Coeformed Conpany Wasne BOB & LARRY'S FISH MARKET

Corliern Company Changes |

Cancel Changos |

Figure 5-5: Edit Company Information Confirmation Page

= If you want to cancel the changes, click on the [Cancel Changes] button or click on
the browser's [Back] button.

6. The Edit Company Information Acknowledgment page appears and confirms your
changes. All changes to your company information are made immediately except for
changes to your company's name. Filer Support staff will review any changes to your
company’s name. Filer Support can reject any name change if it is deemed
unacceptable. If your proposed name change is rejected, you will receive a suspense
notification message; otherwise you will receive an acceptance notification message.
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Edit Company Information Acknowledgement

CTE: 0000350001
The Company information was submatted successfully, EDGAR wall deliver a notification of this change to
your c-miatl address on file. Before EDGAR accepts any change to the Company’s name, we will review and

confirmn the change.

Fegtum ko Ranrss/E dit Compamy and Subsmission Diats Meru |

Figure 5-6: Edit Company Information Acknowledgment Page

If you want to return to the Retrieve/Edit Company and Submission data page, click on
the [Return to Retrieve/Edit Company and Submission Data Menu] button at the
bottom of the Edit Company Information Acknowledgment page.

Note: Changes to your company information are not disseminated until a live filing is
made.

5.4.1 Series and Classes (Contracts) Information

Investment company filers are responsible for keeping their Series and Classes (Contracts)
information up-to-date using the Enter Series and Classes (Contracts) Information screen. The
Commission requires certain investment companies (referred to as S/C Funds in this discussion)
to update series and class (contract) information as required upon specified events, such as name
changes, deactivations, liquidations, mergers, or other events resulting in the elimination or
merger of a series or class or de-registration of the S/C Fund. The following sections provide
more details.

5.4.1.1 Series and Classes (Contracts) Information Page

Series and class (contract) identifiers are created and their names are established on certain
registration statement and pre and post effective amendment filings specified in EDGAR Filer
Manual Volume II. The Series and Classes (Contracts) Information page provides S/C Funds a
mechanism to keep their information up-to-date in support of SEC rules adopted in Release
33-8590 (July 18, 2005) [70-FR4358], “Rulemaking for EDGAR System.” We recommend that
you refer to the SEC rules releases in conjunction with this section.

In the release, the Commission states that inclusion of identifiers for series and class (contract) are
part of the official filing and stresses that it is important for S/C Funds to keep their information
up-to-date:

“We are amending this definition to provide that the electronic identification of
investment company type and inclusion of identifiers for series and class (or contract, in
the case of separate accounts of insurance companies), as we are requiring under Rule 313
of Regulation S-T, will be deemed part of the official filing. On and after the Mandatory
Series/Class (Contract) Identification Date, failure of a S/C Fund to include correctly the
required identifiers will mean that a filing for that series and/or class (or contract) has not
been made. We also stress that it is important for S/C Funds to keep their information
up-to-date, including updating in a timely manner when a series and/or class (contract)
deactivates. If a S/C Fund does not do so, we will assume that the S/C Fund is delinquent
in reporting for a series or class (contract).”
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The investment companies (S/C Funds) that need to keep their information up-to-date are filers
whose last registration statement (excluding registrations on Form N-14) and/or post-effective
amendment was filed on:

e Form N-1A (Mutual Fund)

e Form N-3 (Separate Account registered as Open-End Management Investment Company)
e Form N-4 (Variable Annuity UIT Separate Account)

e Form N-6 (Variable Life UIT Separate Account)

The adopting release outlines the implementation of the requirements to electronically collect and
utilize series and class (contract) information. Obtaining identifiers for series and classes via a
filing is outlined in Volume II. S/C Funds will enter information using the Series and Classes
(Contracts) Information page to update series and class (contract) information as required upon
specified events, such as name changes, deactivations, liquidations, mergers, or other events
resulting in the elimination or merger of a series or class or de-registration of the S/C Fund.

After a new class (contract) is identified on a substantive filing, and it receives a ticker symbol,
the filer must use the Series and Classes (Contracts) information page to update the class
(contract) information with the ticker symbol.

After a merger involving a series or class (contract) becomes effective, it is the responsibility of
the target S/C Fund to update the status for the series or class (contract) to 'Merged' (i.e., inactive
due to merger) after the last EDGAR filing is made for the target.

For series or classes (contracts) that are no longer offered, go out of existence, or de-register after
the last EDGAR filing for the series/ or class (contract) has been made, it is the responsibility of
the S/C Fund to update the status for the series of class (contract) to 'Inactive'.

5.4.1.2 Navigating to the Series and Classes (Contracts) Information Page

You can get to the Series and Classes (Contracts) Information page to enter series and classes
(contracts) information from the Retrieve/Edit Company and Submission Data page. Figure 5-2:
Retrieve/Edit Company and Submission Data Page on the EDGAR Filing Website
(https://www.edgarfiling.sec.gov.) These steps will get you to the page:

1. Login to EDGAR. (See Section 5.1, Login to EDGAR, if you need detailed
instructions.)

2. Click on Retrieve/Edit Data under the category “Information Exchange” on the
EDGAR menu on the left side of the EDGAR Welcome page.

3. The Retrieve/Edit Data page (Figure 5—7: Retrieve/Edit Data Page) appears and
prompts you for your CIK and CCC information. This CIK is the one with which the
series and classes (contracts) entered later will be associated. Steps:

= Enter your CIK in the CIK field and press [Tab].
= Enter your CCC in the CCC field.
» Click on the [Continue] button.
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Retrieve/Edit Data
Clk and CCC Eequest

You must enter a valid Clk and Clk Confirmation Code ((CCC) before continuing.
The following screens will allow you to retrieve, view and update information
related to the CIK value entered.

Continue |

Figure 5-7: Retrieve/Edit Data Page

4. Figure 5-8: Retrieve/Edit Company and Submission Data Page, appears. Click on the
Enter Series and Classes (Contracts) Information option to get to the page that
supports the entry of series and class data.
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Retrieve/Edit Company and Submission Data

CIE: 0000350001

Please select one of the following options:

o Retrieve Submission Informarion ><¢ Fofe #1°

@ Retrieve Company Information "¢ Note #2°

® Reteve Module Segment Information

® Hemeve Retwn Copies

® Futer Series and Clagses (Contracts) Information

® Request Asset-Backed Secunities (ABS) Izaung Ennties Creanon

® Change Company Password ar CCC

® Enter Another CIE/CCC

*Hote #1  Information will only be retumed for subnussions where the CIE (identfied m the upper left
comer of this page) iz ether the Filer CIK or Logm CIK of the related submizsion

*Hote#2  For general company quernies {inchiding wildcard searches), please search the EDGAR
Company database

Figure 5-8: Retrieve/Edit Company and Submission Data Page
5.4.1.3 Enter Series and Classes (Contracts) Information Page

Only S/C Funds will need to enter series and class (contract) information. S/C Funds are filers
whose last registration statement (excluding registrations on Form N-14) and /or post-effective
amendment filing was on one of the following forms:

e Form N-1A
e Form N-3
e Form N-4
e Form N-6

If your investment company is already known in EDGAR as filing on one of the forms indicated,
EDGAR will display the Series and Classes (Contracts) Information page shown in Figure 5-10:
Series and Classes (Contracts) Information Page. If EDGAR does not know the Investment
Company Type or the type is not an S/C Funds type, then Figure 5-9: Not a Series and Classes
(Contracts) Investment Company will appear.

Since you are not an S/C Funds type, click on the [Close Window] button. You are not required to
submit series and class (contract) information.
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Enter Series and Classes (Contracts) Information

The followang soreens ae uped to mosstam senes and classes (contracts) mdommation ruch as nagre, stabas, aeed Bicker symbol Use the off-kne
EDGAR software (1) 10 identsfiy or change sovestment compasy type (ICT) when appropoate as part of the submesnon process for the
relevant pubstacerve Bleng and () to obtamn identiers for new tenes andfor classes (contracts) aa past of the submesson process for the
subistartnee flmg by wiach they are added

CTk 003 5000 |
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Figure 5-9: Not a Series and Classes (Contracts) Investment Company
5.4.1.4 Series and Classes (Contracts) Information Page Overview

Figure 5-10: Series and Classes (Contracts) Information Page is the central page you will use to
build the data for series and classes (contracts). Most buttons on this page will cause subsequent
pages to be displayed to collect information. As the information is collected, you will return to
this page where the new information is displayed. The page has two sections:

e The first section is used to display your Investment Company Type Information.
e The second section is used to collect updated series and class (contract) information.

The first section of the Series and Classes (Contracts) Information page provides the following
function:

e Modify Company Type

The second section of the Series and Classes (Contracts) Information page provides the following
functions:

e Viewing series and class (contract) information

e Modifying series and class (contract) information

e Deleting series and class (contract) information (un-submitted items only)
e Printing the page

e Verifying/submitting series and class (contract) information

As you update your series and class (contract) data, it will be displayed as blue text. After all the
information has been collected, you can have it verified and submitted by pressing the
[Verify/Submit Changes] button.
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Series and Classes (Contracts) Information

The followmng screens are used to mamtam senes and classes (contracts) mformation such as name, statos, and bcker symbol Use the off-me
EDWGAR software (1) to sdenstfy or change irvestment company type (ICT) when appropnate as part of the submission process for the
relevant substantive Bing and (2) te obtam dentifiers for new senes andfor classes (contracts) as part of the submission process for the
substantive Bhng by wihdch they are added

CTE: 0001118586
Company Name: tknowhnDot

Cuir i dinl Inestinent Compaiy Tyt Foem M5 Filéd (Smisll Busingss immdtment Company

Moddy Compary Type |

Series and Clastes (Contracts) Information

NOTE: Updated mformaiion ars nof saved (subasited) witd you Vel and Confrs. To Verly updites, chck on the
"Wenby/Subout Changes” button

Sotios ldentifier:  S000016382 Status:  Inactve

.
Setles Name:  IKnowlinDolS!
I ?\.‘.lan | |
iComract) | Class (Contr act) Hame :"m""I Status -
| [c000004531 |KnowsinDoICt ' o=
~ | Seties identifier: 5000016583 Status: Aot

Sethes Namae: EretreetinDeots 2

.fhst | {Thckes
(Comract) | Class (Cots act) Hamae | Sratus

Figure 5-10: Series and Classes (Contracts) Information Page
Note: Updated data appears in blue.

The following section describes each button function on the Series and Classes (Contracts)
Information page.

[Modify Company Type] Button
The Modify Company Type button can be used to change the Investment Company Type.

When the button is clicked, the Edit Investment Company Type page displays (see Figure 5—11:
Edit Investment Company Type Page).
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Edit Investment Company Tyvpe

CIK 00011 15586
Compuny Name: iknowlmDet

irpepstmend Company Trpe |T o 1A Fidar (Mgtual Fund _ﬂ

Lok | ot

Figure 5-11: Edit Investment Company Type Page
To change your Investment Company Type:
e Click on the Investment Company Type dropdown. The selections are as follows:
Form N-1A Filer (Mutual Fund)

Form N-3 Filer (Separate Account registered as Open-End Management Investment
Company)

Form N-4 Filer (Variable Annuity UIT Separate Account)
Form N-6 Filer (Variable Life UIT Separate Account)
Form N-1 Filer (Open-End Separate Account with No Variable Annuities)
Form N-2 Filer (Closed-End Investment Company)
Form N-5 Filer (Small Business Investment Company)
Form S-1 or S-3 Filer (Face Amount Certificate Company)
Form S-6 Filer (UIT, Non-Insurance Product)
e Scroll down the list and select your new ICT by clicking on it.

e Click [OK] to accept the selection and return to the Series and Classes (Contracts)
Information page.

e Click [Cancel] to cancel your selection and return to the Series and Classes (Contracts)
Information page.

[Modify] Button
The [Modify] button can be used to modify a series or class (contract):

e To select a series, click on the radio button at the left of the series.

e To select a class, click on the radio button at the left of the class (contract).
Next, click the [Modify] button.

When the button is clicked, checks are made to see if the selected series or class (contract) can be
modified, based on:

e Investment Company Type
e Whether any series or class (contract) is selected

e [faclass (contract) is selected, whether the corresponding series status is Active
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To modify a class (contract) for a series with a status of Inactive, the series must first be modified
to make the status Active.

If a series can be modified, the Edit Series page described in Section 5.4.1.4.1, Edit Series Page, is
displayed. If a class can be modified, the Edit Class (Contract) page described in Section
5.4.1.4.2, Edit Class (Contract) Page, is displayed.

[Print] Button

The [Print] button provides a mechanism for you to print your data in landscape mode.

[Verify/Submit Changes] Button

The [Verify/Submit Changes] button is used to verify the changes and transmit the data into the
EDGAR system.

When the button is clicked, checks are made to see if the series and class (contract) information is
correct:

e If there is more than one series with an Active status, you will be asked to review the
series names to be sure they are appropriate.

e Ifthere is a series with more than one class (contract) with an Active class status, you will
be asked to review the class (contract) names to be sure they are appropriate.

After you have confirmed the series and class (contract) information is correct, the Series and
Classes (Contracts) Information Edit Confirmation page is displayed. It is shown in Section
5.4.1.4.3, Series and Classes (Contracts) Information Edit Confirmation Page.

5.4.1.4.1 Edit Series Page

The Edit Series page appears when a series is selected and the [Modify] button is clicked on the
Series and Classes (Contracts) Information page. The page is shown in Figure 5—12: Edit Series
Page. You will use the page to change a Series Name and/or its status.

Edit Series

CIE D000 S0 |
Company Name: BIG FUND TRUST CO

* whoates peqared field

Sares identfier S000002112

Sorias Marme * Series 1

S Bl Shcve  Oinscive (O bbeeged

Figure 5-12: Edit Series Page

Note: “*” indicates a required field.
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To edit the Series information:
1. Edit the Series Name as necessary
2. Ifdisplayed, click on the appropriate Series Status selection indicator
3. When the entry is complete, click on the [OK] button.

Note: Ifthe Series Status is changed to Active, the status of all Classes (Contracts) for the Series
will also be set to Active. The status change will be blocked for SEC review and may be
suspended.

Note: Ifthe Series Status is changed from Active to Inactive, the status of all Classes (Contracts)
for the Series will also be set to Inactive. Any changes to the Series Name and any
previous changes to Class (Contract) Name and Ticker Symbol of the Series in this
session will revert to values assigned prior to the current session. These values will be
listed on the Series and Classes (Contracts) Information page.

Note: For a status to be changed to Merged, the original status must be Active. If the Series
Status is changed to Merged, the status of all Classes (Contracts) for the Series will also be
set to Merged. Any changes to the Series Name and any previous changes to Class
(Contract) Name and Ticker Symbol of the Series in this session will revert to values
assigned prior to the current session. These values will be listed on the Series and Classes
(Contracts) Information page.

When the [OK] button is clicked, the following data is validated:
e Series Name must be entered
e Series Name cannot be used for more than one series of the Company

If the data is correct, you are returned to the Series and Classes (Contracts) Information page and
the updated data is displayed. If the data is not valid, you will have the opportunity to change the
data or cancel the function.

5.4.1.4.2 Edit Class (Contract) Page

The Edit Class (Contract) page appears when a class (contract) is selected and the [Modify]
button is clicked on the Series and Classes (Contracts) Information page.

The Edit Class (Contract) page is used to change a Class (Contract) Name, Ticker Symbol, and/or
the Class (Contract) status. Figure 5—13: Edit Class (Contract) Page shows the page as it will
appear.
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Edit Class (Contract)

CIK OOO03 5000
Company Name: BIG FUND TRUST CO
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Figure 5-13: Edit Class (Contract) Page
Note: “*” indicates a required field.
To edit the Class (Contract) information:
1. Edit the Class (Contract) Name as necessary
2. Edit the Ticker Symbol as necessary
3. Ifdisplayed, click on the appropriate Class (Contract) Status selection symbol
4. Click on the [OK] button.

Note: If the Class (Contract) Status is changed to Active, the status change will be blocked for
SEC review and may be suspended.

Note: For a status to be changed to Merged, the original status must be Active.

If the Class (Contract) is the only one for an Active Series, then its status cannot be changed to
Inactive because an Active Series must have at least one Active Class (Contract). If you change
the series status to Inactive then the class status will automatically be changed to Inactive.

If the Class (Contract) is not the only remaining class for an Active Series and the Class
(Contract) Status is changed from Active to Inactive, any previous changes to Class (Contract)
Name and Ticker Symbol in this session will be reverted to original values.

When the [OK] button is clicked, the following data is validated
e C(lass (Contract) Name must be filled in
e (lass (Contract) Name cannot be used for more than one class of the Series
e (lass Ticker Symbol cannot be a duplicate for the Company

If the data is correct, you are returned to the Series and Classes (Contracts) Information page with
the updated data displayed. If the data is not valid you will have the opportunity to change the data
or cancel the function.
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5.4.1.4.3 Series and Classes (Contracts) Information Edit Confirmation Page

The Series and Classes (Contracts) Information Edit Confirmation page is displayed when you
click on the [Verify/Submit Changes] button on the Series and Classes (Contracts) Information

page.

Series and Classes (Contracts) Information Edit Confirmation

CIK: OO0 3 546000
Company Name: BIG FUND TRUST CO

You have made changes to the Senes and Classes (Contraces) sdormation bsted below Carefully revew your changes, then either
chel on the "Confm/Submit Changes” to subemt your chamges or chck on "Contue Ed” bo return to the "Senes and Clastes
(Centracts) Infermation” screen
hledified Segies and Classes (Contracts)
deniier; CO00OD00312
Chasiepe Typs: Hano
Frome Class AA
Tac Class B

l_ Corfirny St Changes J

Continegs Eda
et

| Pt

Figure 5-14: Series and Classes (Contracts) Information Edit Confirmation Page

Figure 5-14: Series and Classes (Contracts) Information Edit Confirmation Page, shows the page
as it appears after all updates to your series and class (contract) data have been validated but prior
to transmission to EDGAR. This gives you a final chance to review your series and class
(contract) data. Use this page to review and confirm all changes you made. Click on the [Continue
Edit] button to continue making additional changes. We recommend that you create a printed
copy of your series and class (contract) data to keep for your records. Click the [Print] button to
print this page. After your successful review, click the [Confirm/Submit Changes] button to
transmit the information to EDGAR.

Series and Classes (Contracts) Information Edit Confirmation

CIK OO L SO0 |
Cesnpany Nume HIG FUND TRUST OO

Teu burer made changes to B Senee md Classes (Contracts) efommaton kted below Careflly renew your changes, then eher
chek o B "ConfrmTobent Changet” to rubsme pour chamges of chek oo "Conteme EAC" to return 1o the "Sener ond Chigres
{(Contracts) beformaton™ poreen
Moddfied Serves and Clavtes (Contyaces)
Tedetionn ;0000011 7
o Bureps s e
Pasani Cimin Ak

e Clasu

Figure 5-15: Series and Classes (Contracts) Information Edit Confirmation Page
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The successful transfer of the data to EDGAR will be shown on the Series and Classes (Contracts)
Information Edit Result page as shown in Figure 5-16. This confirms that EDGAR has received
your updated series and class (contract) information. EDGAR will deliver a notification of this
change to your e-mail address on file. Click the [Close Window] button to close the window.

Series and Classes (Contracts) Information Edit Result

CIR: D003 50001
Company Name: BIG FUND TRUST CO

The Senies and Classes (Contracts) mformation was subuntted successfully. Your acces sion number for this submissien is 000035000 ] -
04-01 7479, EDGAR wall debvver a nonfication of thiz change to venr emal address an file

Close Window

Figure 5-16: Series and Classes (Contracts) Information Edit Result Page

If you click on the [Verify/Submit Changes] button on the Series and Classes (Contracts)
Information page and make no changes, the page shown in Figure 5-17: Series and Classes
(Contracts) Information Edit Confirmation Page, will be displayed stating, “No changes have
been detected.” You will see a button to return to the Series and Classes (Contracts) Information

page.

Series and Classes (Contracts) Information Edit Confirmation

CIk: DOO035000]
Company Name: BIG FUND TRUST €O

No changes hinve been detected

[ Fetwn 1o Senes and Classes (Contracts) Information Screan |

Close Window

Figure 5-17: Series and Classes (Contracts) Information Edit Confirmation Page

5.4.1.4.4 Series and Class Notification

Figure 5—18: Series and Class Notification, Modified Items, shows a sample of the notification
resulting from the modification of existing series and class data.

As with acceptance/suspense messages you receive for filings, EDGAR will deliver these
notifications to your e-mail address on file (you may also view this notification using the Retrieve
Submission Information option on the Retrieve/Edit Company and Submission Data page shown
in Figure 5—1: Retrieve/Edit Data Page, and described in Section 5.2, Accessing Submission and
Company Information). Note that the form type of the Series and Classes (Contracts) update
transmission is SCUPDAT. Each notification provides a summary of the changes.
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Series and Class Notification, Modified Items

THE FOLLOWING SUBMISSION HAS BEEN ACCEFTED BY THE U.5. SECURITIES AND EXCHANGE
COMMISSION.

COMPANY 1 BIG FUND TRUST €O

FORM TYPE! SCUPDAT NUMBER OF DOCUMENTS: 1

RECEIVED DATE: 1l3-Sep-2004 D9:L6 ACCEPTED DATE: 13-Sep-2004 DI:56
TEST FILING: ND CONFIRMING COPYY MO

ACCESSTION NUMBER: 0000350001-04-01F7580

FILE mMUMBER(S):
1. MNone.

THE PASSWORD FOR LOGIN CIK 0000350001 WILL EXPIRE Ol-Apr-2005 18:1E.
PLEASE REFER TO THE ACCESSION MUMBER LISTED ABOVE FOR FUTURE INQUIRIES.

REGISTRANT{S):
1. CIK: 0000350001
COMPANY : BIG FUND TRUST CO

FORM TYPE! SCUPDAT
FILE NUMBER(S):
1. None.

SUMMARY OF CHANGES:
MOOIFIED THESE CLASSES (CONTRACTS):

L. CLASS (CONTRACT) ID: COOOOOO3L2
OLD NAME: Class Ak
NEW NAME: Class B

URGENT: Verity that all of your addresses on the EDGAR database are
correct. An incorrect address in the EDGAR Accounting Comtact Mame
and Address informatiom may result in your Tee Account ACTivity
Statement being returned to the SEC as undeliverable. Please correct
outdated addresses via the EDGAR Tiling website.

Thea EDGAR system is available to receive and process filings from
6:00 a.m. To 10:00 p.s. Eastern Timé on business days. Filar Support
staff members are available to respond to reguests Tor assistance from
7100 a.m. To 7100 p.m. Eastern Tima,

wWe strongly encuurq.gllg- you to visit the Filing website at )
https://wan.edgarfiling.sec.gov., You can download our current varsion
of the EDGARLInk/wWindows software and templates, the Filer Mmanual,
receive on-Tine help, amd access Frequently Asked Questions.

Figure 5-18: Series and Class Notification, Modified Items

5.5  Logging in with a Different CIK

As you navigate through the Submission and Company Information page, the information you
retrieve is limited to your login CIK. If you have more than one CIK you can change to an
alternative CIK:

1.

2.

From the Figure 5-2: Retrieve/Edit Company and Submission Data Page, click on
Enter Another CIK/CCC. The Figure 5—-1: Retrieve/Edit Data Page login page

appears.

Enter your CIK and CCC and click on the [Continue] button.

You can then access or edit all information associated with that CIK.
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6. INTRODUCTION TO FILING ON EDGAR
6.1 Preparation and Submission

After you have completed your application to submit filings on EDGAR, you will be ready for the
filing process. The SEC provides a number of tools to help you with this process. The method you
use to submit your filing will depend on the form type you need to submit. The tools and detailed
instructions for their use are covered in Volume II of this manual. General information about the
tools and transmission methods is outlined in the following section. This information is intended
as an introduction. Please refer to EDGAR Filer Manual Volume II before you submit a filing.

For EDGARLink Online, we recommend that you use Internet Explorer 7.0 through 8.0 or
Firefox 3.5 or greater.

The other EDGAR Filing Websites only work with Internet Explorer version 5.0 or later. You can
also use Netscape version 7.0 or later, but certain help functions may be limited with this browser.
The use of browsers is discussed in Section 2.3, Introduction to Web Browsers.

Note: The EDGAR Filing Website is not compatible with Netscape version 6.0.

Once you have completed your registration as a filer on the EDGAR system and have obtained
your access codes, to submit EDGAR filing you must:

e Obtain EDGAR-compatible hardware (computer equipment) and software, see Section
2.5, EDGAR Hardware and Software Requirements.

e Secure an ISP for access to the Internet

e Properly prepare and maintain documents and software, see EDGAR Filer Manual
Volume II.

6.2 EDGARLink Online Forms
6.2.1 Creating an EDGARLink Online Filing

EDGARLIink Online can be accessed from the EDGAR Filing Website at:
https://www.edgarfiling.sec.gov.

Note: Please remember to enter https. You will not be able to access the EDGAR Filing Website
without the “s” designation.

EDGARLIink Online allows you to prepare and transmit a number of submission types. (See
Volume II of this manual for details as to which specific submission types.) The main content of
these submissions consists of attached documents one of which is the form itself. You should
create the documents first and then “build” the submission using the online application.

When preparing your submission using EDGARLink Online, you will use a browser. Once you
enter all of the information needed and have attached your documents, you will submit it directly
from EDGARLink Online.
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6.2.1.1 EDGARLIink Online Data Gathering Model
All online submissions will follow the same basic model. EDGARULink Online will:

e Allow you to select the specific submission type that you want to assemble and submit to
the SEC, e.g. Form 8-K, Form 24F-2NT, Form F-1.

e Allow you to provide general submission information, i.e., contact name, phone number,
e-mail address, and Return Copy information.

e Allow you to provide additional e-mail addresses to receive Filer Notification messages.

e Allow you to provide all of the necessary information required by the SEC rules on an
appropriate data gathering form.

e Allow you to verify the information on the form.
e Allow you to upload attachments, i.e. cover letters, exhibits, or correspondence.

e Allow you to review and confirm your information in the context of the form you are
filing and then print the submission for your records.

e Allow you to transmit the reviewed submission to EDGAR for processing.

The following are important notes to consider when preparing a submission using EDGARLink
Online:

e You can exit the window at any time to discard your work in progress and start over.

o All filings designated as live that you prepare and submit online are considered to be
live EDGAR submissions. Once you transmit an online prepared submission that has
been designated as live, it will be automatically processed by EDGAR; and if accepted by
EDGAR immediately disseminated to the public.

6.2.1.2 Submitting an EDGARLink Online Form

When you create an EDGARLink Online Form, the preparation and transmission processes flow
together in a single browser session. You may save your online submissions to your local drive
and transmit them later. The software will guide you through the process.

Note: Refer to Section 2.3.1 for details on how to set up the Firefox browser’s save/download
preferences.

When you are certain that the data you have entered is correct, then use the [SUBMIT] button to
send in your submission.

6.2.2 Additional Filing Transmission Methods for EDGAR Filings

Most filers will use the EDGAR Filing Website to submit their filings. Another option is to
connect using a Leased Line. This method is commonly used by bulk filers, and arrangements
must be made to set up each user. Refer to EDGAR Filer Manual Volume II, EDGAR Filing.
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6.3 Online XML Forms
6.3.1 Creating an Online XML Form

The OnlineForms/XML Website is no different than most other websites that you now visit. It
uses the same browser-based application software and transmission methods as the other sites and
you probably will be able to submit filings to EDGAR from the website with little or no changes
in your hardware or software configurations. You can access the OnlineForms/ XML Website at:
https://www.onlineforms.edgarfiling.sec.gov.

Note: Please remember to enter https. You will not be able to access the OnlineForms/XML
Website without the “s” designation.

We require that your browser supports Java script.

This website was established in order to make it easier for filers and their agents to submit
ownership and other required electronic filings. The XML Forms website software will use the
filer-provided information to prepare an XML tagged ownership primary document that can be
verified and printed by the filer and then transmitted to EDGAR for processing. Once EDGAR
has accepted the submission it will disseminate the header in tagged Standard General Markup
Language (SGML) and the primary document in tagged XML.

Note: You can only create and submit one Form submission at a time. If you are filing on behalf
of a company's officers and directors you must create a separate form for EACH officer
and director.

6.3.1.1 OnlineForms/XML Data Gathering Model
All online submissions will follow the same basic model. The OnlineForms/XML Website will:

e Allow you to choose the type of submission to prepare, i.e. Assemble Ownership
Submission.

e Allow you to select the specific ownership form type that you want to assemble and
submit to the SEC, i.e., Form 3, Form 4, Form 5.

e Allow you to provide general submission information, i.e., contact name, phone number,
e-mail address, and Return Copy information.

e Allow you to provide additional e-mail addresses to receive Filer Notification messages.

e Allow you to provide all of the necessary information required by the SEC rules on an
appropriate data gathering form.

e Allow you to provide your signature and signature date.

e Allow you to verify the information on the form.

e Allow you to edit reporting owner address on the form where necessary.

e Allow you to upload attachments, i.e. cover letters, exhibits, or correspondence.

e Allow you to review and confirm your information in the context of the form you are
filing and then print the submission for your records.

e Allow you to transmit the reviewed submission to EDGAR for processing.
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The following are important notes to consider when preparing a submission using the
OnlineForms/XML Website:

e There is no capability to save work in progress so it is important for you to have all of the
information necessary to complete the form before you begin to assemble your submission
online.

e You can exit the window at any time to discard your work in progress and start over.

e All filings that you prepare and submit online are considered to be live EDGAR
submissions. Once you transmit an online prepared submission it will be automatically
processed by EDGAR; and, if accepted by EDGAR, immediately disseminated to the
public.

e The maximum size of your submission must not exceed 200 MB.
6.3.2 Transmitting an Online XML Form

Unlike other form types, when you create an Online Form, the preparation and transmission
processes flow together in a single browser session. Since you cannot save your online
submissions, you must transmit them immediately after their preparation. The software will guide
you through the process. When you are certain that the data you have entered is correct, then use
the [Transmit Submission] button to send in your submission.

6.4  Filer-Constructed Technical Filing Specifications

The SEC recognizes that there are cases when filers will want to prepare their own submissions
without the use of the software developed by the SEC. There are companies that develop value
added software for the preparation and submission of EDGAR filings. Many times a subsection of
the filing community will find this software desirable and the programs may include capabilities
beyond that of the SEC provided software. Some filers may also want to develop their own
interface to larger computer systems that will deliver tagged form output ready for submission.
Other filers may want to develop their own tagged output without the aid of computer programs
or interfaces. We call all of these types of filings “Filer-Constructed”. (Please note that previously
these filings were referred to as “reduced content” filings. Since their content is actually the same
as filings produced by any of the EDGAR Filer software programs, we are updating the name
used to refer to these filings to Filer-Constructed.)

To facilitate this type of filing content development, we publish technical specifications. This
allows companies to create software or form output compatible with the EDGAR system. The
SEC does not provide support services for this type of development, but will keep the technical
documentation up-to-date to coincide with EDGAR releases. We recognize that we cannot always
provide the amount of lead time that development firms would like to create or modify their
software, but we will publish these technical specifications as soon as possible in a draft format.

PLEASE NOTE: Draft EDGAR Technical Specifications posted before Commission
approval of potential regulatory changes in a release are provided as a service to our filing
community to assist filers, agents, and software developers in preparing for potential
changes the staff anticipates. Since this is a draft specification, the SEC retains the right to
change any part of the specification before the release is made final. The changes outlined
in the technical specifications will note the date that these changes, if regulatory changes
are approved, are scheduled to take effect. The schedule is subject to change. The final

EDGAR Filer Manual (Volume I) 6-4 March 2012



version of the technical specification will be made available on or about the release date
on the SEC's public website.

Because of their limited audience, these documents are produced separately from the EDGAR
Filer Manual. Also, the production schedule may not follow that of the Filer Manual. Most filers
will not use these documents. Only those companies with technical skill sets and understanding
needed to produce software that creates submissions or Filer-Constructed documents should
utilize these manuals.

6.4.1 XML Form Type Technical Specification

Online filings are produced in XML format. The XML Technical Specification is comprised of a
number of documents, each specifying the format for a specific submission type or a small group
of related submission types. For example, the document describing Section 16 Forms is called the
Section 16 Forms XML Technical Specification. Form types that are XML formatted include the
content of the paper form within the main, primary document. Thus a Technical Specification for
one form type is considerably larger than that an EDGARLink Online Filer-Constructed XML
form, which would include header information only. Also, many companies may produce a single
or limited number of forms in this format. In this case, delivering all of the forms in a single
document might make the information for a single form type more difficult to find. Packaging the
Technical Specifications for all XML form types in a single document would produce an
extremely large document that would take considerable time to download and would be difficult
to use. Thus we feel separate form packaging is desirable.

Since XML is a tagged format, the document includes a description of all of the tags and the
allowable content and format of the data elements. In this type of submission, the form type is
made up of XML content. The technical specification reflects this aspect and describes all of the
form content in a tagged structure. The technical specification also includes the details on how to
include additional document content such as cover letters and correspondence. Attached
documents must be MIMed and must be surrounded by tags that define the content as an attached
document.

6.4.2 Transmitting XML Form Types

After you prepare your Filer-Constructed submissions, you can submit them using the website
pages for transmitting filings. XML Filer-Constructed filings can be submitted using the
OnlineForms/XML Website (https://www.onlineforms.edgarfiling.sec.gov) and using the
EDGAR Filing Website (https://www.edgarfiling.sec.gov). Directions on the website guide you to
select the file to be transmitted using the standard Microsoft browse function. If you have a third
party application that uses low-level HTTPS software to transmit filings, you will need to have
your EDGAR interface integrity inspected often. The SEC cannot guarantee that EDGAR
website pages will remain constant; therefore, developers of these applications must be prepared
to update this interface whenever a new EDGAR release is installed.
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APPENDIX A. GLOSSARY OF COMMONLY USED TERMS, ACRONYMS, AND
ABBREVIATIONS

ACCEPTANCE Notification from the SEC that an electronic submission has met

MESSAGE the minimum filing requirements and been accepted by EDGAR.
If the submitter or filer has an Internet electronic mail (e-mail)
address, the acceptance messages are sent by e-mail to that
account. Acceptance messages are also sent to all Internet e-mail
addresses on the Notification page.

ACCEPTANCE Procedural checks performed by EDGAR to determine whether a

REVIEW filing meets certain minimum filing requirements. The
requirements may relate to the composition and completeness of
the submission package, as well as to the particular type of filing
being made.

ACCEPTED The term that describes a filing that has successfully passed
acceptance review.

ACCESSION NUMBER A unique number generated by the EDGAR system for each
electronic submission. Accession numbers are reported to
submitters and filers in the acceptance and suspense messages.
Assignment of an accession number does not mean that EDGAR
has accepted your submission.

ASCII American Standard Code for Information Interchange. The ASCII
character code must be used for asynchronous transmissions.

ASCII/SGML This is our term for SGML documents in ASCII format that differ
from the HTML document format that EDGAR also supports.

ASYNCHRONOUS A method of data transmission.

BROWSER Commercially available software used in viewing on the Internet.

The most popular versions are Netscape and Internet Explorer.

CCC CIK Confirmation Code.

CENTRAL INDEX KEY A unique number assigned by the SEC, distinguishing the
(CIK) company or individual to which it is assigned. Used by EDGAR to
identify either a submitter (LOGIN CIK) or filer.

CIK Central Index Key

CIK CONFIRMATION  An eight-character code that EDGAR uses in conjunction with the
CODE (CCCO) CIK to authenticate a filer.

CLASS (CONTRACT) Unique identifier assigned by SEC to each class (contract) of an
IDENTIFIER investment company. The format is a 'C' followed by nine digits.
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CONFIDENTIAL Refers to portions of documents omitted from public filings
pursuant to SEC rules (e.g., Rule 406 under 1933 Act).

CONFIRMING COPY An electronic copy of a paper filing. The paper filing is considered
to be the official copy and the confirming copy is an electronic
duplicate.

COOKIE A unique string of letters and numbers that the web server stores in
a file on your hard drive. This method is used by web designers to
track visitors to a website so the visitors do not have to enter the
same information every time they visit a new page or revisit the

site.
CORRESPONDENCE A submission type EDGAR participants may use to submit
SUBMISSION non-public information, generally correspondence, to the SEC

staff that is not disseminated immediately. The SEC staff may
release all or portions of these documents electronically if they
relate to the staff’s review process. See SEC Press Release
2004-89, “SEC Staff to Publicly Release Comment Letters and

Responses.”
DATA FIELD An element in a submission data entry form.
DATA TAG An identifier that labels specific information submitted to

EDGAR. Data fields are created by placing angle brackets on
either side of a term. An end data field is distinguishable from a
begin data field by the "/" (virgule/slash) immediately following
the opening angle bracket (<). For example, the beginning and end
of a table would be signified by <TABLE> and </TABLE>,

respectively.
DIRECT An electronic submission sent via a leased line or Internet.
TRANSMISSION
DOCUMENT Document is a generic term for the various forms, reports,

schedules, exhibits, items of correspondence, etc., that comprise
filings and other submissions. An electronic document originating
with a filer or agent can only be sent as part of a submission. A
document is a discrete unit of text. One or more documents
comprise an electronic submission. Examples of documents
include a 1933 Act registration statement, a 1934 Act Form 10-Q,
or a cover letter. Each exhibit is a separate document within a
submission.
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DOCUMENT HEADER A header used within an EDGAR submission to indicate, by the
appropriate use of tags and tag values, the document type, and if
desired the description of the document. EDGAR constructs
document headers for each separate document contained within a
submission.

DOCUMENT TYPE Submissions received may consist of more than one document.
For example, a Form 10-K, an exhibit, and a cover letter constitute
three separate documents in one submission. Each document must
begin with a document header. A Form 10-K submission must
contain at least one document, which is the Form 10-K.

EDGAR The SEC’s Electronic Data Gathering, Analysis, and Retrieval
system for electronic filing.

ELECTRONIC FILER A person or entity whose required filings must be submitted
electronically.

ELECTRONIC FILING A document or series of documents submitted in electronic
format, at least one of which is required to be filed with the SEC
pursuant to the federal securities laws.

ELECTRONIC A form type header and all associated documents representing one

SUBMISSION or more filings that are transmitted to the Commission in
electronic format. An electronic submission may also contain
correspondence material and modules or segments. The maximum
size of your submission must not exceed 200 MB. EDGARLink
Online submissions size calculation includes the size of the mimed
documents. (Refer to Section 7.3.2 of Volume II of the Filer
Manual for details.)

E-MAIL A regulated electronic mail service in EDGAR that provides for
the delivery of acceptance and suspense messages from the SEC
via the Internet.

Note: EDGAR does not e-mail requested Return Copies. You
can download them from the EDGAR Filing Website; see Volume
I, EDGAR Filing.

ENTITY A person or company that registers on the EDGAR system for the
purposes of electronic filing. Each entity has its own Central Index
Key. Some legal entities may have more than one CIK if they
serve in more than one filing role. For example, if a filing agent
also has an arm of the company that does training and acts as a
training agent.

FILE NUMBER A number assigned by the SEC to registrations, applications, and
reports.
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FILER

FILING AGENT

FILING TYPES

FORM ID

FORM SE

FORM TH

FORM TYPE

FTP

FWS

GROUPED TAGS

A person or entity on whose behalf an electronic filing is made
that is not otherwise covered by another Form ID applicant type.

A financial printer, law firm, or other person, which will be using
EDGAR access codes to send a filing or portion of a filing on
behalf of a filer.

A distinct type of submission that must be filed pursuant to the
federal securities laws (e.g., 1934 Act Form 10-K or a preliminary
proxy statement).

The electronic application used by new filing entities to apply for
access codes to file on EDGAR, namely the CIK, Password, CCC,
and PMAC. The paper form is to be used as a reference when
applying for access codes to file on EDGAR or to satisfy the
SEC's authentication requirement.

A Form "Separate Exhibit" accompanies all exhibits to electronic
filings that are submitted in paper.

The form used to notify the Commission that the filing is being
made in paper pursuant to a temporary hardship exemption, as
specified by Rule 201 of Regulation S-T.

A distinct type of document that is required to be filed pursuant to
the federal securities laws, e.g., Form 10-K or S-1. Form types
may have several variants (e.g., an initial filing and an
amendment). For EDGAR, each variant is recognized by a
specific name, referred to as a submission type.

File Transfer Protocol.

EDGAR Filing Website.

Tags (fields) that must appear together. The tags that must follow
the lead tags are shown with the same number plus a numerical
designation (e.g., 5.1, 5.2, etc.). When you use grouped tags, all of
the possible grouped tags may not apply to your filing. You should
only use applicable tags. See Tag in this list of terms.

Note: All XML submissions group and place tags for both the
submission and the primary document.
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HEADER The basic information required to supplement each electronic
submission and document submitted through EDGAR.
Submission headers provide identifying information about the
filing (e.g., the submission type of the principal document, the
identity of the electronic filer, and any fee data). Document
headers identify each document in an electronic submission.

HTML Hypertext Markup Language is a simple markup language you can
use to create documents that are portable from one platform to
another. It consists of tags that you use to describe data elements
within your submission.

INSTITUTIONAL A person or entity that is required to file a Form 13F under Section
INVESTMENT 13(f) of the Securities Exchange Act of 1934, as amended. (See 15
MANAGER (FORM 13F U.S.C. 78m(f)(6)(A)).

FILER)

INTERNET An electronic network of computers that transmits data. The SEC

uses the Internet to provide access to its website and to transmit
acceptance and suspense notification messages.

INTERNET ADDRESS  Synonym for the e-mail address for filers with Internet addresses.

INVESTMENT A person or entity that meets the definition of “investment
COMPANY, BUSINESS company” in Section 3 of the Investment Company Act of 1940,
DEVELOPMENT as amended (See 15 U.S.C. 80a-3), or otherwise registers an
COMPANY OR offering of its securities on a registration form adopted by the
INSURANCE Commission under such Act, including management companies,
COMPANY SEPARATE face-amount certificate companies, unit investment trusts,
ACCOUNT business development companies, and insurance company

separate accounts (including any separate account which would be
required to be registered under the Investment Company Act of
1940 except for the exclusion provided by Section 3(c)(11) of
such Act and which files a registration statement on Form N-3 or

Form N-4).
INVESTMENT Information required on the Series and Classes (Contracts)
COMPANY TYPE Information page.
ISP Internet Service Provider
LARGE TRADER A person or entity that is a “large trader” as defined by Rule

13h-1(a)(1) under the Securities Exchange Act of 1934, as
amended (See 17 CFR 240.13h-1(a)(1)).

LDAP Lightweight Directory Access Protocol.
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LEASED LINE A private 56 kbps line into the SEC's Operations Center, allowing
them to file Submissions directly into EDGAR. (For more
information, see the Interface and Operational Specifications for
Leased Line Connections document.)

LOCKBOX The term used to describe the arrangement with the U.S.
Treasury-designated depository to collect and deposit checks,
money orders, cash, and wire transfers to an SEC account at the
depository.

MASTER SEGMENT In EDGAR, a segment, referred to as a subordinate segment, is a
document (partial or whole) that is to be included into a
submission once EDGAR has processed it. The master segment is
the final submission you transmit to EDGAR that incorporates all
the previously submitted subordinate segments.

MODULAR In EDGAR, a modular submission is a document intended to be

SUBMISSION SUBMISSION “included”, i.e., physically incorporated, into
another submission in a future submission. You can include
modular submissions in a filing by using special tags.

MODULE A partial or complete document that is intended to be included in
an electronic submission. Filers submit modules to EDGAR as
module documents in module submissions. Modules are stored in
a non-public data storage area of EDGAR. Filers can incorporate
them into multiple subsequent submissions. Up to 10 modules
may be stored for a single CIK on EDGAR. Storage is limited to a
total of 1 megabyte per CIK, with a maximum of 1megabyte for a
single module.

MUNICIPAL ADVISOR A person or entity that is a “municipal advisor” as defined in
Section 15B(e)(4) of the Securities Exchange Act of 1934, as
amended. (See 15 U.S.C. 780-4(¢)(4)).

NESTED Certain data fields that must appear together are “nested”. In the
tag example tables in Volume II, EDGAR Filing, the lead fields
are shown first in nested groupings. The fields that must follow
are shown with the same number plus an alpha designation (e.g.,
5, 5a, etc.) When you use nested fields, not all of the possible
nested fields may apply to your situation. You should only use the
fields that apply. Certain nested field sets also require an end field.

NON-INVESTMENT A person or entity submitting an application for an order seeking
COMPANY an exemption under the Investment Company Act of 1940, as
APPLICANT amended.
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NON-PUBLIC

N-SAR

PASSPHRASE

PASSWORD

PDF
PDN
PMAC

REGISTRANT

RETURN COPY

SCP
SEC
SEGMENT

SEGMENTED FILING

SERIES IDENTIFIER

SGML

Information that is not immediately disseminated publicly.
Correspondence is non-public information. However, the SEC
staff may release all or portions of these documents electronically
if they relate to the staff’s review process. See SEC Press Release
2004-89, “SEC Staff to Publicly Release Comment Letters and
Responses.”

Investment Management Semiannual Report

A security code used in conjunction with the CIK to generate a set
of EDGAR Access Codes. You must enter these two codes
correctly to generate New or Replacement EDGAR Access Codes.
The passphrase is unique and distinct from the password. The
passphrase cannot be used to log in to any of the EDGAR
websites.

A unique, confidential code assigned to EDGAR filers that must
be used in conjunction with the CIK number. Y ou must enter these
two codes correctly to access EDGAR. You must use the
electronic Form ID to apply for a password.

Portable Document Format.
Public Data Network.

Password Modification Authorization Code. An eight-character
code that authenticates a request to change a password.

The issuer of securities for which a registration statement, report,
proxy, or information statement is filed.

A copy of an accepted filing posted on the EDGAR Filing Website
and available to registrants and co-registrants only.

Secure Copy; see SSH.
U.S. Securities and Exchange Commission.

A portion of a filing, submitted separately, which you may
combine with other segments up to six business days later to make
a single complete filing.

A submission comprised of segments submitted separately, and
later combined at the direction of the filer to make a single
complete submission.

Unique identifier assigned by SEC to each series of an investment
company. The format is a 'S' followed by nine digits.

Standard Generalized Mark-up Language.
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SROs Self-Regulatory Organizations.
Example SROs are:
NYSE - New York Stock Exchange
BSE - Boston Stock Exchange
NASD - National Association of Securities Dealers
See Volume II, EDGAR Filing, for a complete list.

SSH Secure Shell Protocol; a transport layer protocol, which runs on
top of TCP/IP and provides a mechanism for secure file transfers
(SCP). A UNIX-based command interface and protocol for
securely getting access to a remote computer.

SUBMISSION A submission is the fundamental unit of information that is
transmitted to EDGAR for receipt, validation, and acceptance. It is

the conveyance of a document or series of documents, in
electronic format, to the SEC via EDGAR.

SUBMISSION TYPE The specific name by which EDGAR recognizes the variants of
filings with the SEC (e.g., for Form Type S-3, the registration
statement relating to dividend reinvestment plans, EDGAR
recognizes the submission type S-3D.) Other examples include
modules and correspondence.

SUSPENDED FILING Filings that have not successfully passed EDGAR’s acceptance
review are placed in a suspended status indicating fatal flaws
within the submission. Suspended filings are deleted in six
business days. If an EDGAR filer receives notice that a filing has
been suspended, the fatal errors must be corrected and the filing
must be re-transmitted. Suspended filings are not publicly
viewable and are deleted in six business days.

SUSPENSE MESSAGE  Notification from the SEC that an electronic submission has not
met the minimum filing requirements and been suspended by
EDGAR. If the filer has an Internet address on file, the suspense
messages are sent electronically to that Internet address. Suspense
messages are also sent to all Internet addresses on the Notification

page.
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TAG

TEST FILING

TRAINING AGENT

TRANSFER AGENT

TRANSMISSION

TRANSMISSION
METHOD

TYPE 1

TYPE 2

URL

VALUE

XBRL

For XML submissions, tags are used to define the primary
document. HTML documents can also contain tags.

A tag is an identifier that labels specific information to EDGAR.
You must place an angle bracket on either side of a term to
designate it as a “begin” tag. An “end” tag also has angle brackets
but is distinguished by use of the "/" (virgule/slash) immediately
following the opening angle bracket (</). For example, the
beginning and end of a table are signified by <TABLE> and
</TABLE>, respectively.

A submission made to EDGAR to test the ability to create a filing
in an EDGAR-acceptable format. Such filings are publicly
available and are only retained for two business days on the filing
database. EDGAR sends the results of a test filing acceptance
review to the filer via acceptance or suspense messages. A test
filing cannot be changed to a live filing.

A person or entity that will be sending only test filings in
conjunction with training other persons.

A person or entity planning to register as a Transfer Agent as
defined in Section 3(a)(25) of the Securities Exchange Act of
1934, as amended, on whose behalf an electronic filing is made.
(See 15 U.S.C. 78c(a)(25)).

A set of one or more submissions sent electronically to EDGAR
during an on-line session.

One of the two methods that you may use to submit filings via
EDGAR: Internet or Leased Line.

A module or segment that contains a portion of a document that is
positioned within a submission using the <MODULE> or
<SEGMENT> tags.

A module or segment that contains an entire document, or
documents, positioned at the end of a submission much like an
appendix.

Uniform Resource Locator, also known as an Internet address.

Information that is supplied by the filer and inserted in a data field.
For example, the Name data field would indicate the name of the
person to be contacted who could answer questions about a
particular filing.

Extensible Business Reporting Language
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XML Extensible Markup Language
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APPENDIX B. FREQUENTLY ASKED QUESTIONS

Since we opened the Operational EDGAR system for testing on May 1, 1991, EDGAR filers have
called Filer Support with a variety of questions about EDGAR. Below are some of the more
frequently asked questions and answers that pertain to becoming a filer and maintaining company

data.

Questions Answers

How do I reach any of the The easiest way to use the EDGAR system is to access the

EDGAR websites? EDGAR Gateway at: http.//www.portal.edgarfiling.sec.gov. The
EDGAR Gateway will help you to determine which of the
websites is the appropriate one for you to use based on your
response to a single question. It is strongly recommended that
you bookmark this website or add it to the Favorites list in your
browser.

How do I reach the EDGAR You can reach this site by using the EDGAR Filer Management

Filer Management Website?

How do I reach the EDGAR
Filing Website?

How do I reach the EDGAR
OnlineForms/XML
Website?

Which Web Browser shall 1
use for EDGARLink
Online?

Which Web browser shall I

Website at: https.//www.filermanagement.edgarfiling.sec.gov.
Please bookmark this site the next time you visit it.

You can reach this site by using the EDGAR Filing Website at:
https://www.edgarfiling.sec.gov. Please bookmark this site the
next time you visit it.

You can reach this site by using the EDGAR OnlineForms/XML
Website at: https://www.onlineforms.edgarfiling.sec.gov. Please
bookmark this site the next time you visit it.

For EDGARLink Online, we recommend using Microsoft
Internet Explorer 7.0 through 8.0 or Firefox 3.5 or later.

We recommend using one of the industry standard Web

use for other EDGAR browsers, either Microsoft Internet Explorer 6.0 or later, or

websites? Netscape 7.0 or later. At this time, EDGAR does not support
other browsers, including Netscape 6.0 and AOL.

Where do I find the Form You must apply for EDGAR access electronically using the

ID? EDGAR Filer Management Website at the following address:
https://www.filermanagement.edgarfiling.sec.gov. Use the
following website to find the Form ID:
http://www.sec.gov/divisions/corpfin/forms/id.htm. However, a
paper Form ID will not be accepted.

How do I change my You may change your password at any time before it expires and

password? within 10 days after the expiration date using the EDGAR
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Questions

Answers

How do I change my CCC?

Can I change an expired
password via the EDGAR
Filing Website?

How do I change company
information?

How quickly can I determine
whether my filing was
accepted?

How do I check the status of
a submission?

Can I download Copy
Return Copies more than
once?

Filing Website (https.//www.edgarfiling.sec.gov). If both the
password and the grace period have expired, you may generate a
new set of EDGAR access codes (including the password) using
the EDGAR Filer Management Website and your passphrase. If
you have forgotten your passphrase, you must request a new one
before you can generate a new set of EDGAR access codes.
(Refer to Section 4.1.3.1, Changing Y our Password, for more
information).

You may change your CCC using the EDGAR Filing Website.
Login to EDGAR using the EDGAR Filing Website, click on
Retrieve/Edit Data, and then click on Change Company
Password or CCC. Please note that CCCs do not expire.

Yes, if you change it within 10 days of the expiration date. If
both the password and the grace period have expired, you must
use your Passphrase to generate new access codes.

You may update company information using the EDGAR Filing
Website or OnlineForms/XML Website by entering company
information on the Change Company Information page and
submitting the changes to us. You must provide the CIK and
CCC for that company before you can change any information.
Company information changes are not retroactive for previous
filings made by the company. You will not see the information
changes on the SEC Public website until the company submits its
next live EDGAR filing.

The quickest way for you to find out if your filing was accepted
or suspended is to use the EDGAR Filing Website. You can also
read the messages EDGAR will send to your Internet e-mail
address.

You can check the status of filings using the EDGAR Filing
Website. Once you have logged into EDGAR and accessed the
Company and Submission Information Retrieval page, you can
access submission information for your CIK. You must provide
the CCC for the Login CIK or the Primary Filer/Filed-By CIK
before you can access any submission information.

Return copies are available for seven (7) business days. During
that time, you can download more than once.
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APPENDIX C. AUTOMATED NAME CONFORMANCE RULES

These conformance rules will be automatically applied to Company and Individual Entity Names
entered in the EDGAR system. Series and classes (contracts) names will be conformed to remove
excess white space when they are entered in the EDGAR system.

The automated conformance process will be applied to Company Names when they are entered
on the EDGAR Filer Management Website or modified using the Edit Company Information
function. Values entered by the user will be conformed and redisplayed, along with the original
user entry, for review and acceptance by the user.

C.1  Removal of Excess White Space

Leading and trailing blank spaces will be removed. Any embedded sequences of two or more
spaces will be replaced with a single space.

C.2  Punctuation Marks and Special Characters

EDGAR's character validation will allow the upper-case alphabet (A-Z; ASCII 65-90), lower-case
alphabet (a-z; ASCII 97-122), digits (0-9; ASCII 48-57), and the following punctuation
characters: Individuals should be conformed the same as company names, except that the hyphen
can remain for hyphenated names.

Char | Character Name ASCII
Number

Space 32

& Ampersand 38

- Hyphen, dash 45

\ Backward slash 92

/ Virgule, forward slash 47

! Exclamation point 40

# Pound/number sign 41

$ Dollar sign 36

( Left parenthesis 40

) Right parenthesis 41

, Comma 44
Period 46
Colon 58
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Char | Character Name ASCII
Number
; Semicolon 59
= Equals sign 61
@ At sign 64
Back quote 96
{ Left brace 123
| Vertical bar 124
} Right brace 125

C.3  Word Delimiters

For evaluation of word-based processing rules, the "word" delimiter will be a blank space or the
start or end of the Company Name. Punctuation characters will not be considered word delimiters
(e.g., "E-Trade" would be considered a single word).

C4 Text Eliminations

When the filer indicates that it is a Company (i.e., not an Individual), if any of the following
words are found as the first word of the name, they will be removed. Checks for these words will
be case insensitive. The text elimination step will be performed before any text substitution steps.

A
AN
THE
C.5 Text Substitutions

When performing the following text substitutions, checks for original values will be case
insensitive, but exact spelling will be required (i.e., misspellings will not be detected). The values,
which are replaced as part of the substitution will be in, uppercase irrespective of the case of the
original word (e.g., Corporation would become Corp). Text substitution steps will be performed
after the text elimination step.
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When the filer indicates that he or she is a Company (i.e., not an Individual):

1. The following text substitutions will be applied to all words except the first:

Original Value Conformed Value
Company Co

Corporation Corp

Incorporated Inc

Incorporation Inc

And &

2. The following substitution will be applied if the word is neither the first in the name,
nor is immediately followed by the word "Partnership:"

Original Value Conformed Value

Limited Ltd

When the filer indicates that he or she is an Individual, the following text substitutions will be
applied to the name suffix field (see Sequencing of Individual Names, below).

Original Value Conformed Value
Junior Jr
Senior Sr

C.6  Sequencing of Individual Names

When the filer indicates that he or she is an Individual, he or she will be prompted to enter his or
her name in four separate name fields: First, Middle, Last, and Suffix (e.g. Walter Hines Dill
Junior). After data entry, the fields will be combined in the sequence Last, First, Middle, Suffix,
separated by blank spaces (e.g. Dill Walter Hines JR) and displayed in the Company Name data
element.

Punctuation, except hyphens, will not be valid in the names of individuals. If an individual wishes
to use an initial in his or her name, please do not use a period after the initial. For example, Walter
H Dill Junior would be valid but Walter H. Dill Junior would be invalid. Similarly, Walter H Dill,
Junior would be invalid.
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