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Notice

This draft Filer Manual, posted before Commission approval of potential requlatory changes in
this release, is provided as a service to our filing community to assist filers, agents, and software
developers in their preparation of responses to potential changes the staff anticipates. Since this
is a draft manual, the SEC retains the right to change any part of the manual before the new
system release is made final. In addition, the final EDGAR Filer Manual (Volume I) (Version
28) is subject to Commission approval and may be revised before approval or not approved at
all. Similarly, the posting of the draft manual does not indicate Commission approval of any
pending proposed changes relating to the potential changes reflected in the draft manual. The
changes outlined in this draft manual, if approved, are scheduled to take effect on July 17, 2017
for non-rule based changes or on the rule effective date for changes related to SEC rules. See
SEC Final Rules posted on the SEC’s Public Website for information on the rule effective date.
The final version of the manual will be made available, if approved by the Commission, on or
about July 17, 2017, on the SEC’s Public Website.

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 three volumes. EDGAR Filer Manual (Volume 1) General
Information introduces the requirements for becoming an EDGAR Filer and maintaining
EDGAR company information. EDGAR Filer Manual (Volume 11) EDGAR Filing illustrates the
process to submit an online filing. EDGAR Filer Manual (Volume I11) N-SAR Supplement is a
guide for preparing electronic submissions of Form N-SAR.

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

o 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. EDGARL.ite™ 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 July 17, the following changes will be made to the EDGAR Filer Manual as part of EDGAR
Release 17.2:

e FEffective September 1, 2017, large accelerated and accelerated filers filing Forms S-1, S-3,
S-4,S-8, S-11, F-1, F-3, F-4, F-10, SF-1, and SF-3 under the Securities Act; and Forms 10,
10-K, 10-Q, 8-K, 20-F, and 10-D under the Exchange Act will be required to submit these
forms in HTML and include a hyperlink to each exhibit listed in the exhibit index of these
filings, including exhibits that are incorporated by reference. Non-accelerated filers and
smaller reporting companies that submit filings in ASCII will not need to comply with these
requirements until September 1, 2018. The compliance date for any Form 10-D filing that
will require a hyperlink to an exhibit filed with Form ABS-EE will be delayed until the staff
completes programming changes to EDGAR. These changes will allow Form 10-D filers to
include the Form 10-D and Form ABS-EE in a single submission so that the required exhibit
hyperlinks can be created at the time the Form 10-D is filed. The Commission will publish a
notice in the Federal Register and on the Commission’s website (SEC.gov) announcing the
compliance date for those Form 10-D filings. See Chapter 5 (Constructing Attached
Documents and Document Types) of the “EDGAR Filer Manual, Volume II: EDGAR
Filing.”

e Submission form types D and D/A will be updated to remove the reference to “Rule 505” in
Item 6: Federal Exemption(s) and Exclusion(s) Claimed. The “Terms of Submission” in the
Signature and Submission screen will be updated to replace the references to “relying on
Regulation D” and “Rule 505(b)(2)(iii)” with “relying on Rule 504 or Rule 506 and “Rule
504(b)(3)”, respectively. The Total Offering Amount in “Item 13: Offering and Sales
Amounts” will increase from a maximum of $1,000,000 to $5,000,000 if any “Rule 504"
item is selected on submission form types D and D/A. See Chapter 8 (Preparing and
Transmitting Online Submissions) and Appendix A (Messages Reported By EDGAR) of the
“EDGAR Filer Manual, Volume 1I: EDGAR Filing.”

e In Release 33-10332 (82 FR 17545) adopted March 31, 2017, the Commission made changes
of inflation adjustments and other technical amendments to Title | & Il of the JOBS Act.
Among the technical changes was the revision to Commission forms, to provide registrants
with the opportunity to designate whether they are an Emerging Growth Company and
inform the Commission as to whether the registrant has elected not to use the extended
transition period for complying with any new or revised financial accounting standards. We
will revise the following EDGARLInk Online submission form types to reflect the two
optional fields: S-1, S-1/A, S-3, S-3/A, S-4, S-4/A, S-8, S-11, S-11/A, F-1, F-1/A, F-3, F-
3/A, F-4, F-4/A, 10-12B, 10-12B/A, 10-12G, 10-12G/A, 8-K, 8-K/A, 8-K12B, 8-K12B/A, 8-
K12G3, 8-K12G3/A, 8-K15D5, 8-K15D5/A, 10-Q, 10-Q/A, 10-QT, 10-QT/A, 10-K, 10—
K/A, 10-KT, 10-KT/A, 20-F, 20-F/A, 20FR12B, 20FR12B/A, 20FR12G, 20FR12G/A, 40-
F, 40-F/A, 40FR12B, 40FR12B/A, 40FR12G, and 40FR12G/A. See Chapter 7 (Preparing
and Transmitting EDGARLInk Online Submissions) of the “EDGAR Filer Manual, Volume
II: EDGAR Filing.”

e In the same release, the Commission adopted a five-year inflation adjustment to the
maximum offering amount for exempt crowdfunding transactions as implemented by the
Commission in Requlation Crowdfunding to reflect the increase in the maximum offering
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amount from $1,000,000 to $1,070,000. See Chapter 8 (Preparing and Transmitting Online
Submissions) of the “EDGAR Filer Manual, VVolume Il: EDGAR Filing.”

EDGAR will be updated to allow broker-dealers to indicate whether the filing period is one

full year or not on submission form type 17HACON. Submission form type 17HACON will
require broker-dealers to attach an “ORGCHART” document to submission form type
17HACON even if the field “No material changes have occurred since last filed” is selected.
See Chapter 8 (Preparing and Transmitting Online Submissions) of the “EDGAR Filer
Manual, Volume 11: EDGAR Filing.”

An Instructions menu icon will be added to the filer interface in the top-right corner for

submission form types X-17A-5 and X-17A-5/A, which provides instructions on how to file
broker-dealer annual reports through EDGAR. See Chapter 8 (Preparing and Transmitting
Online Submissions) of the “EDGAR Filer Manual, Volume Il: EDGAR Filing.”

Filers will be able to reqgister via submission form type N-1A using their existing Series and

Classes (Contracts) without having to provide “dummy” new Series and Classes (Contracts).
See Chapter 7 (Preparing and Transmitting EDGARLink Online Submissions) of the
“EDGAR Filer Manual, Volume Il: EDGAR Filing.”

Transfer Agent form submissions created using the filer interface are limited to a maximum

of 100 document attachments. Also, the revision clarifies that the maximum size of a
Transfer Agent submission, including all attached documents, may not exceed 200 MB. See
Chapter 8 (Preparing and Transmitting Online Submissions) of the “EDGAR Filer Manual,
Volume Il: EDGAR Filing.”

Chapter 5, Section 5.2.5.9 of the "EDGAR Filer Manual, Volume Il: EDGAR Filing" was

revised to remove duplicate HTML tags. Chapter 6, section 6.12.7 of the "EDGAR Filer
Manual, Volume Il: EDGAR Filing" was revised to clarify that start/end labels should not be
used on duration-type facts. See Chapter 5 (Constructing Attached Documents and
Document Types) and Chapter 6 (Interactive Data) of the “EDGAR Filer Manual, VVolume II:
EDGAR Filing.”

Release 17.2 will also introduce changes to the following Technical Specifications:

The ABS-EE schema will be updated with the following changes:

o RMBS, 1(m)(21)(xi) postModificationARMPaymentRecastFrequency will be
changed from decimal format to integer format, with a maximum length of eight

digits.
o The maximum integer length will increase from two digits to eight digits for the
following Asset Class Items:

= Item 1(c)(29)(iv), initialFixedRatePeriodHybridARMNumber

= Item 1(c)(29)(xxi), HELOCDrawNumber

= Item 1(m)(21)(iv), postModificationInterestResetNumber

= Item 1(m)(21)(xx), postModificationARM InterestRateTeaserNumber
= Item 1(m)(21)(xxi), postModificationARMPaymentTeaserNumber

= Item 1(m)(22)(i), postModificationinterestOnlyTermNumber
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= Jtem 3(c)(9), originalInterestOnlyTermNumber

= Jtem 3(c)(12), gracePeriodNumber

= [tem 3(j)(2), paymentExtendedNumber

= Jtem 4(c)(8), gracePeriod
= |tem 4(j)(2), leaseExtended

For more information, see the updated "EDGAR ABS XML Technical Specification"
document available on the SEC's Public Website
(https://www.sec.qgov/info/edgar/tech-specs).

e  EDGAR will no longer provide support for the US-GAAP-2015, EXCH-2015, CURRENCY -
2014, and COUNTRY-2013 taxonomies. Please see
https://www.sec.gov/info/edgar/edgartaxonomies.shtml for a complete list of supported
standard taxonomies.

EDGAR Release 17.2 will also implement a number of other changes that do not impact the

EDGAR Filer Manual, which are detailed in the Release Notes.
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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 VVolume 11 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 |
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
r109-630.txt (the file saved in ASCII)
o Keystroke combinations appear between less-than and greater-than brackets and in upper
case:
<ALT-TAB>
<CTRL-C>
e Internet Hyperlinks appear underlined and italicized:
https://www.filermanagement.edgarfiling.sec.gov
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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 (http://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.

2.3 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 Explorer (IE) and Google Chrome browsers comply with Secure Socket Layer (SSL)
communications that you will use to reach the EDGAR websites. 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 Google Chrome.
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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 differences between the browsers are visual elements, such as
buttons, menu options, and the location of preference settings. In addition, browsers behave
differently in how they save or download files.

To change default Google Chrome download/save settings, select “Settings” from the icon at the
top right corner of the browser with the “Customize and control Google Chrome” help message;
this will cause the “Settings” tab to open in the same browser window. In the “Settings” tab,
click [Show advanced settings]. Under “Downloads,” select the “Ask where to save each file
before downloading” check box. 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.

IE and Google Chrome are the supported browsers for the EDGAR Filing Website, EDGAR
Filer Management, and EDGAR OnlineForms Management websites.

When you log in 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. We recommend that you do not use multiple
browser windows or tabs when working on EDGAR. Otherwise, information from one window
may impact information on other window(s) causing EDGAR applications to potentially function
incorrectly. If you want to use multiple windows when working on EDGAR, you must select
“New Session” (for IE) from the “File” menu. This creates a new browser session that will not
share information with the existing session.

2.4  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 along with a notarized authentication document. If you do not attach the
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required notarized authentication document as a PDF, 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 log in 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:

PC with the following:
0 500+ MHz processor
o All Microsoft supported Windows desktop operating systems up to Windows 7

0 128 MB of RAM recommended; less may cause program or system performance
problems

o0 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)

For those using EDGARL.ink Online for the creation of more document intensive
submissions, the following PC recommendation applies:

0 1.28 GB MHz processor or higher

0 1 GB or more of RAM; less may cause program or system performance problems

Monitor (color recommended, but not required)
Printer (recommended, but not required)

Internet browsers:

o0 EDGAR Filing Website: Vendor supported versions of Internet Explorer and Google
Chrome are the recommended browsers.

o0 Other EDGAR websites: A version of Internet Explorer with 128-bit cipher strength
is the recommended browser. Java should be enabled in the browser. These websites
also work well with Google Chrome.

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

Internet access

If you have questions about your PC configuration, check with the manufacturer.
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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 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. The exception will be that the Corporation Finance
Filer Support office will be closed from 9:00 A.M. to 10:00 A.M. on the last Wednesday of each
month.

For general fee information, contact our Fee Account Services Branch in the Office of Financial
Management at (202) 551-8900.

For Substantive questions, contact your Division or Office

For filing content, rule interpretations, filing date adjustments, and hardship exemption requests,
contact the division or office 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.
The exception will be that the Corporation Finance Filer Support office will be closed from 9:00
A.M. t0 10:00 A.M. on the last Wednesday of each month.

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 Trading and Markets:

For help with short sale filings, contact the Office of Interpretation and Guidance in the
Division of Trading and Markets inquiry line: (202) 551-5777.

Division of Investment Management:
For help with Form 13F, 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 13F, 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).

o0 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).

Office of Municipal Securities:

For help with the municipal advisor registration forms (Forms MA, MA-I, MA-NR, and
MA-W), contact the Office of Municipal Securities at (202) 551-5680.
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Office of Credit Ratings:

For help with Form NRSRO and reports filed pursuant to Rule 17g-3 under the Exchange
Act, contact the Office of Credit Ratings by e-mail at NRSROsubmissions@sec.gov or by
phone at (212) 336-9080.

Mareh-July 2017 2-5 EDGAR Filer Manual (Volume 1)


mailto:NRSROsubmissions@sec.gov

DRAFT



DRAFT

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,
training agent, or any other applicant type. 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. A notarized authentication document must be attached to your Form ID application or
your Convert Paper Only Filer to Electronic Filer application. Filers who are updating their
passphrase must attach the required notarized documentation to their Update Passphrase request.
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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 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.

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 O (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.
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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, “Generating EDGAR
Access Codes.”

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.

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, “Generating EDGAR
Access Codes.” 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.)
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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.

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.
http://www.portal.edgarfiling.sec.gov
The EDGAR Gateway page appears (see Figure 3-1: EDGAR Gateway Page).
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This page functions as a gateway to all EDGAR websites. Additionally, this page
provides links to download the Filer Manual, read up on the latest SEC regulatory
activity, and view guidance for filers and FAQs. Therefore, we recommend 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 the link that says, “Would you like to become a new filer
or generate new access codes’.

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

LLS. Securities and Exchange Commission

Electronic Data Gathering,

i .l'..

¥/ Analysis, and Retrieval (EDGAR)

EDGAR® and EDGARLInk®

are registered trademarks

gl Access Notes
e This is the main portal for the SEC's EDGAR

JL':EE:-.&TQJ:T"' websites. Filings may be submitted to EDGAR from
names mentioned in this 3 g G:00AM to LOV00PM Eastern Time Monday
software are trademarks y : 1[:#1:::1‘1;: r;-:l.:‘:lt::f;;:{r:rlﬂtera! holidays ).
e e Please select the appropriate option below: FllerTechUniGSEC qov from S:00AM to 5:30PM
oyt Eastern Time (except for federal holidays).

s Are you an EDGARLInk
filer or would you |ike to

s Would you like to become
a new filer or generate
MEW ACCESS Codes?

Browsers Supported

While EDGAR supports
mast browsers, we

create a new Assel-Backed
Securities Issuing Entity?

recommen o wsing vendor
supported versions of
& fAre you 8 Section 16 or an s Would you like to gquery Interinel Explorer and
EDGARLItE fler? company data? Google Chrome.

* Would you like to downicad §e Would you like to read
the Filer Manual? up on the latest SEC
Regulatory activity?

®  Would you like to File a

P B & Do you need mors

Information?

Figure 3-1: EDGAR Gateway Page (Image replaced)
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. Gotothe EFMW
https://www.filermanagement.edgarfiling.sec.qov

The EFMW Home page appears (see Figure 3-2: EDGAR Filer Management Home
Page).
This page functions as a gateway to the website.

3. 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.
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1.5, Securities and Exchange Commission
Electronic Data Gathering, Analysis, and Retrieval
(EDGAR)
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peripherals, and CD-ROMs)
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You may access this website and other EDGAR websites from S:00AM to 10:00PM Eastern Time Monday through Friday (except for federal holidys)
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Emm‘mlmﬁﬂﬂgmmdmrdtmksofh U5, Secunties and Exchange Comsmssion. All other brand product names mentioned in thes sofiware are trademarks or regstered
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Figure 3-2: EDGAR Filer Management Home Page (Image replaced)
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Figure 3-3: EDGAR Filer Management Welcome Page (Top)
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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
Filer Management
Apgply for EDGAR Access (New)

Grenerat ess Code

 Passphrase

Coovent Paper Oaly Filer to
Electromc Filer

EDGAR Access for New Senal
Comrgpasses

Support
= General Help

Figure 3-4: EFMW Welcome Page Menu

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
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« 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)?.

For more details, please refer to Section 3.2, “New SEC Filer: Applying for EDGAR Access.”

When you click ‘Generate Access Codes (New/Replacement)’ and enter your CIK and your
passphrase®, 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,” you 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.”

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
or 424H 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

3.13.21 General Help

If you need help while using the EFMW on the Internet, click ‘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.

! “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.

® The EDGAR passphrase is a security code that is used to generate a set of EDGAR access codes.
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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 ‘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.”

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

The SEC will not accept a Form ID application without the authentication document, and
the Form ID application will not be accepted in paper format. Access to EDGAR will not
be granted to a potential new filer until both parts (submission of Form ID and the
authentication document) have been completed.

The Form ID application is created and transmitted electronically. A notarized authentication
document must accompany your Form ID application or your request to convert from a Paper to
Electronic Filer. The notarized authentication document can be prepared in one of two ways:

e Complete the electronic Form ID application and print the “Form ID Application
Confirmation” page. Have it signed and notarized and this document will serve as the
authentication document.

e Complete and print the Form ID that is found on the SEC’s Public Site, then have it
signed and notarized. This document will serve as the authentication document.
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Scan the notarized document, save it as a PDF (Portable Document Format) file, attach it to the
Form ID application, and electronically submit it to the Commission.

Filers who are updating their passphrase must attach their notarized authentication document to
their Update Passphrase request.

(Refer to Section 3.2.5, “Authentication Documentation,” for details.)
Within the context of a Form 1D, the EFMW will:

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

Allow you to provide your signature and signature date
Allow you to verify the information on the form
Allow you to edit information on the form where necessary

Allow you to print the “Form ID Application Confirmation” page to serve as the
authentication document

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

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:

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

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

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.

You can exit the window at any time to discard your work in progress and start over.

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).
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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.

Before beginning, gather all required information. Be especially sure to do the following:

Determine the correct filer attributes: applicant type and company/individual indicator.

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

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

Scan the completed, signed, and notarized Form ID application along with any other
attachments, such as a cover letter or exhibit, 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”).

Click “‘Apply for EDGAR Access (New)’ in the menu bar.

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)).

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

* ASCII (*.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 constitute federal criminal violations. See 18 U.S.C.1001.

Please fill in the application below if

s you as an individual,
+ another individual whom you represent, or
+ a company that you 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 you represent an individual or company, “Applicant” is ot you but rather the
individual or company that you represent.

Note: Filing Agent applicant type must be used ONLY by a financial printer, law firm, or other person, which will be using
these access codes to send a filing or portion of a filing on behalf of a filer.

This application is for potential filers who are new to the SEC only: if the potential filer (ie., 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 ID (*indicates required field. Heip for a field may be accessed by clicking its label )

Application for EDGAR Access (Form 1D}

Applicant Type

Filer Vl

Indicate whether the applicantis a company or individual

Figure 3-6: EDGAR Apply for EDGAR Access (New) Page (Top)
The Form ID data entry page has five distinct sections:
Applicant Information

Basic information about the applicant type and classification of the applicant, as a
company or individual that wishes to file with the SEC.

Note: ‘Filing Agent’ applicant type must be used ONLY by a financial printer, law firm, or
other person, which will be using these access codes to send a filing or portion of a filing
on behalf of a filer.

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.
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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.

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 sections that are required are based upon these filer
attributes and are specified in Table 3-1: EDGAR Form ID Data Entry Block, Sections.

Table 3—-1: EDGAR Form ID Data Entry Block, Sections

Applicant Type Applicant Filer Contact Account Signature
PP yp Information | Information | Information | Information | Information
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
Funding Portal (Company) |Yes Yes Yes Yes Yes
Funding Portal (Individual) |Yes No Yes Yes Yes
Institutional Investment
Manager (Form 13F Filer) |Yes Yes Yes Yes Yes
(Company)
Institutional Investment
Manager (Form 13F Filer) |Yes No Yes Yes Yes
(Individual)
Investment Company,
Business Development
Company or Insurance Yes Yes Yes Yes Yes
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)
Mun_lc_lpal Advisor Yes No Yes Yes Yes
(Individual)
Nationally Recognized
Statistical Rating Yes Yes Yes Yes Yes
Organization (Company)
Nationally Recognized
Statistical Rating Yes No Yes Yes Yes
Organization (Individual)
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Applicant Type Applicant Filer Contact Account Signature
PP yp Information | Information | Information | Information | Information

Non-Investment Company
Applicant under the Yes Yes Yes Yes Yes
Investment Company Act of
1940 (Company)
Non-Investment Company
Applicant under the Yes No Yes Yes Yes
Investment Company Act of
1940 (Individual)
Secun;y—Based Swap Data Yes Yes Yes Yes Yes
Repository (Company)
Security-Based Swap Data |y No Yes Yes Yes
Repository (Individual)
Security-Based Swap
Dealer and Major_S_ecurlty- Yes Yes Yes Yes Yes
Based Swap Participant
(Company)
Security-Based Swap
Dealer and Major Security-
Based Swap Participant Yes No ves ves ves
(Individual)
Security-Based Swap
Execution Facility Yes Yes Yes Yes Yes
(Company)
Security-Based Swap
Execution Facility Yes No Yes Yes Yes
(Individual)
Training Agent (Company) | Yes No Yes No Yes
Training Agent (Individual) | Yes No Yes No Yes
Transfer Agent (Company) | Yes Yes Yes Yes Yes
Transfer Agent (Individual) | Yes No Yes Yes Yes

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.

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.)

o 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.
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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.

32221 Applicant Information

Note:

The Applicant Information section of the Form ID application is the first data entry section that
is displayed on the page. 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”}. Select either the “JOBS Act 8106” or “Foreign Private Issuer Policy” radio
button to indicate that you are submitting an access code request to be able to submit draft
registration statements or select the “Regulation A” radio button to indicate that you are
requesting access codes to submit draft offering statements. Refer to Chapter 7 in Volume |1 of
the EDGAR Filer Manual for more information on draft registration statements and draft
offering statements.

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).

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.

® Data in the sections that are common to the filer attributes settings will be preserved; however, data that exists in a
section that is not needed based upon the new filer attribute setting is lost. For example, Filer (Company) requires
the entry of Filer Information — 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)

Intentiona] mizsta tements or omesions of facts constitute faderal criminal viclations . See 18 T3 .C. 1001

Please fillin the apphcation below if

+ %ou as an ndividual
« another individual whom wou represent. or
= a compatry that you =pesent

needs to file electronicaly with the SEC via the EDGAR. syztem. All references to “Applcant” on this form e fr to the ndnadual
of comparry thatneeds to file with the 3EC; thus, if vou represent an mdividual or comparry, “Applicant” iz not you but mther the
ind widual or company that you represent.

Note: Filing Agznt applicant type mmst be used ONLY by a fimancial printer, law firm, or other person, which will be naing
these access codes to send a filing or portion of a filing on behalf of a filer.

This apphication = for potential filers who are new to the SEC only: if the potential filer (e, Apphecanf) abeadyhas an assirned
EDGAR. Central Index K ey (CIK). b not use this form! I this case, refer to the EDGAR Filer Mamal for more information.

Fomn 1D [*indicaies required feld. Help for a feldmaybe scoessed by dicking iis label)
Applicaion for EDGAR Access {Form 10)

Applicant Type
[Filer W

Indicae whether the applicant is 3 comipan yor individual
® Company ' Indivdual
Acoess codes will b2 used o submitdratt regis ration or draftofiening staement pursu ant o

() JOBSAct§108 ) Foreign Priwate lssuer Policy () Regulation A

Note: The Name of Applicant must be in English!
Alsa, the value that youenter below may be conform edto meet EDGAR standa ds. Click bere for details.

Mame of Applicant{Englis h languags) =

||Tn]'m Doe Company

Mailing Strest 1* Mailing Stre=t?

222 Maple Zve | [zuise 506 |
Msiling City™ Mailing Stsi/Country™

[Rockville | |wemriamp |

Mailing Zip/Pos&l Code *

Phone =
[201-585-1234 |

Note: If the potential iler does not hawe a TIN, enter "00-3000 000" below.

Tax Mentiiication Numbser (TIN)
{oC-DOCDDDD) *

12-34567BE

Figure 3-7: EDGAR Form ID Page, Applicant Information
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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. 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.

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 Information

“Doing Business As® Mame

HNote: The Foreign Mame is intended to be the name of your company in any language other than English

Foreign Mame

f¢ Business address same a5 malling address. Business address is required if not the same

Business Street 1 Business Street 2

| I
Business City Business State’Country
I | =l

Business Jip/Fostal Code

o

State of Incorporation

Fiscal Year End (MMDD)

10-31

Figure 3-8: EDGAR Form ID Page, Filer Information
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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. 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).

Contact far EDGAR Informiation, Inquires and Access Codes

Contact Name *
[Jane Doe

[~ Contact address same as mailing address. Contact address is required if not the same

Contact Street 1* Comac Streal 2

|555 Mockingbird Lane [Suite 8

Contact City * Contact State/Country *

[4lexandria [VIRGINIA -]

Contact ZipiPostal Code *
22312-2447

Contact Phone *
[703-555-1234

Mote: The E-mall addrass below s wherne your new CIK will ba senl after form submission and revtew. It is very impanant thal you enter
itcomecty. To help ansure accuracy, you must anter i bwice.

E-miail Address ®

[nvenailaddressdxyz . con

Re-enter E-mail Address *

[n}'m i1laddress#xyz  com

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 1D
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.
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3.2.2.24 Contact for SEC Account Information

The Contact for SEC Account Information and Billing Invoices section of the Form 1D
application is the fourth data entry section that is displayed upon the page. 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).

Contact for SEC Account Information and Billing Imioices

Contacd Name "
[John Doe

 Contad address same as mailing address. Contact address is required if not the same

Contact Sireet 1 Contact Streel 2

Contact City Contact State/Country

| [ =]
Contad ZipPostal Code

Contact Phiene *

[201-555-1234

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. 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 Information

Hote: Only a duly authorized person - such as a pariner, president, treasurer, corporate secretary, officer, or
director - may skgn this application on behalf of the applicant.

Signature * Drate (MMDDAYYY) ®
[John Do= [5-17-2012
TittePosition *
[cED
Continue >> ] Help |
Exit 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:

Correct any errors

Upload the scanned, notarized authentication document in PDF format
Upload any additional attachments

Define a passphrase

Submit the completed Form ID application

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

MB.
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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. Your updated Form ID application will be revalidated; if errors
remain, your updated 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
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Apply for EDGAR Access (New)

Intentiona] mizsta tements or omisions of facts constitote fedaral criminal vichtons . See 18 T8 C. 1001

Pleaze fil in the applcation below f

« vou asan indwidual
» another mdridual whom you represent. or
= a compatry that vou e sent

teeds to fil electronicaly with the SEC via the EDGAR. system. All references to “Appheant” on this form e fer to the ndiadual
or comparry thatneeds to file with the SEC; fms, f you represent an ndividual or comparny, “Appheant” iz nor you but mther the
ndmidual or company that vou represent.

Note: Filing Agent applicant type mrmst be used ONLY by a fmancial printer, law firm, or other person, which wall be using
these access codas to send a filing or portion of a filng on behalf of a filer.

This application & for potential filers who are new to the SEC only: if the potential fler (e, Applicant) aleadyhas an assgned
EDGAR: Central Index K ey(CIK), do not use this form/In this caze, refer to the EDGAR. Filer Mamal for more information.

One or mere of fie felds below is missing 3 required Walue or conf@ins aninabd \lue. Please comectthe
\alues in e iekls marked with €3 . For help ona spedfic beld, chok onitslabel.

Fomn ID (*indicaies required feld. Help fors feldmaybe scoessed by didcing iis [zbel)
Application for EDGAR Access (Form 1D}

Applicant Typs
[Eites w

Indicate whether the applicant is 3 companyor individual

®) Gompany ) Individual

Access codes will be wsed o submitdrat regis rafion or draftofienng staement pursuant
() JOBSAct§106 () Foreign Priwate Isswer Policy () Regulaton &

Note: The Mame of A pplicant must be in English!
Alsa, the value that you enter below may be conformedto meet EDGAR standards. Click here for details.

Mame of Applicant{Englizh language) =

|J'n]'_r. Doe Company

Msziling Srest 1 Maziling Streatl

[co wamre ave | [svrTz ses |
Mailing City €3 Mailing SEE/Country®

[pocmrrize | |

Mailing Zip/Fastl Code

Fhone ™
[201-558-123¢ |

Note : If the potentia] fler doss not hawve 3 TIN, enter "00-0000 000" below.

€3 Tax|dentiication Mumber (TIN)
{DD-DDDOODD)

123456768

Figure 3-12: EDGAR Form ID, Errors (Top)

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).
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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.

Message from webpage B i E]

'j Your applicant name of "Jobn Doe Company” has been conformed o " Jobn
I Dioe Ca" ko meet EDGAR conformance specifications, Maoke that this
conformed walue will become vour official company name upon Form I
accepkance,

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).

= Print the page, which must then be signed and notarized to serve as the authentication
document.

= Upload/delete attachments.
= Define a passphrase.

4. Click the [Print Window] button near the bottom of the page to print the authentication
document. The printed document must be signed and notarized.
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Form ID Application Confirmation

Intentional misstatements or omissions of facts constitute federal crmmmal violations. See 18 U_S.C 1001

Please carefully review and confirm your Form [D information. To make changes to your Form ID information, select the

"Edit Form ID)" button below.

Apphicant Type:
Companyindiidual
Draft Registration
DCiraft Offering:

Conformied Mame of Applicant

Kailing Address:

Phone.
Tax Idenbfication Mumber:

“Doing Business As" Name:
Foreign Mame;

Business Address:

State of Incorparation:
Fiscal Year End:

Application for EDGAR Access (Form ID)

Filar
Company

Hote: Thiz name will becoma your
John Dog Co ofcial company name upon Farm

ID accaplance.

905 MAPLE AVE. SIATE 506
ROCHKVILLE, MD 20851-1324

301-555-1234
12-3458730

Filer Information

@00 MAPLE AVE, SUNTE 506
ROCKVILLE, MD 20851-1324

Contact for EDGAR Information, Inquiries and Access Codas

Contact Name:
Contact Address:

Contact Phone:
E-mall Adgress:

FIRM & CO

900 MAPLE AVE, SLATE 506
ROCKVILLE, MD 20851-1324

301-987-6543
Johndog@ng com

Contadt for SEC account Infarmation and Billing Invaices

Contact Name:
Contact Address:
Contact Phone:

Signature:
Date:
Tie/Pasition:

JOHN DOE

200 MAPLE AVE. SLATE 506
ROCKVILLE, MD 20851-1324

301-555-1234

Signature Informeation
John Doe
242015
CED

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 3-14:
EDGAR Form ID Application Confirmation Page (Top)).
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Signanwe of Autborized Person Notary Signanwe & Seal 1o be Placed Heve:

Printed Mame of Signature:

Tithe of Person Sigring

You currently have 0 uploaded sttachment(s) To complete processng of yvour Form [D, you nmst attach a PDF version of 2
notirined mthentic st docrnest vsing e UnloaciDielate: Atrachuments® batton, bedow, To ngload opional atschoens
{moch as a cover letter, correspondence, o power of altorney) or delete previously wploaded attackments, select the
“Upload Delete Atachment(s)” button below.

If you requre additional information on how to format an uploaded attachment, please contact Fler Support Staff ar 202-
551-8900 or refer to Chapter 5 of Volme [1 of the EDGAR Filer Mamaal which discusses the guidelines for formatting an
acceptable upload attachment

| UploadiDalele Atachments

Before submitting vour Form ID), you must enter and re-enter a passphrase below. You will use this passplwase bater, alomg
with vour new CIE, to generate your EDGAR access codes. It is important that yvou remember this passphrase for
later use. Mote that this passphrass is not your EDGAR, Loge password, Once you obizn vour CIK via ¢ -madl, this
passphrase, along with vour CTK, may be used to generate your EDGAR Logmn password (2s well as CCC and PMAC)

*ingvcates required fie'd Heip for a faid may be acoessed by cicking A3 abed
Passphrase inlormation
Passptwase * Motec Your passphrase must be B characters
Iy @nd musl conkain al leastone digil and
ong of the foliowsng characlers; @, &, ", or §

Re-entar Passphrase *

Once vou have confimed the Form [ information above, attached all necessary documents, and entered vour passphaase,
sedect the *Subnst Form [D° button below,

| PaintWindaw

| SubmitFomiD |

_ ExtWindow |
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 misstatements or omissions of facts constitute federal criminal violations. See 18 U.S.C_1001.

Dlease fill in the application below if

« you as an individual,
« another individual whom vou represent, or
« a company that you 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 you represent an individual or company, “Applicant™ is #not you but rather the
individual or company that you represent.

Note: Filing Agent applicant type must be used ONLY by a financial printer, law firm, or other person, which will be using
these access codes to send a filing or portion of a filing on behalf of a filer.

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 ID (* indicates required field. Help for 2 field may be accessed by clicking its label )

Application for EDGAR Access (Form ID)

Applicant Type

Filer W

Indicate whether the applicant is a company or individual

® Company ) Individual
Access codes will be used to submit draft registration or draft offering statement pursuant to
() JOBS Act§106 () Foreign Private Issuer Policy (' Regulation A

Hote: The Name of Applicant must be in English!
Also, the value that you enter below may be conformed to meet EDGAR standards. Click here for details.

Name of Applicant (English language) *

[x¥z cozp.

Mailing Street 1* Mailing Street 2

[221 caxland st. | | |

Figure 3-16: EDGAR Form ID Application Edit (Top)

3.2.3.2 Assembling the Form ID Submission

The Form ID application must include a notarized authentication document in PDF format. The
application can include other attachments such as a cover letter or Power of Attorney. To
assemble the Form ID submission (i.e., associate any attachments with your Form ID
application), you must upload them to EDGAR.
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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.

Upload/Delete Attachment(s)

The followmg table contams a kst of vour currently attached documents. Use the "Upload Attachment” and "Delete
Attachment” buttons below the table to make modshcatons to thas Bst,

Aftached Documents List
# Filg Mame Type Desciption

Upload Attachment I Delete Afachment |

0K

Exit Window

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

2. 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.) For example, the completed and printed Form ID
application must be signed, notarized, and scanned as a PDF document ready for upload.
Optional attachments such as a cover letter or a Power of Attorney must be in ASCII or
HTML format.

Notes:

(1) Scanned, notarized Form ID authentication document should be attached as
CORRESP document type.

(2) Document attachments must conform to the following standards:

= The document file name must be in lower case and no longer than 32 characters in
length. The name must start with a letter (a-z) and not contain spaces. File names
may contain digits (0-9), up to one period (.), one hyphen (-), and one underscore
(L) character.

= The PDF document attachment must not contain active content (Actions,
embedded JavaScript, etc.), external references (Destinations, Hyperlinks, etc.),
and passwords or document security controls. Refer to Chapter 5, Section 5.2, of
VVolume I1 of the Filer Manual for EDGAR standards on document formats.

The Upload Attachment page appears (Figure 3-18: EDGAR Form ID Upload Attachment
Page).
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3. 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
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

To complete processing of your Form 1D, you must upload a notanzed authentication document. Your Form ID will not be
processed if this document is not recetved. Your authentication document nmist be a PDF attachment that is submitted with
your Form [D.

Enter the attachment information m the fields below and then select the "Upload” button. Note that only ASCII text, HTML
or PDF documents can be uploaded. These documents must have the appropriate file name extension { txt, htm or pdf
respectively), and document type (COVER for cover letter, CORRESP for comespondence, and EX-24 for power of
attorney). Please note that PDF documents nmust use the CORRESP document type. To return to the "Upload Delete
Amachment{s)” sereen without uploading an attachment, salect the "Caneel” button.

* ingicates required feld Help for a field may be accessad by clicking its label

Aftachment information

Fila Mame® | Browss.. j |

Type

Description |58

Upload i Cancel i

Exit Window
Figure 3-18: EDGAR Form ID Upload Attachment Page
4. To delete an attachment, select the radio button to the left of the attachment you wish to

delete and click 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.

5. 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.
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3.2.4 Defining a Passphrase

The passphrase is an 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 1D
application window has been exited.

Defining a passphrase must be the last step before submitting a Form 1D application to the SEC.
If you enter a passphrase and then click 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 1D
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: {@, #, *, $}.

Before submtting your Form 1D, you must enter and re-enter a passphrase below. You will use this passphrase later, along:
with your new CIK, to generate your EDGAR. access codes. It is important that voo remember this passphrase for

later use. Note that this passphrase s not your EDGAR Login password. Once you obtain your CIEK via e-mal, this
passphrase, along with vour CIK, may be used to generate vour EDGAR Lopn password (as well as CCC and PMAC)

*indicales requined field Halp for @ Seld may be accessed by ciicking ifs labe!
Passphrase Information

Passphraze *  Mobe: Your passphrase must be B characers
long and miust contaln at least one digit and
ane of the fallowing characiers. @. 7.°, or §

Re-enter Passphrase
Once vou have coafirmed the Form [D sformation above, attached all necessary docmments, and entered vour passphease,
sefect the "Submt Form [D° button below
| PontWindow

| Submit Foim ID

| ExtWindow

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

You are ready to submit the Form ID application to the SEC once you have completed the Form
ID application, added the required notarized authentication document and any additional
attachments, and specified a passphrase.

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.

Message from webpage ﬂ

2 Your Farm 1D application will now be submitted ko
--"]/f EDGAR, For processing, Do ywou want bo conkinue?

Ok, l Cancel |

Figure 3-20: EDGAR Form ID, Submittal Dialog

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 (scanned PDF) 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-[ Year]-[Sequence Number]

Click the [Print Window] button near the bottom of the page to print this page to make a
copy for your records.
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Form I Application Acknowledgment

Your Form [D was saccessfully sabmitted. Your accession namber for this submission is 9999999906- 1 5-000026.

After Filer Support has reviewed your application you will recesve an e-mail mformng vou that your request was exther
accepled (and mclude your new CIED), or rejected {and mehads the reason why).

If you have any questions regarding the stams of vour Form [D application, please contact Filer Support at (202) 551-8900.

Appficalion for EDGAR Access (Form D]

Appliant Type: Filas
Companyindiadical Company
[Craft Regisiraon:
Drah Offering:
Harme of Apphcant lotn Doe

i 990 MAPLE AVE, BUITE 506
Mg Adckws 8 ROCKWLLE. MD 208411224
Phona; 301-855.1234
Tax [denimcalon Mumbar LI 0O

Filer information

“Doing Business As™ Name:
Foreign Hams:
Exisiuas Akhnss: S48 MAPLE AVE, SUITE B0E

ROCKVLLE, MD 208511324
Stain of Incorporation
Flacal Year End:

Cordact for EDGAR Imformsation, inguiries and Access Codes

Contact Name: JANE DOE
_ 555 MOCKINGRIRD LANE, SUITE §

Contac Address; ALEMANDRIA, VA 223132447

Cantact Phore: 7035551234

E-mall Addrass: mmaﬁmm

Conkact for SEC Accoun Indormalion and Billing Invoices

Corviact Mames: JOHN DOE
298 MAPLE AVE, SLIITE 5048
Rt bk ROCKVILLE, MD 208511324
Contact Phone: 301-565-1234
Signatire Informatan
Signafure: Jobn [op
Date: 25015
Title/Poaition CEQ
Poaint Window
Create Mew, Blank Foim ID | Create Mew, Predlled Famm D
Exat Windhow |

Figure 3-21: EDGAR Form ID Application Acknowledgment Page

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

Message from webpage ii
P

../ Are wou sure you want bo exit this window?

Ik, i 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).

3.24.21 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.

Message from webpage _ Ei

2 The data and documents entered previousky wil
‘w‘_'('r be cleared, Continue creating new Faorm 107

| (] 4 I Zancel |

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 instructions (Section
3.2, “New SEC Filer: Applying for EDGAR Access”) to compose and submit this new Form
ID application.

EDGAR Filer Manual (Volume 1) 3-32 Mareh-July 2017



3.24.22

DRAFT

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

ID 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 1D
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.

Message from webpage ' x|

2 The data and documents entered previoushy will
H—'j/’ be retained, Continue creating new Form IDT

| (4 I Cancel I

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. This can be done in two ways:

e Complete the electronic Form ID application and print the “Form ID Application Confirmation”
page.

or

e Complete and print the Form ID that is found on the SEC’s Public Site.

Have the printed form signed and notarized and this document will serve as the authentication
document. Scan the notarized document, save it as a PDF (Portable Document Format) file,
attach it to the Form ID application, and electronically submit it to the Commission.

The authentication document must include the following information:

e Signature of Authorized Person
e Printed Name of Signature
e Title of Person Signing
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Notary Signature and Seal
3.2.6 Application Acceptance and Applicant Notification

After the SEC receives both the electronic Form ID application and the attached authentication
documentation, the SEC will authenticate the request. 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:

Text saying that the Form ID was accepted by the SEC
The new Central Index Key [CIK]

Basic directions for how to generate EDGAR access codes
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:

Text saying that the Form 1D was rejected by the SEC

The reason that the application was rejected

Basic instructions on how to resolve the issues
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

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.qgov

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 *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).

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

4. 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: @, #, *, $.

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

Convert Paper Only Filer to Electronic Filer

Inrentional mizstatemsents of cmissans of facts constnge federal crmmal vielstions. See 15 U 5.C 1001

To convert from a paper only fler to an elactronic ey, you misst enter your CTE, a passphrase, and an e-med address
below. Yoo will wse your CIK and passphrase later o generate your EDGAR access codes. It is important that you
remember this passphrase for later wse. Note that s passphease is ot vour EDGAR Logm password Once vou have
recenved & confirmuation ¢-mal, this passphrase, sloag with your CIE, may be nsed o gensrate your EDGAR Logn
password (x5 well as COC and PMAC)

® irncicanes requined Seid . Heip for & feld may B8 aotessed by chrking i labed
CHROF 335000 a 58 Informaaion
CIK*

Papsphirase * Nobe: Your pasanhrase mus! be B charaders
Iong and must contain a2 et one digit and
o of o folowing charactirs @, 8. " o S

Fe-anlsr Passphrase ®

Hata: The E-mail s00res3 Beliw 15 whare your conlemrion will ba
Sent aftir Submigsion and niaEw. I very mportant Mal pou eeder
i corechy. Ta hislp #fekung SOCUFACY, FoU Maus! Snbsr il bvics

E-madl Address "

Rg-enber E-mail Addross *

onfinue |
Continse |

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 Electronic Filer Confirmation

To complete processing of your Convert Paper Ounly Filer to Electromic Filer request, you must attach a PDF version of a
notarized authentication docoment using the “Upload Delete Attachment” button below. You must click the Submit burton
after vou upload vour document.

If you have any questions regarding the status of your Comvert Paper Only Filer to Electronic Filer application, please contact
Filer Support at (202) 551-8900. After the SEC has reviewed an application, an e-madl will be sent to the emad address on file
with EDGAR. mforming the company that the request was either accepted or rejected (to inchide a reason why the application
was rejected).

CIE: 0001118503
Name Associated with CIK: DONNIE TEST CORP FOUR
Current Company Mailing Address: 12345 EASTWAY DRIVE, CHARLOTTE, NC 28205
Contact Person:
Contact Telephone Number:

Signature of Authonzed Person: Notary Signatere & Seal to be Placed Here:

Printed Name of Signature:

Title of Person Signing-

Print Window I

Upload/Delete Atiachment |

Submit |
Bt Window |

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

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

7. Scan the authentication 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.
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Note: The document for uploading must be in PDF format. 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.

The EDGAR Upload/Delete Attachment Page opens (Figure 3-27: EDGAR Upload/Delete
Attachment Page). This page is used to manage the attachment 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.

Alached Document List
# File Hama Typa Descripbion
Upload Atachment | |  Delete Aftachment |
Exit Window

Figure 3-27: EDGAR Upload/Delete Attachment Page

8. To add an attachment, click 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 mformation in the fislds 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 retem to the “UploadDelete
Attachment” screen without uploading an attachment, select the "Cancel” button

*indicates required fiald. Help for & field may be accessad by clicking its labal

Aftachment Information

File Mame * | Browse
Type

Description

J Upload ] [ Cam:el]

Bt Window

Figure 3-28: EDGAR Upload Attachment Page
9. Click the [Browse] button to select the attachment. Only a PDF document can be uploaded.
The document must have the .pdf file extension.
To cancel an attachment, click the [Cancel] button; to close the browser window, click the
[Exit Window] button.

Note: The Type field defaults to CORRESP and it is non-editable. Refer to Section 3.2.3.2,
“Assembling the Form ID Submission” for EDGAR standards on document
attachments.

10. Enter a description for the attachment, and click the [Upload] button.

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

11. Continue to add or delete the attachment as needed, and then click the [OK] button. Only one
authentication attachment is allowed.

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

The following table 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 iType |Description
ol |mmanucannn.pm |corresP immnmunn Document
Upload Attachment | Delete Atachment
_ o |
Eaxit Window

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 (Bottom))

Mareh-July 2017 3-39 EDGAR Filer Manual (Volume 1)



DRAFT

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

Printed Name of Signature:

Title of Person Signing:

Print Window |

Upload/Delete Attachment I

Submit
Exit Window I

Figure 3-30: EDGAR Convert Paper Only Filer to Electronic Filer Confirmation Page (Bottom)

12. Click the [Submit] button (Figure 3-30: EDGAR Convert Paper Only Filer to Electronic Filer
Confirmation Page (Bottom)) 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 the
[OK] button; to cancel the request, click the [Cancel] button.

Message from webpage I |

P Your convert paper only Filer bo electronic request will
- nowy be submitted to EDGAR For processing, Do wou
want bo conkinue?

Ik I Cancel

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

Convert Paper Only Filer to Electronic Filer Acknowledgment

Your request was successfully submitted. Your accession number for this submission is 0001118503-12-000003,
The Filer Support Branch will review your request and disposition it. You will recenve an e-mail message at vour e-mail
address of record informing you of the SEC's decision. If your request was accepted, the message will indicate that the
passphrase that you specified in this request has been activated and you can proceed to use your CIK and passphrase to

generate a new set of EDGAR. access codes; if your request was rejected, the message will mdicate why, If you have any
questions regarding the status of vour passphrase request, please contact the Filer Support Branch at (202) 551-8900

Print Window |

Exit Window I

Figure 3-32: EDGAR Convert Paper Only Filer to Electronic Filer Acknowledgment Page
13. Click the [Exit Window] button to complete the process and close the browser window.
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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:

¢ CIK

e Name associated with that CIK

e Current Company Mailing Address
o Contact Person

e Contact Telephone Number

e Signature of authorized person

e Printed Name of Signature

e Title of Person Signing

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 attached authentication documentation, the SEC will authenticate the 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
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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”
is used to refer to the person who is filling in the form.

A serial company is created as a result of a “parent” company filing a Form 424B° or 424H using
a serial tag, with the SEC. When the 424B or 424H 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 or 424H). 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.qgov

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 or 424H that created it is accepted.

3.3.2.1 Composing the New Serial Company Access Request

To compose a new serial company access request, 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 ‘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).

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

®«424B” is a shorthand reference for Forms 424B1, 424B2, 424B3, 424B4, 424B5, 424B6, 424B7, and 424B8.
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EDGAR Access for New Serial Companies

[mtentional misstatements or omissions of facts constinate federal criminal violanons. See 18 US.C. 1001

To obtain access codes for a senal company, you must enter the senial company's CIK, a passphrase, and an e-mail address
below. You will use this CIE and passphrase later to generate the EDGAR access codes for that senal company. Itis
important that von remember this passphrase for later use. Note that this passphrase is not the serial company’s
EDGAR Login password. Once you have receved a confirmation e-mail, this passphrase, along with the CIK | may be used
to generate the serial company's EDGAR Logm password (as well as CCC and PMAC),

* ingicates required feld. Help for a field may be accessed by clicking its label
Serial Company ClK/Passphrase Infarmation

Serial Company CIK *
Passphrase * Mote: Your passphrase must be 8 characters

leng and must contain at least one digit and
[ ong of the following characters. @, &, * or &

Re-enter Passphrase *

_—

Mote: The E-mail address below is where your confirmation will be
sent after submission and review, It is very important thal you enter
it correcty. To halp ensure accuracy, you must enter it twice

E-mail Address *

I

Re-anter E-mail Address

I

Conlinue |

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

4. 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:{@, #, *, $}.

5. Click the [Continue] button near the bottom of the page when you are satisfied with the data
that you entered.
The EDGAR Access for New Serial Companies Confirmation page appears. (Figure 3-34:
EDGAR Access for New Serial Companies Confirmation Page). This page serves as the
authentication document for the process.
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EDGAR Access for New Serial Companies Confirmation

To complete processing of your EDGAR. Access for New Senal Companies request, you must attach a PDF version of a
notarized authentication document using the "Upload Delete Attachment” button below Yon must click the Submit button
after vou upload vour document.

If vou have any questions regarding the status of yvour EDGAR. Access for New Senal Companies request, please contact
Filer Support at (202) 551-8900. After the SEC has reviewed an application, an e-mail will be sent to the email address on
file with EDGAR mforming the company that the request was either accepted or rejected (to include a reason why the
application was rejected).

CIE: 0001125196
Name Associated with CIK: DONNIE SERIAL COMPANY?2

Current Company Mailing Address: 126 NSAR GEN OAK STREETS, APT 888, CENTREVILLE NSAR,
A3 A33933

Contact Person: TESTER. ONE
Contact Telephone Number: 1232322332

Signature of Authonized Person: Notary Signature & Seal to be Placed Here:

Printed Name of Signature:

Title of Person Signmg:

Primt Window I

Upload/Delete Atachment |

Submit
Exit Window l

Figure 3-34: EDGAR Access for New Serial Companies Confirmation Page
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6. Click the [Print Window] button near the bottom of the page to print the authentication
document for the process. The printed document must be signed and notarized.

7. Scan the authentication document and save it in PDF format. Then, click the [Upload/Delete
Attachment] button on the EDGAR Access for New Serial Companies Confirmation page.

Note: The acceptance process cannot be completed until you submit the authentication
document to the SEC,; refer to Section 3.3.2.2, “Authentication Documentation,” for
more information.

The EDGAR Upload/Delete Attachment page opens. (Figure 3-35: EDGAR Upload/Delete
Attachment Page). This page is used to manage the attachment associated with your EDGAR
request.

Upload/Delete Attachment

The followmg table displays your attached document. Use the "Upload Attachment” and "Delete Attachment” buttons below
the table to make modihications to this table.

Attached Document List

# |File Name Type | Description

Upload Attachment | Delate Attachmeant

OK F

Exit Window |
Figure 3-35: EDGAR Upload/Delete Attachment Page

8. To add an attachment, click the [Upload Attachment] button. The EDGAR Upload
Attachment page opens. (Figure 3-36: EDGAR Upload Attachment Page).
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Upload Attachment

Enter the attachment mformation in the fields below and then select the "Upload” button. INote that only PDF documents can
be uploaded. These documents mmst have the appropriate file name extension ( pdf). To retum to the "Upload Delete
Attachment” sereen without uploading an antachment, select the "Cancel” button

*indicales required feld. Help for & Reld may be accessed by clicking s label

Anachment Information

File Name * | Browse... |
Type -]

Description |

Upload i Cancal |

Exit Window |[
Figure 3-36: EDGAR Upload Attachment Page

9. Click the [Browse] button to select the attachment. Only one document can be uploaded and
the document must have the .pdf file extension.

Note: The Type field for the document defaults to CORRESP and is non-editable. Refer to
Section 3.2.3.2, “Assembling the Form ID Submission,” for EDGAR standards on
document attachments.

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

10. Enter a description for the attachment and click the [Upload] button. The EDGAR

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

11. Continue to add or delete the attachment as needed, and then click the [OK] button. The
EDGAR Access for New Serial Companies Confirmation page appears.

12. Click the [Submit] button to submit the New Serial Company Access request.

A dialog box appears (Figure 3-37: EDGAR New Serial Company Access, “Continue”
Dialog) asking you to confirm that you want to submit the request. To submit the request to
EDGAR for processing, click the [OK] button; to cancel the request, click the [Cancel]
button.
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Message from webpage 5]

9 Your serial company request will now be submitted
w'/ ko EDGAR, For processing, Do wou wank bo continue?

(] 4 I Cancel I

Figure 3-37: 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.

The EFMW EDGAR Access for New Serial Companies Acknowledgment page appears
(Figure 3-38: 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 accessi ber for this submission is 0000000000-05-000444 .

To complete processing of your recuest, you must fax a notarized authentication document to the SEC's Office of Filings and Information Services (OFIS) Filer
Support Branch at (202) 504-2474 or (703) 914-4240. Your request will #of be accepted until this document is received. After this document is received, OFIS
will review your request and disposition it. ¥ou will receive an e-rnail message at the e-mail address you specified informing you of the SEC's decision. If your
request was accepted, the message will indicate that the passphrase that vou specified in this request has been activated and vou can proceed to use yvour CIE
and passphrase to generate a new set of EDGAR. access codes; of your request was rejected, the message will mdicate why. If you have any queshons regarding
the status of your passphrase request, please contact OFIS at (202) 551-8500

Exit Window

Figure 3-38: EDGAR Access for New Serial Companies Acknowledgment Page

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

13. Click the [Exit Window] button to complete the process and close the browser window.
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3.3.2.2 Authentication Documentation

The EDGAR Access for New Serial Companies 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:

CIK

Name associated with that CIK

Name of the contact person for purposes of this request

Contact person of the parent company on database

Contact telephone number of the parent company on database

Accession number of the 424B or 424H filing that created the serial company
Printed or typed signature of authorized person

3.3.2.3 E-mail Notification of Acceptance or Rejection

3.4

Note:

After the SEC receives both the electronic EDGAR Access for New Serial Companies request
and the associated authentication documentation, the SEC will authenticate the 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:

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

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

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. A depositor,
regardless of its SIC code value, can initiate the request.

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.
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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. Loginto EDGAR.
2. When you reach the EDGAR Welcome page, click ‘Retrieve/Edit Data’.

3. Figure 3-39: 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 the [Continue] button.

Retrieve/Edit Data

ClK and CCC Request

|»

Enter a Company CIK and CCC

CiK: [
oo [T

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 3-39: Retrieve/Edit Data Page

EDGAR Filer Manual (Volume 1) 3-50 Mareh-July 2017



DRAFT

Figure 3-40: Retrieve/Edit Company and Submission Data Page appears.

Retrieve/Edit Company and Submission Data

CIK: 0000350001

Please select one of the following eptions:

e Retrieve Submission Information "5#¢ Vot =/*

See Nopa =2*

o Refrieve Company Information
® Retrieve Module/Segment Information

® Retrieve Return Copies

® Enter Series and Classes (Contracts) Information

® Beguest Asset-Backed Securities (ABS) Issuing Entities Creation

® Request Return of Unosed Funds

# Beirieve Balance Information

® View Account Activity Statement

® Change Companyv Password or CCC

® Enter Another CIK/CCC

*Wote 2l Information will only be returned for submissions where the CIK (identified in the upper
left corner of this page) is either the Filer CIK or Login CIK of the related submission.

*Note=2 For general company quenes (inchiding wildcard searches), please search the EDGAR
Company database.

Figure 3-40: Retrieve/Edit Company and Submission Data Page
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4. Click ‘Request Asset-Backed Securities (ABS) Issuing Entities Creation’. The Add ABS
Issuing Entities page appears, as shown in Figure 3-41: Add ABS Issuing Entities Page.

Add ABS Issuing Entities

Depasitor CTR: COORRCRCHCHOMINR
Depontor Company Name: Sunple Deposmor Ine

* whic ates requared feld
Inbenbonal masrtatements of cenissions of iz constihte federal cranmad wolatons, See 15 10.5.C.1001

Hote: The "Compary Mame® st be in Enghshl Alvo, the valoe that you ender below wall be confermed to meet EDGAR.
ftandaeds Chek here for detmls
C gy Naeme *

Nate: The E-mal address below 15 where your confirmaton wall be sent after submesnon and rewew, It s very enportet that you
enfer & cormectly. To help ennure accuracy, you must erder o baice

E-muail Addrpns®
Re-grder E-madl Address ®

Nete: Your passpbrase must be B characters long and must contamn af least one digt and one of the fallovang characters (@, #, ™,
or & Please remember the passpluare as voo tvpe ar the passpboase will not be displayed

Pasiphrase”

Fre-erder Pagsptuaie *

[ Add Ancthier Compeaemy I

QE | | Concel |

Figure 3-41: Add ABS Issuing Entities Page
5. For each Issuing Entity to be created, you must provide the following information:
=  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.

=  E-mail Address
=  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 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 the [Add Another Company] button; or, you can go on to the next step by clicking
the [OK] button.

7. When you click 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 3-42: Request ABS Issuing Entities Creation Information Page

Request ABS Issuing Entities Creation Information

Diepriter CTR: ]
Depositor Company Name: Sunple Drepositer Inc

Istentienal misstatements of omitcions of Beis copstinute federal criminal vielations, See 18 U.5.C. 1001

NOTE: Updated aml/or Added mfomaation are not saved (rubmatted) untd you Verdy and Confem. To Vendy updates, chck on
the “WenfplSubaet™ buton

Conformed Ceampany Nane E-Blail Address
_1 [Bample ABS Trost A st smpledenodbion tom
) |Bample ABS Trusl B rus s amplecepoabor com
Sarmnple ABS TrustC trus bt s arnpido potlicd fom
: Add Compadny Moddy | | Delets e |
aritySubmit Cancel |

Figure 3-42: 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 the [Verify/Submit] button. When you click the [Verify/Submit]
button a Request ABS Issuing Entities Creation Confirmation screen will be displayed as
shown in Figure 3-43: Request ABS Issuing Entities Creation Confirmation Page.

Request ABS Issuing Entities Creation Confirmation

Depositer CTE: Lo
Diepostor Company Name: Sample Deposror Inc

Yo have requested the Asget-Backed Secunty companes bsted below, Carefully revew pour changes, then ether chek on the
"CoeSmndSubmat® to mubne your request o cick on "Conmous & to retum o the "Request ABS Teneng Ecties Creation
Informaten” sereen Intentional micetatements or omizeiont of facte conetimte federal craninal violations. See 18

17 8. Lo

Confermmed Campany Name E-Mail Addvwees

Earmgde ADS Trust A ruslaEEmple DO L om
Sarrgis ARS Truyl B Lot Teg P LTER A EL AT
Sarrpls ADG Trusl © Frush I ampdite podibor com

CpnfirrmySubamit
Continug Eci |
Fre

Caniod |

Figure 3-43: Request ABS Issuing Entities Creation Confirmation Page
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9. Carefully review your requested information, then either click the [Confirm/Submit] button
to submit your request or click 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 3-44: Request ABS Issuing Entities Creation Result Page.

Request ABS Issuing Entities Creation Result

Depositor CTH: GO0
Dheperitor Company Nane: Sunple Depogiior Inc

The ARS Ivoung Frtites Creation yeguest was obamitted amocertialbe. Your acces non momber for they smbenisoon 15 OOOOMMO000 50007 7.
EDHGAR will deliver » nonfic ation of this subsnizsion o vew emmail addyess on file and email addvess of requested ABS Ieming Funities

[ Clone Window
Figure 3-44: 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.
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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
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.

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 1D
application will never be posted to these websites as a CIK does not exist for the applicant).

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 SUEMISSICHN HAS BEEN ACCEPTED EY THE IT.5. SECUBITIES AND EXCHANGE COMMISSION.

ALLEN TEST & BAIN WATER CO INC
NIMEEER OF DOCUIMERNTE: 1

ACCEPTED DATE: Oe-Aug-z004 03:53
COMNFIEMING COPT: HNO

COMPANT:
FORM TYPE: ID-NEWKCIK

RECEIVED DATE: O&-doag-Z004 05:53
TEST FILIMNG:: NO

ACCESSTION NUMEER: 99995393 35-03-001201

FILE NUMEEER(2):

1. Mone.
DLEASE REFEL T0 THE ACCESSTON NUMBEL LISTED AEQVE FOR FUTURE INQUIRTES. .
~ |
REGISTRANT () : || ||
|
1. CIKE: 1234567890 nevr ] ||
COMPANY : ALLEN TEST & BAIN WATER CO INC y ri
FOIM TYPE: ID-NRWCIKE Fd| r"'|1 [ | [ ]
FILE HUPEER(S): LA 0]
[ L4 | s [ |
1. None. e | I f F [ !
| ||I [ |/ 1| || |
SUMMARY OF CHANGES: |-”'r'r Vi r" | || Iy, | [ Jl
- I |
Your application for access to EDGARER ]‘l,EE l:leen a:c?ile [ ?YDLKJ lItK FI.S 123?5%‘.'3 o
Please conmect to the EDGAR Form ID UEL \ ' I
https: /fvmnr file edgfrﬂﬁ-imgtsfwgw

[ )

\/ -.~'--|--|-------------------

to genserate EIAR arccess cude%’ usTnF l'-'D‘i.'lr IE mdpﬁssphragea‘ 4
" || | I}
———————————————————+———+1———~ Hb qE FH 3

/ [
TURGENT: Veri fgr tl;i¢ alll o IY#“"[ esse;S m}“t‘ﬁe EDGHR dstshaze are
correct. redt i-:es|5| tﬁ{e_,EDGAR Ju:n:mmﬁu‘lg Coptact Mame
ard Addresd J.I"rlfurmE:ilor Iqajgr qelsl.-z:}t in wour Fee Acooumt Activditsy
S at am st n:i EFE lD 'd:hd SEC ams wmdaslivaraskbla. Dlaamsa corrackt
ot dat ed | d},egsdslma FEDGAR filing website.

." ]
The EDGAE qwt;&h i=s awvsilable to receiwe and process filings from
£:00 am. £&10:00 p.m. Eastern Time on business days. Filer Support
staff memhers are available to respond to regquests for assistcance from

S9:00a.m. to 5:30 p.m. Eastern Time.

e strongly encowarage you to visit the Filing Website at
https: ffwmr edygarfiline . sec. gow. Tou can dowmaload owur oarrent version
of the EDGAPLink /Windows software and templates, the Filer Marmal,
receive on-line help, =nd access Freguent ly Asked Questions.

Figure 3-45: EDGAR Form ID Application Notification, Accepted
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THE FOLLOWING SUEMISSEICH HAZ EEEN PEJECTED EY THE I1.2%. SECURITIEZ AND EXCHANGE COMMIZSTON.

COMPANTY: ALLEM TEST & PRATH WATER CO INC

FORM TYPE: ID-NEWKCIK NIMEEER OF DOCTIMENTS: 1

BECEIVED DATE: O&-Ang—-Z004 08:53 DEJECTEL DATE: O&-Auag—2004 02:53
TEST FILIMNG: NO CONFIEMING COPT: HNO

ACCESSION NUMEEER: S2999533335-03-001201

FILE NUMEEER () :
1. Hone.

PLEASE REFER TO THE ACCEZ3I0ON NUMEEER LISTEDR AEOWE FOR FUTURE INQUIRIES.

REGISTRANT () :
[

1. CIE: HNone N |
COMPANT : ALLEK TEST & PAIN WATER CO INC '|' o ) | ||
FOEM TYPE: ID-NRWCIK 7 T [ |,"' ) | I |
FILE NUMEER(S): | lT [ [ | L
e
1. None. " | | f | Fi .
p | | i
._,-?f 4 | . | | LI _.' |
SUMMARY OF CHRANGES : If | L ' [ [ | L g
F \._I' | f | I ____l L.-
Your application for arcess to EDGAR ]},as,heqh pg]ﬂ:teql 5# = l]ffj.::e ﬂf Filer Support for

the following reason: J
T i | l;m;lta.c!ls njaf'!ta -. {

[ P | '
| |

For further 1n.funnat,:|.6m cuhtau:t J)IE EBEC = fo;i:e.l'cf Pér Support at (202) 555-1234.

Ty [ [ ]

-~ \ | [
SRS ERMIELA T R i BRI R Hllj ICR —f—A—rf— B
/ I?.l [ TI 'rT Irf- JT IF J

ULGENT : vex{ifé‘t"' 4 l‘_‘,?'l.‘.l'l.:l.'l'.' dddkes€es on the EDGAR datshase are
correct. #Lnlzm.cnr er_'t; =1 5| it the EDGAR Accowmting Contact MName

and Mdresﬁ :|.nf.u:u BCior .mfﬁ,r esult. in your Fee Accoumt Activity

I|II |"| |

Statement e:r.:'ﬁ;f.I turng’-:t to the SEU as wmdeliwverable. Please correct
outdated addresges iz the EDGAR filing website.

5
The EDGAR system is awsilable to receive and process filings from
G:00 am. to 10:00 p.m. Eastern Time on business days. Filer Support

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

e strongly encowarage you to visit the Filing Website at

https: ffwmr edygarfiline . sec. gow. Tou can dowmload our oarrent version
of the EDGAPLirnk /Windows software and templates, the Filer Marmal,
receive on—line help, =nd access Freoguent 1y Asked Questions.

Figure 3-46: EDGAR Form ID Application Notification, Rejected
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3.5.2 Convert Paper Only Filer to Electronic Filer Request

THE FOLLOWING 3IUBMII3IICON HA3 BEEN ACCEFTED BY THE U.3. 3ECURITIES AND EXCHANGE

COMMISSTON.

COMPANT: Global Geophysical Services Inc

FORM TYFPE: ID-CONVERT NUMEER OF DOCUMENTS: 1

RECEIVED DATE: Z24-Jul-2006 10:16 ACCEPTED DATE: 24-Jul-2006 13:17
TE3T FILING: o CONFIEBMING COPY: upe)

ACCESSICN NUMEER: 0001311456-06-000001
FPLELSE REFER TO THE ACCESSICN NUMBER LISTED AECVE FOR FUTURE INQUIRIES.
REGISTRANT (S :

1. CIEK: 0001311456
COMPATY: Global Geophysical Services Inc
FORM TYPE: ID-CONVERT

SUTHMARY OF CHANGES:

Your regquest for access to EDGAR has kbeen accepted. Please connect Fafths

EDGAR Filer Management UERL ||
httpa://uww. £ilermanagement .. edgarfiling. Sec. govw |

to generate EDGAR access codes using your CIE and passphrase. . —, [ ]

After generation of EDGAR acceszs codes, please taks;a!msﬁsnt|ps Te is+ vour
information to ensure that it i1z accurate and up- td— qeq bakbﬂzulaFlY wour
address (es)] and, for domestic cowmpanies, your IRS P B | Dmpaplbb and
individuals may wview and update their inform 1Dn usin ¢hs ﬂDgﬂR Thlbr
Website (https://www.edgarfiling.sec.govl. 04 h GAR OhilmiFDfms hshslts

(https://wuw.onlineforms. edgarfiling. séc. gpq], | {upd E, tep company
information on the RetrlevefEdlt,ﬂEta,— Rettléve|cbmp Enfsrmatlsn - Edit
Company Information page and submlthhs_EhEﬁges Dw hu . provide the CIE
and CCC for that csmpany, e Yo ‘tan chi gs ahg 1ﬂfsrmat10n If wou hawve
gquestions sbout hssfsq ate gaur 1 qumﬂtpsp,fplease call Filer Support at
202-551-8500. \ /
-~ r | tf "r | f
N .A | ' '

____________.5'____'|_' _I_ 4- I | 4 NOTICE _____ O

g TT N [

n' . ||| ||| [

URGENT: Us?l#y t ab ali}sf|ymur addresses on the EDGAR database are
correct. | Lna rrecﬁ pdﬂress in the EDGAER Accounting Contact Name
and Address inf@rmatrbn may result in your fees Account Actiwvity
Statement Elng returned to the ZEC as undeliverable. Please correct
outdated a&dﬂesses wia the EDGAER filing wehsite.

The EDGAR svstem iz awvailable to receiwve and process filings from

6:00 a.m. to 10:00 p.w. Eastern Time on business days. Filer Support
staff members are available to respond to requests for assistance from
9:00 a.m. ta 5:30 p.m. Eastern Time.

We strongly encourage you to visit the Filing Weksite at

https://vuw. edgarfiling.sec.gov. ¥Tou can download our current version
of the EDGARLink/Windows zoftware and templates, the Filer Manual,
receive on-line help, and access Fregquently Asked Questions.

Figure 3-47: EDGAR Convert to Electronic Filer Notification, Accepted
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THE FOLLOWING SUEMISSION HAS BEEN PEJECTED EY THE U, 5. SECURITIES AND EXCHANGE COMMIZSION.
COMEANT: ALLEN TEST & PATN WATER CO INC
FOEM TYPE: ID-CONVEET HUMEEE OF DOCUMENTS: 1
RECEIVED DATE: O6-iuy-2004 08:53  BEJECTED DATE: 06-Auy-2004 08:53
TEST FILING: N0 CONFIIMING COPY: o
ACCESSTON NUMBIR: 99959959996-02-001201
FILE NUMEER(S):
1. Hone.
-
PLEASE REFER T0 THE ACCESSION NUMEER LISTED AECVE FOR FUTURE INQUIRIES. [
|
DEGISTRANT () - I| II
1. CIE: 1234567890 existing /] PRV Il |
CMME AT - ATLEM TRST & RATH WATER rn THO g - oA | | ||
FORM TYPI: ID-CONVEET [ 4 [ | II | ,l_}_p (||
y.
FILE MUMEER(S): ~ 1 1 II / 4 [
1. None. _..-‘F." \ | — | | I ) [ ]
_ [ L L [ ||||| s I||_-'|
SMMARY OF CHRANGES: 7 \ || ,.*"n |I || || v | \ AT
| St

i L
Your request for access to EII}H.R has:heen ',réjqc:ted.]:y tlie FITC 1Bran,&lr’uf Filer Swpport for the

. | | =

folloring reason: .
mq:m%caur nequest __,.f_:w /

| .-'
For further 1nfgma¢um ;:chtqqt f:.k km': é '.l]ff:u::e ::ff F]ler Support at (202) 555-1234.

Y 1 \_\_____ |

""“""'I.f":';'li" "T'I'll ++ *\JDEICE ““"“'"r B

URGENT : Uei::l.)?'_i,r th£+: J_,.'L dfl Yiuk__ﬁddresses on the EDGAPR datashase are
correct. |.an| incorpect gddress in the EDGAR Accounting Contact MName

arnd AddresE 1w n:n;'lmétlmr way result in your Fee Accoumt Activity
Statement eing'_.-"rettifhed to the SEC as wadeliversble. DPlease correct

outdated addredses wia the EDGAR filing wehsite.

e

The EDGAER system is awailable to receiwve and process filings from
G:00 am. to 10:00 p.m. Eastern Time on business days. Filer Support

staff memhers are available to respond to regqaests for assistance from
S9:00a.m. to 5:30 p.m. BEastern Time.

We strongly ernwcoarage you to visit the Filing Website at
https: Sl edyarfiling . sec. gov. Tou can dowmload our oarrent wersion
of the EDGAPLink Windows software and templates, the Filer Marmal,
receive on—line help, and access Freoguent ly Asked Questions.

Figure 3-48: EDGAR Convert to Electronic Filer Notification, Rejected
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3.5.3 EDGAR Access for New Serial Companies Request

COMMISSTON.

THE FOLLOWIMNG SUEMISSTON HAS EEEN ACCEPTED EY THE IT. 5. SECURITIES AMD» EXCHAMNGE

ALLEM TEST & PATMN WATER CO INC

COMPANT:

FORM TYPE: ID-SERTAL NUMEEER OF DOCUMENTS: 1

RECEIVED DATE: O&-Aug—-Z004 05:53 ACCEPTED DATE: O&-Aug—2004 05:53
TEXT FILIMNG: NO CONFIEMING COFY: N

ACCESSTION MUMEER: 9929333339:5-032-001201

FILE NIMEEER (S5):
1. Mone.

PLEASE REFER TO THE ACCEZSTI0ON NUMEEER LISTED AEOVE FOR FUTURE INQUIBIES.

| |
Tour requct for access to El,]z'.l;k ha? hmhmepted | '-_-"I |I. v )

Pleaze connect to the E]I;ﬁ]ﬂ E et

rd htths AF i l%.elﬁqarﬁlmg_sec gor
LR
to generate EDGRAR iﬂcess © |'I.B Lw.'ldEK Ell.d. qeeﬁphrase
__r 'l |I I.' i | | | - ! —r | |
Y S . __J_ A A
i ny. -|' i fr ITD'f'.IE]? - r=
| |
ULGENT : venfgr t éli #f v addresses on the EDCAD darshase are
Ccorrect. |:|.n.ccl|'r§:ect, afddrEss in the EDGAR Accowmting Contact MName
atd Addre 1hfuimsb;,1;m way result in your Fee Accoumt Activity
St am et e:.ng__ ‘retinrned o tlhe OEC a= apaidelivrerslla. Plasm=s correck

outdated addresses via the EDGRE filing website.

The EDGAPR system is awailable to receive and process filings from
G:00 am. to 10:00 p.m. Eastern Time on business days. Filer Support

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

WMe strongly encowrage you to visit the Filing Website at
https: ffwmredgarfiling . sec. gow. Tou can dowmload owur oarrent version
of the EDGAPLink /Windows software and templates, the Filer Marmal,

receive on—line help, and access Freoguent ly Asked Questions.

REGISTRANT () :
Fd | A
1. CIE: 1734567830 existing oAl r
COMPANY:  ALLEN TEST & RAIN WATER CO INC | A [ || | L
FOEM TYPE: ID-SERTAL ~ [ ] I| /-
FILE NUMEER(S) : AN\ A I { /]
1. Mome. . |r | g || I| | | | s
..'l' ‘.I & { d
-f Vo { I: | || | I' / [ 1 /.-" L
SUMMARY OF CHRANGES : ~ y [ L R
7 [ ] ] | ;
/ '. ." ] { | | | A~
| /

Figure 3-49: EDGAR New Serial Access Notification, Accepted
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THE FOLLOWING SUEMISETON HAZ EEEN DEJECTED EY THE IT.2%. SECURITIEZ AND EXCHANGE COMMIZSTON.

COMPANT: ALLEN TEST & RATN WATER CO INC

FORM TYPE: ID-SERTAL NIMEEER OF DOCUIMENTE: 1

RECEIVED DATE: O&-Zuag—-Z004 03:53 REJECTED DATE: Oe-Aug—z004 03:53
TEST FILIMG: HNO COMNFIBMING COFY: O

ACCESESTON MUMEER: 2922333339:5-02-001201

FILE NUMEEE (%) :
1. More.
-1

PLEASE REFER TO THE ACCESSTION MUMEEE LISTEDR ABOUVE FOR FUTURE INQUIRTES.
[

RECISTRANT () :
e, l |
1. CIE: 1234567890 existing A L7 Il |
COMPANY:  ALLEN TEST & BATN WATER CO INC /| A1 n | I ||
FOFM TYPE: ID-SERTAL [ b I II | L7 | I
FILE NUMEER(S): A [ N
1. N ~ W11~ [ ]
- iR ’Fr 4 | A0 [1 |
e Ik [ | ] || | vt
SUMMARY OF CHANGES: 7 I II;--, ‘ || I| |I VoI L
! | L !
| |\

o | y

Your request for access to Em lm heen 'r#]qded ]u' tlle = Bp:'a:;éh“bf Filer Support for the
folloring reason: | | I | N

uqua} : - T

.-" |
& ~ | L
o
-.EI]{ 15 1#: EII;!_t.,JIIJt_.- oy lla F@:«{al Company)
! I f

9 e
[ ] AT
For further 1n13unnahm, cfdnt,pqt 5131:**5 BI_f;u:!E crf #uer Support at (202) 555-1234.

/. { || { / |
L e e 'H__IL_',__‘-_ll A _fl__||_.___| + I']!DTICE' ___________||='_'____________________

I |I I. .'I I | | .|
TURGENT : Velrlf.y Tl 1II:. all t-ﬂ,.yﬂllu: addresses on the EDGLR database are
ey rrgct, ‘address in the EDOAD Accowmiting Contact Name

Correct. Sl.ﬁ.n
and Addre :|.nf-;rrmar,:|.n:|n way result in your Fee Lcocoumnt Activity
Statement }Eng::pg” returned to the SEC as wmdeliverable. Please correct

outdated addresses wvia the EDGAR filing webhsite.

The EDGAPR system is awailable to receive and process filings from
00 am. to 10:00 p.m. Eastern Time on business days. Filer Support

staff memhers are awailahle to respond to requests for assistance from
2:00a.m. to £5:30 p.m. Eastern Time.

WMe strongly encourage you to visit the Filing Website at
https: fiwmmr_ edygarfiling . sec. gow. Tou can dowmaload our ourrent wersion
of the EDGARLink MMindows software and templates, the Filer Marmal,
receive on-line help, and access Freoguert ly Asked Questions.

Figure 3-50: EDGAR New Serial Access Notification, Rejected

Mareh-July 2017 3-61 EDGAR Filer Manual (Volume 1)



DRAFT



4.1

DRAFT

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:

For a new electronic filer.

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

For an electronic filer who wants to change EDGAR access codes for security purposes.
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.

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 1D
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.qgov

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.”)
2. Click *Generate Access Codes (New/Replacement)’ in the menu bar.

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

4. 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)

TRIE T e

Intenbonal nartafenents or omuinons of facts comstiule federal ormeanal wolshons: See 18 U.8.C 1001 I

You should penerate EDGAR access codes f

» You have submatted a Form [D apphcation for a spectfic company or mdowdual and have recemved your CIE wvia e-mal

o Your EDGAR access codes have expired and vou would Bee 1o generate new EDGAR access codes

» You have forgotien your EDGAR access codes and would Bee to generate new EDGAR. access codes

s You would bee to generate new EDGAR access codes for secunty purpoges. Mote that f wou only want to update
wour password o COC, it 12 recommended that you do thes through the EDGAR Fillmg webate or the EDGAR
e Forme DML webiate by chelomg on the "Retneve/Eds Data® mesu tem under “Information Exchange”™ m the mam
EDGAR wadow

To generate your access codes for the EDGAR system, enter your CIE and passphrase m the felds below and then select the
*Generate Access Codes” button

* inalicales regquired feld Helo for & Bekd may by sccsssed by ciiclong s label
ChIPas sphease Infarmation
Gic=

Passphrass *

| Genevate Access Codes |

Exit Window |

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

5. Enter the required data (CIK and Passphrase).
6. Click the [Generate Access Codes] button near the bottom of the page.
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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.

X

( ‘? ‘Your generate access codes request will now be submitted
to EDGAR for processing. Do you want to continug?

(1] 8 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 EDGAR access codes helow were successfully generated for CTE 0000000000,

You may now use these codes to log mto the EDGAR Filing website or the EDGAR OnlneFormas ML website. After logmng into etther of these websites, you
may change your password andor COC by chicking on the "Retneve/Edit Data® menu stem under “Information Exchange® in the mamn EDGAR window. At any
trme, you may also use thus website to regenerate all of your codes

EDGAR Access Codes
Cik: 0000000000
Password:  eauzrd@v
CcCC #pkdlghe
PMAC: pah@deacd

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.

Mareh-July 2017 4-3 EDGAR Filer Manual (Volume 1)



DRAFT

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 Afiler who wants to change a passphrase for security purposes.

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, although filers may elect to periodically update the passphrase for
security reasons).

4.1.1.1 Composing the New Passphrase Request

To compose a new passphrase request, you must either generate a Security Token or submit an
Update Passphrase (manual) request. Generating your own Security Token is the most efficient
method and should be chosen if the filer’s email contact information on file in EDGAR is
current.

41.1.1.1 Generating a Security Token
1. Connect to the EFMW Welcome page. (Refer to Section 3.1.2, “Accessing the EDGAR Filer
Management Website.”)

2. Click *Update Passphrase’ in the menu bar.

EDGAR®
Form 1D

= Home

Filer Management
= Apply for EDGAR Access (New)

Generate Access C MNew

Convert Paper Only Fier to
Corpanies

Support
= General Help

Figure 4-4: EFMW Welcome Page Menu

3. A new browser window opens (Figure 4-5: EDGAR Update Passphrase Page). Click the first
hyperlink “Request security token to update passphrase.”
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NOTE: If you have already received a security token that is still valid and would like to navigate
directly to the “Update Passphrase Continuation” screen, please select the second
hyperlink “Received a security token via email” on the “Update Passphrase” screen.

Generating the security token is the standard method to update your passphrase. Use the
"Update Passphrase (manual)" method only if the email contact information on record in
EDGAR is incorrect. If you choose this method, it may take over 48 hours to process the
request. Please select the third hyperlink on the “Update Passphrase” screen to follow the
manual process of updating your passphrase.

Update Passphrase

temens of omussioes of facts constie bederal crananal vialation e | b By | I

You should uwpdate your passplrase 1f
® You have forgonen vour passploase and would Like to update it with a new passphrase
= You would like to update vour passphrase for secunity purposes

Please select the first yperlink below to request for a securiny toben. EDGAR will send a secusiny token to the ennil
address we havve on record with a [k and instrsctions to enter the secunty token Yo can nss the secunfy token to wpdate
your passphunse on the “Update Passphrase Contrmuation” screen

[f woin hawve already received a securiny tokeen thar s still valid, plense select the second hyperhink below

Giensratmng the secunty token 15 the standard methaod to update your passphmss, Use the "Update Passphrase {manual}”
method omly of the emal comtact nfornsahan oo record m EDGAR 18 mscarrect. If vou choose the manual method, 1t may
take over 48 howrs 1o process the request Please select the durd lypeslink below ra follow fhe mnmesl process of updanng
vour passphrase

Exit Ve mndcew

Figure 4-5: EDGAR Update Passphrase Page

4. Upon clicking the first hyperlink, the data entry page for “Update Passphrase —
Request Security Token™ appears (Figure 4-6: EDGAR Update Passphrase — Request
Security Token Page).
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Update Passphrase - Request Security Token

Intentional mizstatements or omizsions of facts constitute federal criminal violations. See 18 U.5.C. 1001,

You should update your passphrase 1f:

« You have forgotten vour passphrase and would like to update it with a new passphrase.
+ You would like to update your passphrase for security purposes.

To update vour passphrase. you must enter vour CIK and optionally provide a Reason for Update below, and then click the
"Continue” button. When vou click the "Continue” button, EDGAR will send a securtty token to the email address on record
with a link and instructions fo enter the security token.

NOTE THAT THE SECTURITY TOKEN IS VALID FOR ONE-TIME USE ONLY AND WILL EXPIRE IN 60
MINUTES.

*indicates required field. Help for a field may be accessed by dlicking its label.
CIK *

Reason for Update (up to 255 characters)

| Continue |

LEXE Window, |

Figure 4-6: EDGAR Update Passphrase — Request Security Token Page

5. Enter your ‘CIK’ and ‘Reason for Update’ on the “Update Passphrase — Request
Security Token” page. The “Reason for Update” data entry field is optional and
allows you to enter free-form text explaining why the filer needs a new passphrase.

6. Click the [Continue] button at the bottom of the page.

7. EDGAR generates a Security Token and sends it to the EDGAR contact email
address on record.

NOTE: A Security Token will become invalid under the following conditions:

¢ 60 minutes pass from the time a Security Token was generated
e Another Security Token was issued for the same CIK
e The Security Token has already been used.

An example email is shown in Figure 4-7: EDGAR Security Token Email.
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THE FOLLOWING REQUEST HAS BEEN RECEIVED BY THE U.5. SECURITIES AND EXCHANGE COMMISSION AND A SECURITY TOKEN HAS BEEN GENERATED

REGISTRANT(S):

1. CIK : 0000350001
COMPANY : ALLEN TEST & RAIN WATER CO INC 3\/\/
FORM TYPE : ID-PASSUPD
Reason for Update : Retesting purposes

Please enter the following security token and a new passphrase on the "Update Passphrase Continuation" screen to complete the process of updating your passphrase.
Security Token : 359488555047

You can access the "Update Passphrase Continuation” screen via the following hyperlink:

https:/ffilermanagement. edgarfiling. sec. gov/FilerMgmtUpdatePassphraseContinuation, htm

NOTE THAT THE SECURITY TOKEN 1S VALID FOR ONE-TIME USE ONLY AND WILL EXPIRE IN 60 MINUTES.
B et T Y L Il Rt L

Contact the SEC's Office of Filer Support {OFIS} if you did not request this action, you may be the target of fraud.

FEEEEEF LRI IR E IR LR R RS E LRSI R RS P ADN N GESFEEE LTI R AL LR R IR IR LR LR EE LR S

NOTICE

URGENT: Verify that all of your addresses on the EDGAR database are correct. An incorrect address in the EDGAR Accounting Contact Name and Address information may result
in your fee Account Activity Statement being returned to the SEC as undeliverable. Please correct outdated addresses via the EDGAR filing website.

The EDGAR system is available to receive and process filings from
6:00 a.m. to 10:00 p.m. Eastern Time on business days. Filer Support staff members are available to respond to requests for assistance from
9:00 a.m. to 5:30 p.m. Eastern Time.

We strongly encourage you to visit the Filing Website at https://www.edgarfiling.sec.gov. You can download our current version of the EDGARLink/Windows software and
templates, the Filer Manual, receive on-line help, and access Frequently Asked Questions.

Figure 4-7: EDGAR Security Token Email

8. To enter in the Security Token, either proceed to the next page (Figure 4-8: EDGAR
Update Passphrase Continuation Page) or click the link in the email to continue with
the passphrase update process. Alternatively, click the “Received a security token via
email” hyperlink on the “Update Passphrase” page. If you have not received an email
within 10 minutes, proceed to Step 1 of the “Update Passphrase Request” process
(See Section 4.1.1.1.2).

9. The “Update Passphrase Continuation” page will be displayed (Figure 4-8: EDGAR
Update Passphrase Continuation Page). Re-enter the CIK, select the checkbox “I have
received the Security Token within the last 60 minutes,” enter in the Security Token
as indicated in the email, enter in a “New Passphrase,” and then re-enter in the
passphrase again in the “Re-enter New Passphrase” fields. 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: {@, #, *, $}.

10. If the Security Token is invalid, the system will display the following error message:

“The Security Token has either expired or is no longer the most recent token issued
for CIK XXX. Please click the “Exit Window”” button and then go to the “Update
Passphrase’ screen to request a new Security Token.”

11. Click the [Submit] button.
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Update Passphrase Continuation

Intentional mizstatements or omissions of facts constitute federal critmnal violations See 18 U S.C.1001,

You should update vour passphrase if-

« You have forgotten vour passphrase and would like to update it with a new passphrase.
« You would like to update your passphrase for security purposes.

To continue updating vour passphrase. vou must enter vour CIE. the security token vou received via email and the new
passphrase.

You will use vour CIK and new passphrase later to generate vour EDGAR access codes. It is important that you
remember this passphrase for later use. Mote that this passphrase is not your EDGAR Logm password. Once vou have
received a confirmation e-mail. this passphrase. along with your CIK, may be used to generate vour EDGAR. Login password
(as well as CCC and PMAC).

* indicates required field. Help for & field may be accessed by dlicking i5 label
ClK/Passphrase Information
Clk *
| have received the security token within the last 50 minutes *
Security Token *
Mew Passphrase *

Re-enter Mew Passphrase *

MNote: Your passphrase must be 8 characters long and
must centain at least one digit and one of the following
characters: (@, #, * or 3.

(b

| Exit Windu'@_;

Figure 4-8: EDGAR Update Passphrase Continuation Page

12. A message will be displayed asking if you want to continue (Figure 4-9: EDGAR
Update Passphrase, “Continue” Dialog). Click the [OK] button.
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Message from webpage E1

Your update passphrase reqguest will now be submitted
to EDGAR for processng. Do you want to continue?

o | conm

Figure 4-9: EDGAR Update Passphrase, “Continue” Dialog

13. An “Update Passphrase Acknowledgment” screen is displayed (Figure 4-10:
EDGAR Update Passphrase Acknowledgment Page) indicating the accession number

of the transaction and stating that a confirmation email will be sent to the filer’s
address on file.

é EDGAR Filer Management - Internet Explorer [_[O] =]

Update Passphrase Acknowledgment

Your accession number for this submission is 0000350001-17-000051.

You will recefve an e-mail confirmation at your email address of record. Please connect to the EDGAR Filer Management URL

https:/www filermanagement edearfiling sec gov to generate access codes using your CIK and passphrase.

Exit Window |

Figure 4-10: EDGAR Update Passphrase Acknowledgment Page

41.1.1.2 Update Passphrase (Manual) Request

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

2. Click *Update Passphrase’ in the menu bar.
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EDGAR®
Form ID

= Home

Replac -

=  Updste Passphense

vert Paper Only Filer to
mic Filer

3 for New Senal

Support
=  General Help
» Frequently Asked Quehons

Figure 4-11: EFMW Welcome Page Menu

3. A new browser window opens (Figure 4-12: EDGAR Update Passphrase Page).

Update Passphrase

Intenizonal musstatements or onussions of facts constitme federal crinunal wolations See 18 17 5.C 1001

You should updare your passphrase if:

* You have forgonen vour passplonse md would lioe 1o update 18 watl a new passphrase
* You would Like to update your passphrase for secunity purposes

Please select the first hyperlink below to request for a securiry token. ERGAR will send a secuniny token to the ennil
addrase we have on record with a lnk: and instrischions to smtar the secunty token You can uss the secunify token to updase
wour passphuase on the “Update Passphrase Controuation” screen

[f o have already recerved a securiny tokeen that s still valid, plense select the secomd hyperlink below.
Cizneratmg the secunry token 15 the standard method o updare your passphrase. Use the “Update Passphrase {manual}®

method emly 1f the smal contact informanan on record i EDGAR i mcarrect: If vou choose the manual method. 1f may

takoe over 48 howrs to process the request Please select the durd lypeslink below ro follow the mnmeal process of updanng
voulr passphrase

Ezit Ve indiss

Figure 4-12: EDGAR Update Passphrase Page

EDGAR Filer Manual (Volume 1) 4-10 Mareh-July 2017



DRAFT

4. Click the “Update passphrase (manual)” link. This will take you to the “Update
Passphrase Information” screen (Figure 4-13: Update Passphrase Information).

Update Passphrase Infomation

[rtemtional mresstalementts or amssions of Exers comstitine federal crmnmal vielstiorrs. See L3 1750 100

You should update vour passphease

s You have forgetien vour passplrase and would ke to update & with a pew passplrase
» Wou wouald Bke to update your passphrase for securiny purposes

To update your passphrase, you must =ster your CIK and a new passphrase below. You will mse your CIE and new
passplrase |mier io generaie vour EDGAR access codes. It s imporiant that yvou remember ihis passphrase for lajer
wze. Mobe that fhis passphrase is mot your EDGAR Logm password. Once you have recened a confirmation «-mad, this
passphiase, aloag with your CTE, may be meed to penerate vour EDGAR Logi passoard (as well as CCC and PAAC)

" inohrales regquied fedt’ Aelp e o Peld may b accessoed Oy chching ds iacaed
CIHPEacphmass Infanmation
Gk

The applcant o the applcants aulhonzed reprasamatve must =agn
the applcation. Do pow hase This authonky?

Yes Mg
Hew Passphrase *

Rg-erdul bew Pagapimate

Hode: Your passphiase musi B B charachsn
long ared must contain atleasione @l e one
of the lollowing charaders R ¥, " o &

Reason for'Update fugto 255 dharactars

Conimue

Est Wimdow |

Figure 4-13: EDGAR Update Passphrase Information

5. Select “Yes” as a response to the question, “The applicant or the applicant’s
authorized representative must sign the application. Do you have this authority?”

Note: If you select “No” as a response, the system will display the following error
message and not permit you to continue with the update passphrase process:

“You are not authorized to submit this request. Please contact an authorized person
to update the passphrase.”
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6. 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 Update” 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.

7. Click the [Continue] button near the bottom of the page after entering the data. The
“Update Passphrase Confirmation” page appears (Figure 4-14: EDGAR Update
Passphrase Confirmation Page).
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Update Passphrase Confirmation

To complete processing of vour Update Passphrase request, vou must attach a PDF version of a notarized authentication
document using the "Upload Delete Attachments” button below. You must click the Submit button after you upload your
documents.

If vou have any questions regarding the status of your Update Passphrase request. pleaze contact Filer Support at (202) 351-
8900. After the SEC has reviewed an application, an e-maitl will be sent to the email address on file with EDGAR informing
the company that the request was either accepted or rejected (to include a reason why the application was rejected).

CIE: 0000350001
Name Associated with CIK: FUND TRUST CO
Current Company Mailing Address: 125, ALTEXANDRIA VA 220042
Contact Person: JOHN SMITH
Caontact Telephone Number: (614) 764-3100

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

Printed Name of Signature:

Title of Person Signing:

Print Window

| Upload/Delete Attachments |

Figure 4-14: EDGAR Update Passphrase Confirmation Page

8. Click the [Print Window] button near the bottom of the page to print the
authentication document. This information should be used in preparing the
Authentication Document (see Section 4.1.1.2).

9. If you are acting as a Power of Attorney (POA) of the company, provide a POA that

is manually signed by an authorized agent of the company.
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10. Scan the authentication document, and the POA if it applies, and save them both in
PDF format. Then, click the [Upload/ Delete Attachments] button on the Update
Passphrase Confirmation page.

Note: The acceptance process cannot be completed until you submit the
authentication document to the SEC; refer to Section 4.1.1.2, “Authentication
Documentation,” for more information.

The EDGAR Upload/Delete Attachment(s) page opens (Figure 4-15: EDGAR
Upload/Delete Attachment(s) Page). This page is used to manage the attachment(s)
associated with your EDGAR access request.

Upload/Delete Attachment(s)

The following table displays your attached document(s). Use the "Upload Attachment” and "Delete Attachment”
buttons below the table to make modifications to this table.

If submitting a Power of Attorney, 1t must be manually signed.

Attached Documents List
" # " File Name “ Type " Description

Upload Attachment | Delete Attachment

OK |

Exit Window

Figure 4-15: EDGAR Upload/Delete Attachment(s) Page

11. To add the attachment(s), click the [Upload Attachment] button. The EDGAR Upload
Attachment page opens (Figure 4-16: EDGAR Upload Attachment Page).
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Upload Attachment

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

* indicates required field. Help for 3 field may be scceszed by clicking itz labeal

Attachment Information
File Mame * Exows=e. ..

Type CORRESE

Description |

| Upload | | Cancel |

Figure 4-16: EDGAR Upload Attachment Page

12. Click the [Browse] button to select the attachment. The attachment(s) must have the
.pdf file extension.

Note: The Type field defaults to CORRESP and it is non-editable. Refer to Section
3.2.3.2, “Assembling the Form ID Submission,” for EDGAR standards on
document attachments.

13. Enter a description for the attachment and click the [Upload] button. The EDGAR
Upload/Delete Attachment(s) page opens and the new attachment is displayed in the
Attached Documents List table.

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

14. Continue to add or delete the attachment(s) as needed, and then click the [OK] button.
The “Update Passphrase Confirmation” page appears.

15. Click the [Submit] button to submit the Update Passphrase request.

A dialog box displays asking for confirmation appears (Figure 4-17: EDGAR Update
Passphrase, “Continue” Dialog). To submit the request to EDGAR for processing,
click the [OK] button; to cancel the request, click the [Cancel] button.
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Message from webpage El

<2 Your update passphrase request will now be submitted
“*-a':p" ko EDGAR, For processing. Do wou wank bo continue?

(] 4 I Cancel |

Figure 4-17: 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.

The EFMW EDGAR Update Passphrase Acknowledgment page appears (Figure
4-18: EDGAR Update Passphrase Acknowledgment Page). This page provides the
Accession Number for the submission; use this number when referring to this
submission.

Update Passphrase Acknowledgment

Your request was successfully submitted. Your accession number for this submission is 0001118504-12-
000014,

The Filer Support Branch will review vour request and disposition it. You will receive an e-mail message at your e-mail
address of record informing vou of the SEC's decision_ If vour request was accepted, the message will mdicate that the
passphrase that vou specified in this request has been activated and you can proceed to use your CIK and passphrase to
generate a new set of EDGAR access codes; f your request was rejected, the message will indicate why. If you have any
questions regarding the status of vour passphrase request, please contact the Filer Support Branch at (202) 551-8900.

Exit Window 1

Figure 4-18: EDGAR Update Passphrase Acknowledgment Page

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

4.1.1.2 Authentication Documentation

The Update Passphrase 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:

¢ CIK

e Name associated with that CIK

e Name of the contact person for purposes of this request
e Contact person

e Contact telephone number
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e Contact email address

e Manual signature of authorized person

e Printed name of authorized person

e Title of authorized person

e Signature

e Signature Date

e Name of Notary (must be different from contact person)
e Notary seal (in jurisdictions that use notary seals)

If the request is for a company, the authentication document must be on company letterhead. If
the request is for an individual, the filer may provide the information on non-company letterhead
or use the print out that can be generated on the EDGAR Update Passphrase Confirmation Page
(Figure 4-14: EDGAR Update Passphrase Confirmation Page).

4.1.1.3 E-mail Acceptance or Rejection Notification

After the SEC receives both the electronic EDGAR Update Passphrase request and the attached
authentication documentation, the SEC will authenticate the 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 FOLLOWING SUBMISSICH HAS EEEN ACCEPTED BY THE I1.5. SECURITIES AND EXCHANGE COMMISSTION

ALLEM TEST & BATN WATER -0 INC

CUOMPANT:

FORM TYPE: ID-FPASSUPD NIME=ER OF DOCTMEMTES: 1

BECEIV:D DATE: Og-fnag-Z004 08:53 ACCEPTELD DATE: O&-Aug-2004 03:53
COMFIBMIRG COFY: Mo

TEST FILING: Mo

ACCESSION NUMEER: 299035990%c-02-001201

FILE NUMEER (S} : e
1. Hone. | ]
| |
PLEASE REFER T0 THE ACCESSTON NUMEER LISTED ABOVE FOR FUTURE THNQUIBIES. [
PECEER |
DECTSTAANT (2] : I e
i o NP | [
1. CIE: 1234867830 existing fLell 1Lg I Il '
COMPANY:  ALLEK TEST & BAIN WATER CO INC a7 II II I e | II
0ORM TYPE: ID-PASSUFD 20 ML a
FILE MUMBED(Z): ¥ L | B L |
1. Hone. = T I ! | | i B
-:_. '| I I,l ! I | | LY | |" -',I_____.
PSR AT | |k g | et
SUMMARY OF CHANGES: 3 .f ;- || | | .I | g | =
| | | | 1} e
b g o

Your request for a mewr E]I;- aa‘ie hem-'a:pepted, h]l* tli.e ZEC's Branch of Filer Support.
The requested passphrase, 15 ] slvstﬁi

Please connect to the mu#mI Eqi-m ¥ URL, /
5 I-qul_ ffwlmr rlieﬂlﬂﬁp.ggnmi efgar r111ing. Sec . goy

to gemrl:'at,e r'EIEiLF.' a:!clbﬁs M.EFII.E]:LI]J your CIE md]#l#splmase
| | | '.. i -
i [} | - | I I -_e L

——————————Ir—-||———_—1— ——_—r——l|—|- -|+ |— HIIITII:E el i e e i ek i e
TRGENT : Wearikj,z" that all» Dg'-"_i,rmnr addressz= on the IDGELE database are
correct. %@m ingorract aﬂdress in the EDGAR Accouwmting Contact Name

and Address :|.nf‘i:-rm91;:|.l:rr wmay result in your Fee Accoumt Aotivity
Statement bEing returned to the SHC as mdeliverahle. Vlease correct
ot dated addresses vwia the EDGAR filing website.

The EDGAPR system is aveilable to receiwve and process filings from
E:00 am. ©o 10:00 p.wm. Eastern Time on business days. Filer Support

staff wembers are awailahle to respond o recquests for assistance from
T:00 am. to 7:00 p.m. Eastern Time.

We strongly encourage you Lo wisit the Filing Website at
https: ffwmmr_ edgarfiline. sec gov. Tou can dowmnload our current wersion
of the EDGARLink Mindows software and templates, the Filer Marmal,
receive on-line help, snd access Fregquedtly Asked Questions.

Figure 4-19: EDGAR Update Passphrase Notification, Accepted
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THE FOLLOWIMG SUEMISSTON HAS EEEN BEJECTED EY THE IT. 5. SECURITIES AND» EXCHAMGE COMMISSTON.
COMPANT: ALLEN TEST & BATN WATER CO INC
FORM TYPE: ID-FRS SUPD NUMEEER OF DOCTUMEMTS: 1
BECEIVED DATE: O6-luag-Z004 08:E53 BEEJECTELD DATE: O&-Aug-2004 03:53
TEST FILING: Ha CONFIPMING COPFY: na
ACCESSTON NUMEER: 2939333396-03-001201
FILE NUMEEER (3):
1. MHone.

FPLEASE REFER TO THE ACCESSTON NUMEER LISTED ABOVE FOR FUTURE INOQUIRTIES. E

REGISTRANT(3) :
[ |

1. CIE: 1234567200 existing =
COMPALNT : ALLEM TEST & BATN WATER CO INC A r i LT
' 1 |

FOIM TYDE: ID-PASSUDD ;

FILE MTMEEL(S): #
l. None.

—~ | [ II

SIMOARY OF CHANGES : ' J H L T | J
= |I | I__.

Tour request for a new EDGAR passplu:'ase has heen L‘F:iecteﬂ LJ t]ln.e |SEC‘ #rhn:&l"'; of Filer Support

forr the following reason: 7 _I |
| I | /
I \ _,’

llnab].E/tbp Ei:mta:t1 Mﬂ!stFF Vvl

| J e
For further 1I|.funnat1m‘t'\cnr‘lt-al:t l]ﬁ FEC'S1|fo:I,t:E le E_‘:I.'I.;i‘l:‘ Support at (202) 555-1234.
II | I|I | I | | -'I I I .-'I | |
e HpTIcE 5% I3 WP L8 8 e
ey F | [

— |,'

R

y \ II I
/ -/-1.»-"!' F 11 L
TRGENT : T.Fetiﬁ"y t q.ll n:\'fl'_i,run 4&-&:&55&5 orn the EDGAR databasze are
correct. uitn}: ect a,-ﬂdlre.%s in the EDGAR Accowidking Contact Name
and Address infu:qué{:lm IIIE.Y result in your Fee Accowmnt Activity
Statement enﬁg returned to the SEC as wndelivershle. Please correct

ot dat ed aﬂdrEsses via the EDGRP filing website.

The EDGAE system is available to receiwe and process filings from

G200 a.m. to 10:00 p.n. Easterrn Time on business days. Filer Support

staff members are awvailable to respond to regquests for assistance from

7:00 am. to 7:00 p.m. Eastern Time.

e strongly encourage Yol to visit the Filing Website atc

https: Ffwmmr_edgarfiling. sec. gov. Tou can dowmiload our ocurrent wersion
of the EDFAPLivk Mindows software and templates, the Filer Marmal,
receive on-line help, and access Freoquently Asked Queastions.

Figure 4-20: 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:

o 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
‘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 4-21: Change Company Password or CCC Page:

e Change Password
e Change CCC (CIK Confirmation Code)

Click 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 4-21: 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 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 [Ereesssesy
Authorization Code (PMAC):

Change Password |

WARNING

* Do not give out the new password to anyone who does not need that
information =

Figure 4-22: 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 the [Change Password] button.

Change Password Results

You successfully changed your password.

Figure 4-23: Change Password Results Page
Note: All CCCs and passwords are case-sensitive and must be entered correctly.
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4.1.3.2 Changing Your CCC (CIK Confirmation Code)
You can change your CCC at anytime.
To change your CCC.:

1. Click 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 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 out the new CCC to anyone who does not need that
information.

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

Figure 4-24: 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

You successfully changed your CCC.

Figure 4-25: 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 4-26: The EDGAR Create Passphrase Page.

Create Passphrase

According to our records, CIE 0000350001 does not have an EDGAR Filer Management passphrase on file, An EDGAFR. Filer
Management passphrase 15 used to generate new EDGAR access codes (password, CCC, PMAC) in the event that they have expred or
you have forgotten them, and as a result, you are unable to log into or access certain fanctionality of the EDGAR system. Creation of a
passphrase is required to continue using the EDGAR system. To create a passphrase, enter the information below and select the "Crease
Pazsphrase” button below. For more information on EDGAR Filer Management, refer to the EDGAR Filer Manual

Enter Passplrase: Note: Your passphsase must be § characters long

and muast contain at least one digit and one of the
Re-Enter Passphrase: following characters: (@, #, *. or §.

Enter Existing PMAC:

I Create Fassphrase

Figure 4-26: 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 passplrase has been successfully created for CTK 0000350001.

| Continue to EDGAR YWelcome Page 1

Figure 4-27: The EDGAR Create Passphrase Results Page
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4. Click the [Continue to EDGAR Welcome] button. The Welcome page displayed is
based on the website that you initially logged on to.

Figure 4-28 shows the EDGAR OnlineForms Management Website Welcome page.

U5, Securities and Exchange Commission

Electronic Data Gathering Analysis and Retrieval (EDGAR)

Online Forms Management

O Information Exchange

Malee & Filing Welcome to EDGAR Other Online Forms
‘We designed EDGAR to provide an elactronic filing and company Fiar Information
¥ File: Dmership Forms information management environment for those EDGAR. flers and

= = filing agents wha file with the SEC under the Securibes Act of 1933,
¥ Filie Fisrim [ Cnly XML Submis: 5
— the Securities Exchange Act of 1934, the Trust Indenture Act of Sllliuzorted I‘I:I':i“s“O%nII‘ill':leFon'ns
F Tramsmmit XML Submission 1938, and the Investment Company Act of 1940 (collactively, .
Acts) webhite anly Suppars the
o } ) assembly and submission of
Login Password Status: Your Password will expire on XML filings. Non-XML

December 31, 9999 submissions will ba rajectad by

& ; r&AIM‘E E EDGAR if they are submitted via
Frequently Asked Duestions Online For !JS{ this website. Please vist the

EDGAR Filing websita for all non-

TheiGontents-of thispage méi‘iii"ii? B

charge:witheveryRelease. .- e

SEC Rule Making

about Ownership filings.

Effective March 13, 2017, filers must use the new online

wvarsion of the forms application avaldable on tha EDGAR Filing Javascnpt Required: We regure
‘Website to file Transfer Agent forms. This web-based that your browser be
applicabion replaces the correspondeng Micrasait InfoPath JavaSoript-enabled to use this
templates that wera previously used to file these forms, wbhste,

Filers can access Transfer Agent forms by selecting the 'File

Tramsfer Agent Farms' bnk on the EDGAR Fling Websita. Direct-Dial Users: You may nat
Chapter 8 (Prepaning and Transmitting EDGARLte accass this wabsite through a
Submissions) of the "EDGAR Filer Manual, Voluma [1: EDGAR direct-dial (PPP) connection
Filing" was retired, Two new sections, ‘File Transfer Agent Only ISP connections are
Farms' and ‘Completsg & Transfer Agent Form were added supported on this website.

to the former Chapter 9 (new Chapter & - Preparing and

Tramsmitting Online Submissions) of the "EDGAR Filer Manual, See the SEC web site for more
Voluma I1: EDGAR Filing” to guide filers through the filing imformation about other SEC
prOCess. Filing and Rulemalomg activibes.

Figure 4-28: The EDGAR Welcome Page (Top) (Image replaced)

Notes:

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

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

e If your 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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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.

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:

5.1

5.2

S.
6.
7.

10.
11.

12.
13.

14.

Connect to the Internet.

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

Click 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.

Accessing Submission and Company Information

1.

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

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].
= Enter your CCC in the CCC field.
= Click 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 ~
ClIK and CCC Request

Enter a Company CIK and 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 =l
related to the CIK value entered.

Continug l

Figure 5-1: Retrieve/Edit Data Page

=

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 the [Continue] button:

= Retrieve Submission Information

= Retrieve Company Information

= Retrieve Module/Segment Information

= Retrieve Return Copies

= Enter Series and Classes (Contracts) Information
= Request Asset-Backed Securities (ABS) Issuing Entities Creation
= Request Return of Unused Funds

= Retrieve Balance Information

= View Account Activity Statement

= 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

CIK: 0000350001

Please select one of the following options:

s Retrieve Submission Information "56¢ Vote =J*

*See Nore =2%

¢ Retrieve Company Information
®* Retrieve Module/'Segment Information

® Retrieve Return Copies

® Enter Series and Classes (Contracts) Information

® Request Asset-Backed Securities (ABS) Issuing Entifies Creation

® Request Return of Unosed Funds

® Reirieve Balance Information

® View Account Activity Statement

® Change Companyv Password or CCC

® Enter Another CIK/CCC

*Wore 21 Information will only be returned for submissions where the CIK (identified in the upper
left comer of this page) is either the Filer CIK or Login CIK of the related submission

*Note =2 For general company queries (inchiding 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:

3. Click ‘Retrieve Company Information’. The Company Information page appears.
Scroll down this page to review the company information EDGAR has stored.
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Company Information

The EDHEAR, Company dhinbase contains the mformation eted below about the =slected Company. Pleass venfy that
the dain represents the cornent operational siae of the Company. Yoo cin update specific Company information by
chcking on the "Edit Company Information” batton locaied belorw this data sting

General Infermation

Company CIK: O3 S00]
Fier Trpe FILER
C oy Tndvidual- COMPANY
Fepahted Entity Type: WONE
Compary Nome BIFS FUND TRUET OO
Mading Street 1 ROLFE 5T
Maling Strees T
Maiing Cier: CENTREVILLE
Maling StageCountry: ALABAMA
Maiing Zip Postal Code: AZ3033
Phecae BR&S
SIC: alEp
Compasy Repoeting Nusber 00049638
Pl CIE {f my): 0003 50001]
Filer Infermation
"Dioing Busness A" Mame: vl et et L Cheriptee
Foreign Name: Lina Test Co
Husinea Street | ROLFE 5T
Business Sireet T
Husinrs Uity CENTREVILLE
Business Siate Country: ALABAMA
Husiness SipTostal Cade AI3NI3
Sinpe of [ncoeporation: ALABANMA
Fiscal Yem End 0308
Accelerated Filer Sintus: ROT APPLICABLE
Acceleeabed Filer Sintius Period: MON JAM 25 2015
Contact for EDGAR Isformaries, Isysiries and Access Codes
Comtact Name TESTER ONE
Contact Sireet - SOOTT 5T
Contact Strert I
Contact Cicy: CENTREVILLE
Contact Siabe/Country WVIRGIN ISLANDS, U5
Contact ZipPostal Code: AF3N53
Contact Phoor (14 Ted-3100
E-Ma Address cadfia Y AHOD, COM
Cemiact for SEC Account Information asd Billing lovoices
Contact Namne: ROBERTSE SMITH FR.
Congact Street 1 121 S0OTT 5T
Contark Sireet 1
Contact City AMMANDALE
Contact Siate/ Country: VIRGIN ISELANDS. UE
Contaet £ipPoual Cade FEELEE]
Contact Phone: (614 Te4- 3101
Chiber EDGAR laformaties

Crormeer O panizaiion HE
Are Conles SenlGensraied D FRIMAR 12 1900032 EST 2004

Principal Execwtive Ofice Isformaties
Preneeipual Exeesthee Officss Street | 136 AK STREET
Principal Exacuttve Offices Srest 2: TEST ADDEESS BUSINESS
Principal Bxecisthre Officas City CENTREVILLE
Principal Executfve Offices State'Comiry: VIRGINIA
Prielpaal Busesthve Oices Fip/Peatal Code A3
Principal Executive Offices Phone: D03-AAT-SER

Eckil Canmpary Informaticn

Figure 5-3: Company Information Page

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.
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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 e-mail address) through the “Retrieve/Edit Data’ link on the EDGAR Filing
Website. Instead, they must submit a Form BD/A (Amendment) to CRD 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:

4. Scroll to the bottom and click 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

CIK: 0000350001

You may update any or all of the Company Information ksted below, Please update this miormation carefully, smce the new
mformation will be public and will appear n all fuhare EDNGAR. filings for this Company.

We will ask you to confirm your changes after vou have clicked on the "Submit Changes” button below. Before EDGAR accepts any
change to the Company's name, we will review and confirm the change.

(* indicates required field)

General Information

Hote: The "Company Name” must be in English! Also, the value that you enter below will be conformed to meet EDGAR

standards. Click here for detalls.
Company Name *

Mailing Street 1 *

Madling Street 2

Mahing City *

Mailing State'Country *

Mailing Zmp/Postal Code *

Phome *

BIG'S FUMD TRUST CO
126 STREETS

CHEC THIS ADDRESS
CENTREVILLE
MASSACHUSETTS
A3IH3

BRE4%

Hote: f you do not have a TIN, enter “00-0000000° below.

Tax Identification Number (TIN)
(DD-DDDDDDD) *

"Dioing Business As® Name
Foreign Name

454545456

Filer Information

Lina Test Co

Lima TestCa

_ Busmess address same as madbng address. Business address is requred if not the same.

Business Street 1 *
Business Strest 2

Business City *

Business State/'Country *
Business Zip/Postal Code *
State of [ncorporation
Fiscal Year End (MMDD)

126 OAK STREET

TEST ADDRESS BLISINESS
CEMTREVILLE

VIRGINLA

A33533

GEORGIA

0N

Figure 5-4: Edit Company Information Page (Top)

5. Click in the field you want to edit and change the information.

|4

= |f 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.
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Coamtact for EDGAR Information, Inguines and Access Codes

Contact Name * TESTER OME

Contact address same as maling address. Contact address i required o not the same
Coatact Street 1 * 126 OAK STREET
Contact Street 1 APT £88
Coatact City * CENTREWVILLE
Coatact State/Coontry * VIRGIM ISLAMDS. LS -
Contact Zip/Postal Code * A33933
Contact Phone * (514) 764-3100
E-Mail Address * tommy_headi@emailaddress com

Contact for SEC Account Information and Billing Invoices

Coatact Name * ROBERTSS SMITH JR

Contact address same as mailing address. Contact address s required o not the same.
Coatact Street 1 * 1Z30AKSTREET
Contact Street 1 APT 883
Contact City * MAMASSAS
Contact State/'Country * VIRGEN ISLAMDS, LIS -
Contact Zip/Postal Code * A33014
Coatact Phone * {(E14) 764-3101

Figure 5-5: Edit Company Information Page (Middle)

= |f you want to change one of your addresses to be the same as your Mailing
Address, select the “same as” check box 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.

Address of Principal Execative Offices

Principal Executive Offices Strest 1 * 101 TEST LANE

Principal Executive Offices Street 2

Principal Executive Offices City * BETHESDA

Principal Executive Offices State'Country ®*  MARYLAND -
Principal Executive Offices Zip/Postal Code * 20527

Principal Executive Offices Phone * 301-555-1212

| SubmitChanges |
Figure 5-6: Edit Company Information Page (Bottom)

Note: The “Address of Principal Executive Offices” section will be populated with
the data provided on the most recently filed DOS, DOS/A, 1-A, 1-A/A, or 1-A
POS submission for the CIK and CCC provided on the “Retrieve/Edit Data”
page.
6. When finished, click the [Submit Changes] button.

7. Your changes appear on the Company Information Edit 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.
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8. Confirm the changes by clicking the [Confirm Company Changes] button at the
bottom of the page.

Company Information Edit Confirmation

CIK: DOM3S0001

You have made changes to the Company information Ested below, Carcfilly review your changes, then either
chck an the "Confirm Company Changes”™ ar chck on "Camcel Changes® to reburn to the memm screen

EDGAR Company Contact Information
[ntemnet Address: s B email com

Confirn Campany Changes I

Cancel Changas

Figure 5-7: Company Information Edit Confirmation Page

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

9. The Edit Company Information Results 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.

Edit Company Information Resulis

CIK: G0H35000]1

The Company information was submutted successfully,. EDGAR wall deliver a nobfication of this change to your email
address on file, Before EDGAR accepts any change to the Company’s name, we will review and confirm the change.

‘.igwrnlizi-'ioéu!n?rg.-t.dn ':.,'m'i'-r.-ap-!r and :L.iul:!;'m_asln_-:-_u. L,-at,a {ﬂﬁ;'-u
Figure 5-8: Edit Company Information Results Page

If you want to return to the Retrieve/Edit Company and Submission data page, click
the [Return to Retrieve/Edit Company and Submission Data Menu] button at the
bottom of the Edit Company Information Results 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.
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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 VVolume Il. 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-FR43558], “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).”

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 11. 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.
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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. Loginto EDGAR. (See Section 5.1, “Login to EDGAR,” if you need detailed
instructions.)

2. Click *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 5-9: 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.

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

Retrieve/Edit Data
CIK and CCC Request

Enter a Company CIK and CCC

CIK:
CCC:

You must enter a vabhd CIK and CIK Confirmation Code (CCC) before contmumg. The followng
screens will allow you to retreve, view and update information related to the CIK valoe entered.

[ _I;:ol:lunue 3
Figure 5-9: Retrieve/Edit Data Page

4. Figure 5-10: Retrieve/Edit Company and Submission Data Page, appears. Click 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

CTE: 00350001
Please select one of the following optioms:

"Fer Nofe 4"

o Rotrieve Company Information 565 Vo 27
® Hotreve ModoleSogment Information

& Retrieve Returm Copies

® Enter Series amd Classes (Comtracts) Infiormation

* Hetmeve Halawcs Information
® View Account Activity Statement
® Change Company Password ar CCC

® Enter Amother CIK/CCC

"Mote £l Information will oaly be retumed for submessions where the CIK (identfied in the upper lzft comer of this
page) is eitker the Filer CIK or Logim CIK of tve related sobmission.

*Weote=l  Fpg peperal company quenies (nchidng wikdeard searches), please search the EDGAR Compeny datnhnse,

Figure 5-10: 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 5-12:
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 5-11: Not a Series and Classes
(Contracts) Investment Company will appear.

Since you are not an S/C Funds type, click 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 fallovang roreens are used o moasstam fenes and classes (contracts) mfommadon much as name, stabzs, aed hoker pymbol Uie the off-bne

DRGAR. software (1) 10 vdentfr or change mvestment compasy type {ICT) when appropoate as part of the submetiion process for the
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Figure 5-11: Not a Series and Classes (Contracts) Investment Company

5.4.1.4 Series and Classes (Contracts) Information Page Overview

Figure 5-12: 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

o 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
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CIK: 0000350001
Company Name: BIG'S FUND TRUST CO2

Current investment Company Type: Form N-1A Filer (Martual Fund)
MadilyCompany

Serles and Classes (Contracts) Information
NOTE: Updated information are not saved (submitted) it voo Verify and Confirm. To Vessfy updates, chek on the
“Verfy Submat Changes” button
Series idenifier: 5000183438 Status: Adne
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Figure 5-12: 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] Button
The [Modify Company] button can be used to change the Investment Company Type.

When the button is clicked, the Edit Investment Company Type page displays (see Figure 5-13:
Edit Investment Company Type Page).
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Edit Investment Company Type
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Figure 5-13: Edit Investment Company Type Page
To change your Investment Company Type:

e Click on the Investment Company Type drop down list. The selections are as follows:
Form N-1 Filer (Open-End Separate Account with No Variable Annuities)
Form N-1A Filer (Mutual Fund)
Form N-2 Filer (Closed-End Investment Company)

Form N-3 Filer (Separate Account registered as Open-End Management Investment
Company)

Form N-4 Filer (Variable Annuity UIT Separate Account)
Form N-5 Filer (Small Business Investment Company)
Form N-6 Filer (Variable Life UIT Separate Account)

Form S-1 or S-3 Filer (Face Amount Certificate Company)
Form S-6 Filer (UIT, Non-Insurance Product)

No longer an Investment Company Type in the selection list

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 If aclass (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 If there 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.”

54.1.4.1 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 5-14: Edit Series
Page. You will use the page to change a Series Name and/or its status.

Edit Series
CIK DOOGIS000]
Company Name: BIG FUND TRUST CO

* b aten pequared field

Sarws 1aenkfer SO00002112

Bris Mams * Series 1
Serwrs Blatuy ke inaclive (O idaged
Cancal

Figure 5-14: 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. If displayed, click on the appropriate Series Status selection indicator
3. When the entry is complete, click the [OK] button.

Note: If the 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: If the 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.
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54.1.42 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 5-15: Edit Class (Contract) Page shows the page as it
will appear.

Edit Class (Contract)
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Figure 5-15: 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. If displayed, click on the appropriate Class (Contract) Status selection symbol
4. Click 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 Class (Contract) Name must be filled in
e Class (Contract) Name cannot be used for more than one class of the Series
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e Class 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.

54.1.4.3 Series and Classes (Contracts) Information Edit Confirmation Page

The Series and Classes (Contracts) Information Edit Confirmation page is displayed when you
click the [Verify/Submit Changes] button on the Series and Classes (Contracts) Information

page.

Series and Classes (Contracts) Information Edit Confirmation

CIK: OO0 S4e00 1
Company Name: BIG FUND TRUST CO

You have made changes to the Senss and Clagses (Contracts) wdormabon bsted below Carefully renewr your changes, then edher
chek on the "Confem/Subest Changes” to sushenst your chamget o chek on "Contnue Edd® to refirm to the “Senes and Clagees
(Contracts) Infermahon” sereen
Aodified Bertes and Clazses (Contracis)
Ideriliar: CODOD00 31 2
Chumiges Ty MNamig
Frome Class AL
Tac Class 8

! Confirm/Submit Chonges J

Cintineg Eda

Frind

Figure 5-16: Series and Classes (Contracts) Information Edit Confirmation Page

Figure 5-16: 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 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.
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Series and Classes (Contracts) Information Edit Confirmation
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Figure 5-17: Series and Classes (Contracts) Information Edit Confirmation Page

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 5-18. 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

CIK: 0000 3Z0001
Company Name: BIG FUND TRUST €02

Your Series and Classes (Contracts) request was submitted. Your accession number for this submission s G00350001-13-002777.

Please note that vour change request may be subject to review by the SEC's Office of Filings and Information Services (OF1S) Fler Support
Bramch Untd this review is complete, vour modications will not appear on the Series and Classes (Contracts) screens. Upon OFIS review and
acceptance, EDGAR will delfiver a notification of vour changes to vour e-mail address on fil=. If vou have any questions regarding the stans of
yourr request, please contact OFIS at (202) 551-8900

[ Close Window

Figure 5-18: Series and Classes (Contracts) Information Edit Result Page

If you click the [Verify/Submit Changes] button on the Series and Classes (Contracts)
Information page and make no changes, the page shown in Figure 5-19: 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.
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Series and Classes (Contracts) Information Edit Confirmation

CIK GO0035000 1
Company Name: BIC FUND TRUST CO

Mo changes have been detected

I Feten lo Senes and Classes (Contracis) Informaton Screen 1

[ Close Window |
Figure 5-19: Series and Classes (Contracts) Information Edit Confirmation Page

54144 Series and Class Notification

Figure 5-20: 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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Senies and Class Notification, Modified Items

THE FOLLOWING SUBMISSION HAS BEEN ACCEPTED BY THE U.5. SECLRITIES AND EXCHANGE

COMMTSSION,

COMPANY § ATG FUND TRUST OO

FOaN TYPE:D SCUPCAT KUABER OF COCLMEMTS: 1

SECEIVED DATE: L13-S5&p-2004 0908 ACCEPTED DATE: 1%-Sep-2004 09258
TEST FILING: W CONFIRMING CO&Y! L=

ACCESSION NUMBER: 000035000L-04-0178480
FILE MMSER(S):
L. MNong,

THE PASSWCRD FOR LOGIN CIK OODO3R000]1 WILL EXPIRE Ql-Apr-IO0F 1EtlE.
PLEASE REFER TO THE ACCESSION MUMBER LISTED ABOVE FO& FUTURE INCUIRIES.
HEGISTRANT (S}t

1. €I 000350001
COMPANY BIG FUND TRUST CO
FoeM TYPE: SCUPDAT

FILE MUMBSERCSD:

L. None.

FUMMARY OF CHANGES:
MODIFIED THESE CLASSES (CONTRACTS)!:

L. CLASS (CONTRACT) IDi COOOO0OIL2
OLD MAME: Class AA
wEfw MAME: Class B

VBGENT: Werify that all of your addresses on the EDGAR database ars
correct. An {mcorrect address in the EDCAR Accounting Contact Name
and Agdress information may result in your fee Account Activity
Statement beinmg returmed to the SEC as undeliverable. Pleass correct
cutdated addreises via the EDGAR Filing website.

The EDGAR systeam i3 available to receive and process Tilings frrom
€100 a.m. To L0100 p.m. EasTern Timé on business dl.;:. Filer Support
staff sembérs are available to respond o reguests For assistance From
7100 a.m. TO Ti00 p.a. Eastern Tims.

we strongly emcour you to visit the Filing website at
https://mwn.edgarfiling.sec.gov. vou can download ocur current version
of the EDGARLIAL ‘windows softeare and templates, the Miler Masual,
receéive on-1ima halp, amd access Freguently Asked OuesTions.

Figure 5-20: Series and Class Notification, Modified Items
5.5  Request Return of Unused Funds
Filers must request a return of unused account funds via the EDGAR Filing Website.

Once you have logged into EDGAR and accessed the Retrieve/Edit Company and Submission
Data page, you can request for a return of unused funds:

1. Click the ‘Request Return of Unused Funds’ link. The Select the Method of Payment
page displays (Figure 5-21: Method of Payment Selection Page).
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Select the Method of Payment

CTK: (00350001
(1} Check Payment

(2} Wire Transfer
Submul Cancel

Figure 5-21: Method of Payment Selection Page

2. Select whether you would like a return of your unused funds in the form of a check
payment or a wire transfer.

3. Click the [Submit] button. The Request Return of Unused Funds page displays.
Alternatively, click the [Cancel] button to return to the Retrieve/Edit Company and
Submission Data page.

4. Enter either your Social Security Number or Tax Identification Number in the
corresponding fields. Ensure that the format of your SSN is DDD-DD-DDDD or your
TIN is DD-DDDDDDD, where D is a digit.

5. Enter the amount (in dollars) to be refunded in the Amount of Request in US Dollars
field.

6. Justify your request by selecting from the options given. If you select “Other”, then
provide a description in the text box provided.

7. Enter the e-mail address (up to three) of anyone else that you want to notify if the
request for refund has been accepted or rejected. An e-mail address must be in the
standard e-mail format and include one “@” and at least one “.” after the “@".

8. If necessary, you may update the Contact Name and Phone Number for this return of
unused funds request.

Note: The Contact Name, Phone Number, CIK, Company or Individual name, and
Mailing Address are pre-populated. However, only the Contact Name and
Phone Number fields are editable for this request. Changes made to the
Contact Name and the Phone Number on the request will not update the
information stored in the EDGAR company database. To make a permanent
change to the Contact Name, Phone Number, or other information maintained
in EDGAR (e.g., name, mailing address, contact information, e-mail address),
use the ‘Edit Company Information’ link available on the Request Return of
Unused Funds page.

9. Provide the following additional details if you selected ‘Wire Transfer’ as the method
of payment:
= Name of the institution: Enter the name of the institution.
= O-digit routing number (ACH ABA#): Enter the 9 digit routing number in the
format DDDDDDDDD where D represents a digit.
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= Depositor’s Account Number: Enter the account number of the depositor.

= Type of Account: Specify the type of account, whether it is a savings or a

checking account.

10. Click the [Submit Request] button on the Request Return of Unused Funds page. The
Request Return of Unused Funds Confirmation page displays (Figure 5-22: Request
Return of Unused Funds Confirmation).

Request Return of Unused Funds Confirmation

You have reqoested a retom of umsed fee account fimds. Carefully review the information provided bedow, then either select
“Sabmut Request’ or *Cancel Regoest” to retam to the Request Rehen of Unnsed Funds screen

Method of Pavment

CIK:

Company or Individoal Name-
Mlading Street 1:

Mading Street -

Mading Citv.

Mlading State

Mading Zip Postal Cade:

Social Secuity Nunber (55N
Tax ldenttfication Mumber (TINT:
Amount of Request i U5 Dollars:
Cootact Person

Contact Phome:

Tnstification for Reguest
Explanation:

Motification Enssl Address: 1)
Notifieation Fred Address: 1)

Notfication Emedd Address: 3}

Cancel Request

Check Payment
000350001

BIG'S FUND TRUST CO2
126 STREETS

CHEC THIS ADDRESS
CENTREVILLE

MA

AJITI3

00000000
32599
TESTER ONE
123-456-7890

Duplicate Payment made

Figure 5-22: Request Return of Unused Funds Confirmation

11. Click the [Submit Request] button on the Request Return of Unused Funds Confirmation
page. You will be notified of the status of your request via e-mail — whether the request
for return of unused funds was accepted or denied.

Note: You can also view the notification via the ‘Retrieve Submission Information’
link on the OnlineForms Management or the EDGAR Filing website.

Click the [Cancel Request] button to return to the Request Return of Unused Funds

page.
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5.6 View Fee Account Information

Filers can view their account balance and the amount of most recent deposit, via the EDGAR Filing
Website. The account balance may include any offsets used to pay for fees, as well as possible
refunds and deposits. Additionally, filers can view their account activity statement for the previous
12 months, one month at a time.

Note: The account information may take up to 24 hours from the date and time of the last
transaction to display updated information on the Balance Information page.

5.6.1 View Account Balance and Amount of Last Deposit

Once you have logged into EDGAR and accessed the Retrieve/Edit Company and Submission
Data page, you can view your balance information and amount of last deposit.

1. Click the “Retrieve Balance Information’ link. The Balance Information page (Figure
5-23: Balance Information Page) opens displaying the CIK, account balance, and last
deposit information for the filer.

Balance Information

The EDGAR Fee Subsystem contains the account information listed below about the selected
Company.

Aceount information may take up to 24 hours from the time and date of the last transaction to
display updated information.

CIK: COO03S0001

Account Balance: | $8,052,238,089 52

ﬁmtrm!t of Last $3.335.00

Deposit:

Date ol Last Wed Jan 07 00:00:00 EST 2009
Deposit:

Cncal |

Figure 5-23: Balance Information Page

2. View the account balance in the Account Balance field.

3. View the date and amount of the last deposit in the Date of Last Deposit and
Amount of Last Deposit fields.

5.6.2 View Account Activity Statement
Once you have logged into EDGAR and accessed the Retrieve/Edit Company and Submission

Data page, you can view your account activity statement for the previous 12 months, one month
at a time:

1. Click the “View Account Activity Statement’ link. The View Account Activity
Statement page opens (Figure 5-24: View Account Activity Statement Page).
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View Account Activity Statement

CIK: 0000350001

Statement I'—'—'—'-j
0472012 =

Period:

Submit Regquest |

Figure 5-24: View Account Activity Statement Page

2. Select the statement period of the account activity statement from the Statement
Period field. You can select the period that you want to view from one of the 12
previous statement periods.

3. Click the [Submit Request] button. The account activity statement for the selected
period displays on the Account Activity Statement page.

Table 5-1 contains a list of all the fields and descriptions available on the Account Activity
Statement page.

Table 5-1: A Description of Fields on the Account Activity Statement Page

Field Description
Period Ending Refers to the end period/date of the Account activity statement.
Account Number The account number that identifies your account. This number

should be referenced when corresponding with the SEC.

Statement Period Period of time covered by the statement — for example
10/1/2011 - 10/31/2011.

Beginning of Period
Field Description

Due SEC Total amount of funds due to the SEC at the beginning of the
statement period.

Available Total amount of funds available at the beginning of the
statement period.
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Field

Description

Payment Applied

Total amount of funds received during the statement period.
Includes corrections made during the statement period.

Filing Fees Incurred

Total filing fees incurred during the statement period. Includes
adjustments made during the statement period.

d of Period
Field Description
Due SEC Total balance owed to the SEC at the end of the statement
period.
Available Total balance of funds available at the end of the statement

period.

Transaction Details

A detailed listing of account transactions and corrections made
during the statement period.

Transaction Date

The date the transaction was posted to your account. This date
may differ from the actual filing date of the document or
receipt of funds.

Activity/Description

Describes various fee payment methods; for example — wire
transfer, mail.

Form Type/Reference
Number

Refers to the type of form (reference number).

Amount

The amount of the transaction.

Balance

The balance remaining after the transaction.

Remit Check Payment
to

Provides information on where to submit your check if you
owe payment to the SEC.

Remit Wire payment
to

Provides information on where to send your wire payment if
you owe payment to the SEC.

ABA

The US bank’s 9-digit routing number (Format:
DDDDDDDDD).

Account Number

The US bank account number designated for SEC filers.

CIK

The login Central Index Key.

EDGAR Filer Manual (Volume 1)

5-26

Mareh-July 2017



DRAFT

5.7 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. From the Retrieve/Edit Company and Submission Data page (Figure 5-2:
Retrieve/Edit Company and Submission Data Page), click ‘Enter Another CIK/CCC"’.
The Retrieve/Edit Data login page (Figure 5-1: Retrieve/Edit Data Page) appears.

2. Enter your CIK and CCC and click 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 Il 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 VVolume 11
before you submit a filing.

For EDGARLIink Online and all EDGAR websites, we recommend that you use vendor
supported versions of Internet Explorer. EDGARLIink Online and all EDGAR websites also
work with vendor supported versions of Google Chrome. The use of browsers is discussed in
Section 2.3, “Introduction to Web Browsers.”

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.”

o Secure an ISP for access to the Internet

e Properly prepare and maintain documents and software, see EDGAR Filer Manual
Volume II.

6.2 EDGARLIink Online Forms
6.2.1 Creating an EDGARLIink 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 11 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 EDGARLIink Online.

6.2.1.1 EDGARLIink Online Data Gathering Model
All online submissions will follow the same basic model. EDGARLink 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.
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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,
disseminated to the public (based on the dissemination rules in EDGAR).

6.2.1.2 Submitting an EDGARLink Online Form

When you create an EDGARLIink 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.

When you are certain that the data you have entered is correct, then use the [SUBMIT] button to
send in your submission.

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
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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:

Allow you to choose the type of submission to prepare, i.e. Assemble Ownership
Submission.

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.

Allow you to provide general submission information, i.e., contact name, phone number,
e-mail address, and Return Copy information.

Allow you to provide additional e-mail addresses to receive Filer Notification messages.

Allow you to provide all of the necessary information required by the SEC rules on an
appropriate data gathering form.

Allow you to provide your signature and signature date.

Allow you to verify the information on the form.

Allow you to edit reporting owner address on the form where necessary.

Allow you to upload attachments, i.e. cover letters, exhibits, or correspondence.

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.

Allow you to transmit the reviewed submission to EDGAR for processing.

The following are important notes to consider when preparing a submission using the
OnlineForms/XML Website:

6.3.2

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.

You can exit the window at any time to discard your work in progress and start over.

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.

The maximum size of your submission must not exceed 200 MB.
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.
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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 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
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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

Term or Acronym Definition
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 unigue 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

such as Google Chrome and Internet Explorer.

CCC CIK Confirmation Code.
CENTRAL INDEX A unique number assigned by the SEC, distinguishing the
KEY (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
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Term or Acronym

CIK CONFIRMATION
CODE (CCC)

CLASS (CONTRACT)
IDENTIFIER
CONFIDENTIAL

CONFIRMING COPY

COOKIE

CORRESPONDENCE
SUBMISSION

DATA FIELD

DATATAG

DIRECT
TRANSMISSION

DRAFT

Definition

An eight-character code that EDGAR uses in conjunction with
the CIK to authenticate a filer.

Unique identifier assigned by SEC to each class (contract) of an
investment company. The format is a 'C' followed by nine digits.

Refers to portions of documents omitted from public filings
pursuant to SEC rules (e.g., Rule 406 under 1933 Act).

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.

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.

A submission type EDGAR participants may use to submit 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.”

An element in a submission data entry form.

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.

An electronic submission sent via the Internet.
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Term or Acronym Definition

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.

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

SUBMISSION one 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 600 MB for
form types ABS-EE and ABS-EE/A, and 200 MB for all other
form types. EDGARLink Online submissions size calculation
includes the size of the mimed documents. (Refer to Section
7.3.2 of Volume 11 of the Filer Manual for details.)
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Term or Acronym Definition

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
VVolume Il, 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.
FILER A person or entity on whose behalf an electronic filing is made

that is not otherwise covered by another Form ID applicant type.

FILING AGENT 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.

FILING TYPES 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).

FORM ID The electronic application used by new filing entities to apply for
access codes to file on EDGAR, namely the CIK, Password,
CCC, and PMAC.

FORM SE A Form “Separate Exhibit” accompanies all exhibits to electronic
filings that are submitted in paper.

FORM TH 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.

FORM TYPE 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.
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Term or Acronym
FTP

FWS

FUNDING PORTAL

GROUPED TAGS

HEADER

HTML

INSTITUTIONAL
INVESTMENT
MANAGER (FORM
13F FILER)

INTERNET

INTERNET ADDRESS
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Definition
File Transfer Protocol.

EDGAR Filing Website.

A broker acting as an intermediary in a transaction involving the
offer or sale of securities offered and sold in reliance on Section
4(a)(6) of the Securities Act, that does not: (1) offer investment
advice or recommendations; (2) solicit purchases, sales or offers
to buy the securities displayed on its platform; (3) compensate
employees, agents or other persons for such solicitation or based
on the sale of securities displayed or referenced on its platform;
or (4) hold, manage, possess, or otherwise handle investor funds
or securities.

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.

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.

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.

A person or entity that is required to file a Form 13F under
Section 13(f) of the Securities Exchange Act of 1934, as
amended. (See 15 U.S.C. 78m(f)(6)(A)).

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.

Synonym for the e-mail address for filers with Internet addresses.

Mareh-July 2017

A-5 EDGAR Filer Manual (Volume 1)



Term or Acronym

INVESTMENT
COMPANY, BUSINESS
DEVELOPMENT
COMPANY OR
INSURANCE
COMPANY
SEPARATE ACCOUNT

INVESTMENT
COMPANY TYPE

ISP

LARGE TRADER

LDAP

LOCKBOX

MASTER SEGMENT

MODULAR
SUBMISSION

DRAFT

Definition

A person or entity that meets the definition of “investment
company” in Section 3 of the Investment Company Act of 1940,
as amended (See 15 U.S.C. 80a-3), or otherwise registers an
offering of its securities on a registration form adopted by the
Commission under such Act, including management companies,
face-amount certificate companies, unit investment trusts,
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).

Information required on the Series and Classes (Contracts)
Information page.

Internet Service Provider

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)).

Lightweight Directory Access Protocol.

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.

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.

In EDGAR, a modular submission is a document intended to be
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.
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Term or Acronym

MODULE

MUNICIPAL
ADVISOR

NATIONALLY
RECOGNIZED
STATISTICAL
RATING
ORGANIZATION

NESTED

NON-INVESTMENT
COMPANY
APPLICANT

NON-PUBLIC

N-SAR

DRAFT

Definition

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.

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 by the Dodd-Frank Act. (See 15 U.S.C. 780-4(e)(4)).

Any person that is a “nationally recognized statistical rating
organization” as defined in Section 3(a)(62) of the Securities
Exchange Act of 1934, as amended. (See 15 U.S.C. 78c(a)(62)).

Certain data fields that must appear together are “nested”. In the
tag example tables in Volume Il, 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.

A person or entity submitting an application for an order seeking
an exemption under the Investment Company Act of 1940, as
amended.

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
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Term or Acronym Definition

PASSPHRASE 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.

PASSWORD A unique, confidential code assigned to EDGAR filers that must
be used in conjunction with the CIK number. You must enter
these two codes correctly to access EDGAR. You must use the
electronic Form ID to apply for a password.

PDF Portable Document Format.

PDN Public Data Network.

PMAC Password Modification Authorization Code. An eight-character
code that authenticates a request to change a password.

REGISTRANT The issuer of securities for which a registration statement, report,
proxy, or information statement is filed.

RETURN COPY A copy of an accepted filing posted on the EDGAR Filing
Website and available to registrants and co-registrants only.

SCP Secure Copy; see SSH.

SEC U.S. Securities and Exchange Commission.

SECURITY-BASED Any person that is a “security-based swap data repository” as

SWAP DATA defined in Section 3(a)(75) of the Securities Exchange Act of

REPOSITORY 1934, as amended. (See 15 U.S.C. 78c(a)(75)).

SECURITY-BASED Any person that is a “security-based swap dealer” or a “major

SWAP DEALER AND security-based swap participant” as each term is defined in
MAJOR SECURITY- Sections 3(a)(71) and (67) of the Securities Exchange Act of

BASED SWAP 1934, as amended. (See 15 U.S.C. 78c(a)(71) and (67)).

PARTICIPANT

SECURITY-BASED A trading system or platform that is a “security-based swap

SWAP EXECUTION execution facility” as defined in Section 3(a)(77) of the

FACILITY Securities Exchange Act of 1934, as amended. (See 15 U.S.C.
78c(a)(77)).
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Term or Acronym Definition

SEGMENT 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.

SEGMENTED FILING A submission comprised of segments submitted separately, and
later combined at the direction of the filer to make a single
complete submission.

SERIES IDENTIFIER Unique identifier assigned by SEC to each series of an
investment company. The format is a 'S’ followed by nine digits.

SGML Standard Generalized Mark-up Language.
SROs Self-Regulatory Organizations.

Example SROs are:

NYSE - New York Stock Exchange

BSE - Boston Stock Exchange

NASD - National Association of Securities Dealers
See Volume Il, 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.
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Term or Acronym Definition

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.

TAG 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.

TEST FILING 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.

TRAINING AGENT A person or entity that will be sending only test filings in
conjunction with training other persons.

TRANSFER AGENT 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)).

TRANSMISSION A set of one or more submissions sent electronically to EDGAR
during an on-line session.
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Term or Acronym Definition

TRANSMISSION Filings are submitted and transmitted to EDGAR using the

METHOD Internet.

TYPE 1 A module or segment that contains a portion of a document that
is positioned within a submission using the <MODULE> or
<SEGMENT?> tags.

TYPE 2 A module or segment that contains an entire document, or
documents, positioned at the end of a submission much like an
appendix.

URL Uniform Resource Locator, also known as an Internet address.

VALUE 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.

XBRL Extensible Business Reporting Language

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 | reach any of the
EDGAR websites?

How do I reach the
EDGAR Filer Management
Website?

How do I reach the
EDGAR Filing Website?

How do | reach the
EDGAR
OnlineForms/ XML
Website?

Which web browser shall |
use for EDGARLink
Online?

Which web browser shall |
use for other EDGAR
websites?

Can | use a web browser
such as Safari to access
EDGAR websites?

The easiest way to use the EDGAR system is to access the
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.

You can reach this site by using the EDGAR Filer Management
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 EDGARLIink Online, we recommend using a version of
Microsoft Internet Explorer or Google Chrome which is still
supported by the vendor.

For other EDGAR websites, we recommend that you use a version
of Microsoft Internet Explorer or Google Chrome which is still
supported by the vendor.

Safari does not perform consistently with EDGAR and so we do
not recommend the use of this browser.
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Questions

Answers

Where do | find the Form
ID?

How do | prepare the
authentication document to
submit along with my Form
ID application?

How do | change my
password?

How do | change my CCC?

Can I change an expired
password via the EDGAR
Filing Website?

To find the PDF version of Form ID, use the following link to the
SEC web page:_http://www.sec.gov/forms.

You must submit Form ID applications electronically as the SEC
does not accept these applications in paper format.

To apply for EDGAR access, use the EDGAR Filer Management
Website URL.: https://www.filermanagement.edgarfiling.sec.gov.

Follow the steps below to prepare and submit the authentication
document along with the Form ID application:

1. Complete the electronic Form ID application, and print
the “Form ID Application Confirmation” page.
Alternatively, complete and print the Form ID that is
found on the SEC’s Public Site.

2. Sign the form and have the form notarized.

3. Scan the authentication document to your computer and
save it in PDF format.

4. Attach the authentication document to your electronic
Form ID application and submit both to the
Commission.

You may change your password at any time before it expires and
within 10 days after the expiration date using the EDGAR 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 Your Password,” for more information).

You may change your CCC using the EDGAR Filing Website.
Login to EDGAR using the EDGAR Filing Website, click
‘Retrieve/Edit Data’, and then click ‘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.

EDGAR Filer Manual (Volume 1)

B-2 Mareh-July 2017



http://www.sec.gov/forms
https://www.filermanagement.edgarfiling.sec.gov/
https://www.edgarfiling.sec.gov/

DRAFT

Questions

Answers

How do | change company
information?

How quickly can |
determine whether my
filing was accepted?

How do | check the status
of a submission?

Can I download Copy
Return Copies more than
once?

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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Questions

Answers

How do | access the
EDGAR Quick Reference
Guides from the EDGAR
Filer Management
Website?

Navigate to the Frequently Asked Questions screen on the
EDGAR Filer Management Website, and click the “EDGAR
Quick Reference Guides” hyperlink displayed under the “Other
Filer Management FAQ Topics.” The following EDGAR Quick
Reference Guides will be displayed as hyperlinks:

Authentication Document — Save as a PDF File in Adobe
Acrobat

Authentication Document — Save as a PDF File in Adobe
Reader

Browser Quick Reference Guide
Filings — Attaching and Submitting

Form 13F — Create a 13F XML Information Table using
Excel 2010 or 2007

Form ID — How to Obtain EDGAR Access Codes to
Access EDGAR

HTML — Creating Simple HTML Files
Organizational Chart — Save using ADOBE Acrobat
SC 13D Blank Form Instructions

SC 13G Blank Form Instructions

EDGAR Filer Manual (Volume 1)
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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 re-displayed, 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 ﬁﬁrcriltl)er
Space 32
& Ampersand 38
Hyphen, dash 45
\ Backward slash 92
/ Virgule, forward slash a7
! 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/grave accent | 96

{ Left brace 123
| Vertical bar 124
} Right brace 125

‘ Single quote/apostrophe | 39

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).

C.4  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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