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Notice

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

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

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

e EDGAR Gateway to submit filings (https://www.portal.edgartfiling.sec.gov)

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

EDGAR" and EDGARLInk” are registered trademarks of the Securities and Exchange
Commission. EDGARLite™ is a trademark of the Securities and Exchange Commission. All
other product brand names mentioned i 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 December 17, 2018, the following changes will be made to the EDGAR Filer Manual as part
of EDGAR Release 18.4 — Phase I:

In Release No. 34-83663 (83 FR 38768) adopted July 18, 2018, the Commission adopted
new Form ATS-N, which will require alternative trading systems (ATSs) that trade
National Market System (NMS) stocks (NMS Stock ATS) to disclose information about
the broker-dealer that operates the ATS (Broker-Dealer Operator), how the ATS operates,
and the ATS-related activities of the Broker-Dealer Operator and its affiliates. EDGAR
will be updated to add the following new submission form types to EDGAR Online
Forms:

o ATS-N: Initial Form ATS-N (Rule 304(a)(1)(i))

o ATS-N/MA: Material Amendment (Rule 304(a)(2)(i)(A))

o ATS-N/UA: Updating Amendment (Rule 304(a)(2)(1)(B))

o ATS-N/CA: Correcting Amendment (Rule 304(a)(2)(1)(C))

o ATS-N/OFA: Order Display and Fair Access Amendment (Rule 304(a)(2)(1)(D))
o ATS-N-C: Notice of Cessation (Rule 304(a)(3))

o ATS-N-W: Withdrawal of Form ATS-N filing

Pursuant to Rule 304, an entity seeking to operate an NMS Stock ATS must file a Form
ATS-N on or after January 7, 2019. A Legacy NMS Stock ATS must file a Form ATS-N
no earlier than January 7, 2019, and no later than February 8, 2019.

The new Form ATS-N submission form types will be accessible by selecting the 'File
Form ATS-N' link on the EDGAR Filing Website. Additionally, filers may construct
XML submissions for these submission form types by following the "EDGAR Form
ATS-N XML Technical Specification" document available on the SEC's Public Website
(https://www.sec.gov/info/edgar/tech-specs). See Chapter 3 (Index to Forms), Chapter 5
(Constructing Attached Documents and Document Types), Chapter 7 (Preparing and
Transmitting EDGARLink Online Submissions), Chapter 8 (Preparing and Transmitting
Online Submissions), Appendix A (Messages Reported by EDGAR), and Appendix E
(Automated Conformance Rules for EDGAR Data Fields) of the "EDGAR Filer Manual,
Volume II: EDGAR Filing."

In Release 33-10486 adopted April 25, 2018, the Commission revised item requirements
to remove fields that ask for personally identifiable information.

o The Social Security Number and Date of Birth fields will be removed from
submission form types CFPORTAL, CFPORTAL/A, and CFPORTAL-W.

o The Social Security Number, Date of Birth, and Foreign ID No. fields will be
removed from submission form types MA, MA-A, and MA/A.

o The Social Security Number field will be removed from submission form types
MA-I and MA-T/A.
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See Chapter 8 (Preparing and Transmitting Online Submissions) of the "EDGAR Filer
Manual, Volume II: EDGAR Filing."

e Submission form types 1-A, 1-A/A, 1-A POS, DOS, and DOS/A will be updated to
rename “Income Statement Information” to “Statement of Comprehensive Income

Information” in Item 1: Issuer Information. See Chapter 8 (Preparing and Transmitting
Online Submissions) of the "EDGAR Filer Manual, Volume II: EDGAR Filing."

e “EDGAR Filer Manual Volume I: General Information” will include the following
updates:

o Revised hyperlinks for accessing the EDGAR Filer Manuals on the SEC's Public
Website.

o Revised contact information for the Division of Corporation Finance and the
Division of Investment Management.

o The EDGAR OnlineForms/ XML Website will be renamed the EDGAR
OnlineForms Website.

o Section 5.6 will be renamed “Filing Fees”.

See Chapter 2 (General Information for Filers), Chapter 3 (Becoming and EDGAR Filer),
Chapter 4 (Generating EDGAR Access Codes), Chapter 6 (Introduction to Filing on
EDGAR), and Appendix B (Frequently Asked Questions) of the "EDGAR Filer Manual,
Volume I: General Information."

e “EDGAR Filer Manual Volume II: EDGAR Filing” will include the following updates:

o Revised hyperlinks for accessing the EDGAR Filer Manuals on the SEC's Public
Website.

o Revised contact information for the Division of Corporation Finance and the
Division of Investment Management.

o The EDGAR OnlineForms/ XML Website will be renamed the EDGAR
OnlineForms Website.

o Modified content for Chapter 3 (Index to Forms) to update instructions, and
include forms previously overlooked.

o Revised mnstructions for select form types for ease of understanding.

See Chapter 2 (Quick Guide to EDGAR Filing), Chapter 3 (Index to Forms), Chapter 4
(Filing Fee Information), Chapter 5 (Constructing Attached Documents and Document
Types), Chapter 6 (Interactive Data), Chapter 7 (Preparing and Transmitting
EDGARLink Online Submissions), Chapter 8 (Preparing and Transmitting Online
Submissions), Appendix B (Frequently Asked Questions), Appendix C (EDGAR
Submission Types), Appendix D (Paper Forms), and Appendix F (Glossary of
Commonly Used Terms, Acronyms and Abbreviations).

e Section titles in Chapter 6 (Interactive Data) of “EDGAR Filer Manual Volume II:
EDGAR Filing” will be updated for readability and ease of understanding.
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EDGAR Release 18.4 — Phase 1 will also implement a number of other changes that do not
impact the EDGAR Filer Manual, which are detailed in the Release Notes.

On January 28, 2019, the following changes will be made as part of EDGAR Release 18.4 —
Phase 2:

e The Schedule B tab in submission form types MA-A and MA/A will be displayed when
Schedule B information is present from the most recent MA, MA-A, and MA/A filings,
regardless of how a filer responded to the “Does applicant have any indirect owners to be
reported on Schedule B?” field on Schedule A for the initial MA filing. See Chapter 8

(Preparing and Transmitting Online Submissions) of the "EDGAR Filer Manual, Volume
II: EDGAR Filing."

e InRelease 33-10514, adopted June 28, 2018, the Commission revised the requirements
surrounding Inline XBRL (iXBRL):

o The list of submissions that allow the primary document to be in iXBRL format
now include submission form types S-1, S-1/A, S-IMEF, S-3, S-3/A, S-3ASR, S-
3D, S-3DPOS, S-3MEF, S-4, S-4/A, S-4EF, S-4MEF, S-4 POS, S-11, S-11/A, S-
1IMEF, F-1, F-1/A, F-1MEF, F-3, F-3/A, F-3ASR, F-3D, F-3DPOS, F-3MEF, F-
4, F-4/A, F-4EF, F-4MEF, F-4 POS, F-10, F-10/A, F-10EF, F-10POS, 485BPOS,
and 497.

o Tagged content can appear in more than one iXBRL formatted attachment on a
single submission.

o EX-100 Voluntary XBRL attachments will no longer be allowed for EDGAR
submissions.

o Edits to Section 6.13 of the “EDGAR Filer Manual, Volume II: EDGAR Filing”
will relax certain rendering requirements and related validations for submission
form types 485BPOS and 497 that are formatted with Inline XBRL. Filers will not
be required to reproduce the layout, ordering, and formatting of each Filing
Summary using custom linkbases and text blocks with “embedded” tables.
Validation errors that would otherwise be produced related to the display of
numbers in bar charts and other rendering-related requirements will be relaxed.
Submissions without Inline XBRL remain unaffected by these simplifications.

See Chapter 5 (Maintenance of Company Data), Chapter 6 (Interactive Data), and
Appendix E (Automated Conformance Rules for EDGAR Data Fields) of the "EDGAR
Filer Manual, Volume II: EDGAR Filing."

EDGAR Release 18.4 — Phase 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 Actof 1933, the Securities
Exchange Actof 1934, the Trust Indenture Actof 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 n 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 (https://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 Rules, Regulations, and Schedules page on the SEC’s
website (https://www.sec.gov/divisions/c orpfin/ecfrlinks.shtml) under Forms and Associated
Regulations, EDGAR.

Please see the EDGAR Filer Manual Volume II for a detailed listing of laws and releases that

affect electronic filing. You may obtain copies of this material from our SEC website
(https://www.sec.gov/info/edgar/edmanuals.htm).
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1. INTRODUCTION TO VOLUME I
1.1 Organization of this Manual

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

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

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

CHAPTER 1 — Introduction
CHAPTER 2 — General Information for Filers
CHAPTER 3 — Becoming an EDGAR Filer
CHAPTER 4 — Generating EDGAR Access Codes
CHAPTER 5 — Maintenance of Company Data
CHAPTER 6 — Introduction to Filing on EDGAR
APPENDICES:
A Glossary of Commonly Used Terms, Acronyms, and Abbre viations
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
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e Menus, menu options, radio buttons, and statuses appear in title case and have double
quotation marks around them:
“Test Filing” radio button
From the “Edit” menu, select “Copy”
“Busy” status

e Directories and file names appear in bold text:
The C:\temp directory
r10q-630.txt (the file saved in ASCII)
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

(https://www.sec.gov/info/edgar/edmanuals.htm). The Filer Manual is also available on the
EDGAR Filing Website (https://www.edgarfiling.sec.gov) under “General Help”.

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 setup. 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
nformation, 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 Require ments

The following list states the recommended system requirements:

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

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

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

For those using EDGARLIink Online for the creation of more document intensive
submissions, the following PC recommendation applies:
o 1.28 GB MHz processor or higher

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

Internet browsers:

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

o 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 canreach our Filer Support staff at (202) 551-8900. The staff responds to general EDGAR
questions like how to become a filer, the Form ID process, how to get to the websites, how to
update filer mformation, filing of forms, and header tags. Filer Support is available each business
day from 9:00 A.M. to 5:30 P.M. Eastern Time. Filer Support voicemail will be available during
off hours.

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

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.

Division of Corporation Finance:

For help with filings reviewed by the Division of Corporation Finance, contact 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.

For help with Form ATS-N filings, contact the Office of Market Supervision, in the
Division of Trading and Markets, inquiry line: (202) 551-5777.

Division of Investment Management:
For help with filings reviewed by the Division of Investment Management, see below.
For Form 13F, call the IM Chief Counsel inquiry line: (202) 551-6825.
For N-CEN or Form 24F-2, call the N-CEN/24F-2 inquiry line: (202) 551-6703.

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

For questions concerning post-acceptance corrections and withdrawals, first please read
our notice, “IM EDGAR Post-Acceptance Corrections” under “Investment Management”
on the Guidance for Filers web page (https:/www.sec.gov/info/edgar/guidance).

For questions concerning series and classes (contracts), first read our notice, “Series and
Class (Contract) Notice and FAQ’s” under “Investment Management” on the Guidance
for Filers web page (https./www.sec.gov/info/edgar/guidance).

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.
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3. BECOMING AN EDGAR FILER
3.1  Getting Ready

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

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 eachentity 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 i submission headers. To avoid confusion, we do not use the
number 1 (one), the lower-case letter “I” (el), the number 0 (zero), or the capital letter O
(oh) in assigning codes. We suggest that you also avoid using these numbers and letters
when changing your CCC. You will need both a CIK and its corresponding CCC to
submit a filing.

Releasing the CCC To Filing Agents and Financial Printers:

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

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
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(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 i 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 Gate way

Any potential filer canaccess 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.
hitps..//’www.portal.edgarfiling.sec.gov
The EDGAR Gateway page appears (see Figure 3-1: EDGAR Gateway Page).

This page functions as a gateway to all EDGAR websites. 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.
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Figure 3-1: EDGAR Gateway Page

3.1.2 Accessing the EDGAR Filer Manage ment Website

Another way to access the EFMW is to go directly to the website by executing the following
procedure:

1. Connect to the Internet.
2. Go to the EFMW
hittps..//’www.filermanagement.edgarfiling.sec.gov

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

This page functions as a gateway to the website.
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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Figure 3-3: EDGAR Filer Management Welcome Page (Top)
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3.1.3 Navigating the EDGAR Filer Manage ment 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
amenu page. This menu is broken down into two different sections:

e Filer Management

e Support
EDGAR®
Form 1D

» Home

Electrome Filer
¢s for New Senal

Suppor
* General Help
* Frequently Acked Questions

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 Website) and to support
future functionality. Please note that the links open pop-up windows, so users should not disable
pop-up displays.
3.13.1 Filer Manage ment
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 cancreate a Form ID application and
submit it to the SEC for acceptance. A Form ID application is typically submitted by:

e A fpotential] filer who has not previously filed with the SEC in any media
or
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e A current filer who needs to file in a new capacity’
Acceptance of a Form ID application results in the creation of a new Central Index Key (CIK)?.

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
passphrase3 , you are presented with EDGAR access codes (for an existing CIK) that are needed
to perform common “filing” activities. (These EDGAR access codes are the Password
Modification Authorization Code [PMACT], 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 canuse 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.”

3.13.2 Support

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

3.13.2.1 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 theapplicant, not
the person filling out the form.

* The CIK is a numberthat is assigned to each entity (company or individual) thatsubmits filings to the SEC. Use of
the CIK allows us to differentiate between filing entities with similarnames. A CIK is used to identify all filers, both
EDGAR and non-EDGAR.

’ The EDGAR passphrase is a security code that is used to generatea set of EDGAR access codes.
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General Help

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

® Filer NManual

Figure 3-5: EFMW General Help Page

3.133 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 NewSEC 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.”

3.21 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 comple ted.

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:

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.

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 ID, 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
mcomplete 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:

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

e Determine if the filer is requesting access codes to submit draft registration or draft
offering statement.

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

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

e 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.

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

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

* ASCII (* txt file extension), HTML (* htmfile extension)and PDF attachments are accepted; graphic formats are
notaccepted.
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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

« you as an individual,
« another individual whom vou represent, or
« acompany 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 yvou 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: ff 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 1D (*indicates required field. Help for a ficld may be accessed by clicking its label )

Application for EDGAR Access (Form 1D}

Applicant Type

Filer v|

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

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

. Applicant Filer Contact Account Signature
SERECSNRI ES 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

(Company) Yes Yes Yes Yes Yes
Municipal 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 Filer Contact Account Signature

QEREEDES Information | Information | Information | Information | Information
Non-Investment Company
Applicant under the
Investment Company Act of Yes Yes Yes Yes Yes
1940 (Company)
Non-Investment Company
Applicant under the
Investment Company Act of Yes No Yes Yes Yes
1940 (Individual)
Securi_ty-Based Swap Data Yes Yes Yes Yes Yes
Repository (Company)
Security-Based Swap Data | y o No Yes Yes Yes
Repository (Individual)
Security-Based Swap
Dealer and Major Security-
Based Swap Participant Yes Yes Yes Yes Yes
(Company)
Security-Based Swap
Dealer and Major Security-
Based Swap Participant Yes No Yes Yes Yes
(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 Inthe web browser, 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.)

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

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

3.222.1 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 setto {“Filer”
and “Company”’}. Ifapplicable, select the checkbox to indicate that you are requesting access
codes to submit a draft registration statement or draft offering statement. Refer to Chapter 7 in
Volume II 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 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 thatare common to the filer attributes settings will be preserved; however, data that exists in a
section thatis not needed based uponthe new filer attribute setting is lost. For example, Filer (Company) requires
the entry of Filer Information — if you switch thefiler attributes to Filer (Individual), any Filer Information thatyou
may have enteredis lost.
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Apply for EDGAR Access (New)

Intentional mizstatements or omissions of facts constitute faderal criminal vickhtions . See 18 U8 .C 1001

Plase fillin the application below

= vou asan ndividual
« another ndividual whom you represent, or
+ a compairy that vou mpesent

needs to file electronically with the SEC via the EDGAR. sy=tem. Allreferences to “Appheant” on this form ez to the ndnadoal
or compary thatneeds to file with the SEC; thus, if you represent an individual or ¢ ompary, “Applicant” is not you but mther the
ndwidual or company that you represent.

Note: Filing Agent applicant type must be nsed ONLY by a fimancial 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.

Thi= application i for potential filers who are new to the SEC only: if the potential filer (L.e., Applicant) alreadyhas an assrned
EDGAR. Central Index K ey (CIK), do not use this form! In this case, refer to the EDGAR. Filer lviamial for more information.

Fomn ID [*indicaies required field. Help fora feldmaybe scoessed by didiing iis lzbel)
Application or EDGAR Access {Form 0}

Applicant Type
[Filer hd

Indicate whether the applicant is a companyor in dividual
@ Company ) Individusl
[[] Access oodes will be wsed o submit drat registration or dra to fering = EEment

Note: The Mame of A pplicant must be in English!
Also, the value that youenter below may be conformed to meet EDGAR standards. Click bere for details.

Mame of Applicant (Englizh language) *
I
Mailing Stest 1+ Mailing Street2

I | | |
Mailing City™ Mailing State/Country™

I | | v
Mailing Zip/Postal Code *

[ ]

Fhone =

Note: If the potential fler does not have a TIN, enter "0 -0 300" below.

Tax lden fiication Number (TIN)
{DD-0oDDDDD) =

[ ]

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 canbe 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 ntended 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).

Fiter information

“Doing Business As™ Mame

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

Foreign Mame

[ Business address same as mailing address. Business address is required if not the same

Business Streel 1 Business Straet 2

Business City Business State/Country

I I I~

Business Zip/Fostal Code

—

Stale of Incorporation
Fizcal Year End (MMDD)
10731

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

Contact for EDGAR Information, Inquines and Access Codes

Contact Mame *
|[Jane Doe

[T Contad address same a5 mailing address, Contact address is réquired if not the same

Contact Street 1 * Contad Streel 2

|555 Mockingbizd Lane [Suite 8

Contact City * Contact State/Country *

[Alexandria [vimsInNIA -]

Contact ZipiPostal Code *

22312-2447

Contact Phone ®
[703-555-1234

Mote: The E-mail address below is where your new CIK will be sent after form submission and review. I is very iImponant that you enter
it correctly. To help ansure accuracy, you must anter i bwice,

E-mail Address

[avenailaddress@xyz con

Re-enter E-mail Address *

[n',ren,a 1laddress#uyz .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 ID
application is accepted and you have your EDGAR access codes, you canuse the Edit Company

Information capability of the EDGAR Filing or OnlineForms websites to update this information
as required.
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3.2.2.2.4 Contact for SEC Account Information

The Contact for SEC Account Information and Billing Invoices section of the Form ID
application is the fourth data entry section that is displayed upon the page. 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 far SEC Accound Informiation and Billing Imadices

Contac Name *
[John Doe

i Conlact address same as mailing address. Contact addréss is réguirad if not the same

Contact Streel 1 Contact Streel 2

Contact City Contact State/Country
[ [ =

Contact Zip/Postal Code

—

Contad Phane *
|301-585-1234

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

3.222.5 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” i 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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Note:

Signature Information

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

Signature * Date (MMDDAYYY) ®
[Jehn Do= |s-17-2012
Titte/Position *
|cED

Continue >> ! Halp |

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 mformation 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 screento 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)

Intentional mizsta tements or omissions of facts constitute fadaral eréminal viclations . See 18 1T1.5.C. 1001

Plase fillin the application below if

= vou asan individual
« another ndividual whom you represent, or
= a compairy that vou e sent

needs to file electromically with the SEC via the EDGAR. system. All references to “Applcant” on this fom e to the mdmadual
or comparmy thatneeds to file with the SEC; thus, if vou represent an individual or compary, “Appleant™ is rof you but mther the
mdwidual or company that you represent.

Note: Filing Agent applicant type nomst be used ONLY by a fimancia] printer, law firm or other person, which will be using
these access codes to send a filing or portion of 2 filing on behalf of a filer.

This application & for potential filers who are new to the SEC orly: if the potential fler (1.2, Applicant) aleadyhas an assigned
EDGAR. Central Index K ev(CIK), do nof wse this form! In this case,_ refer to the EDGAR Filer Mamial for more information.

Ome or more of fie felds below is missing 3 required walus or conins an inabd ake. Pleass comect the
\alues in fie fields marked with €3 . For help on a spedific feld, click onits label.

Fomn ID [*indicaies required field. Help fora feld maybe scoessed by dideing its lzbel)
Applicafion br EDGAR Aocess (Form D)

FApplicant Type
[Eilex e

Indicate whether the applicant is 3 companyor indivdu al
®) Company ) Individusl
[] Access oodes will be used o submit drat registration or dra o fering s 5Ement

Note: The Mame of A pplicant musrtbe in English!
Also, the value that you enter below may be conform ed to meet EDGA R standa rds. Click here for details.

Name of Applicant{Englis h language) =

[Tckn smish

Masiling Srest 1+ Masiling Street2
|12z wasnrweTON ST | | |

Mailing City™ € Mailing SEE/Country™

|2rzrieTon | | v

Mailing Bp/Posal Code =

Phone =
|555-555-5558 |

Note : If the potents| fler doss not hawve a TIN, enter "00-0000 000" below.

€3 Tax|dentiicaion Numbser (T IN}
(DO-DDDODDD, *

3242342342

Figure 3-12: EDGAR Form ID, Errors (Top)
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2. If there are no errors in your Form ID application and the name conformance process

changes your Name, a dialog box appears (Figure 3-13: EDGAR Form ID, Conformed Name
Dialog).

The dialog box gives you the conformed Name of Applicant that will be used when your

Form ID application is submitted. Click the [OK] button in the Conformed Name dialog box
after you have reviewed the information.

Message from webpage = i 5]

Your applicant name of "Jobn Doe Company" has been conformed o "Jobn
! Dioe Co" ko meet EDGAR conformance specifications. Moke that this
conformed walue will become your official company name upon Farm ID

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 sentto 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 cmissions of facts constiute federal criminal vidations. See 18 TU.5.C. 1001

"Edit Form ID" button below.

Applicant Type:
Companyindividual:

Access codes will beused o
s ubmit draft regis raticn or draft
offering statement

Mame of Applicant

Mailing Address:

Phone:

Tax ldentification Mumber:

"Doing Business As" Name

Foreign Mame:
Business Address:

Siate of Incorporation:
Fis cal ear End:

Contact Name:

Contact Addres s:

Contact Phone:

E-mail Address:

Contact Name:
Contact Addres s:

Contact Phone:

Signature:
Date:

Title/Pos iticn:

Filer

Company

John Smiith

123 WASHINGTON ST
ARLINGTON, VA 33434

555-555-5555
32-2342342

Filer Information

123 WASHINGTON ST
ARLINGTON, VA 33434

TRENT FLUCAS

123 WASHINGTON ST
ARLINGTON, VA 33434

222-222-2222
throez com

CHRISHILL

123 WASHINGTON ST
ARLINGTON, VA 33434

333-333-3333

Signature Information

John Smiith
2/22018
CEO

Please carefilly review and confim your FormID information. To nake dianges to your Form ID infommtion, select the

Application for EDGAR Access (Form ID)

Mote: This name will become your
official com panyname upon Form
1D acceplance.

Contact for EDGAR Information, Inquiries and Access Codes

Contact for SEC Account Information and Billing Invoices

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

Signatoe of Authorized Person MNotary Signanare & Seal to be Placed Here:

Printed Mame of Senature:

Title of Person Sigeng

You carrently have 0 uploaded attackment(s). To complete processing of your Form [0, you noust attach a PDF version of a
notarized suthentication document nsing the Upload Dielete Attachments” button below. To upload optional attachments
{soch as a cover letter, comespondence, or power of aftorney) or delete previously uploaded attackhovents, select the
"Upload Delete Attachment(s)” button below

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

UploagDelete Atachmants

Before subemitting vour Form ID), vou must enter and re-enter a passphrase below. You will use this passphrase later, alomg
with your new CIE, to generate your EDGAR access codes. It is important that you remember this passphrase for
later use. Mot that this passphrass is not your EDGAR, Logn password. Once you obtain voor CIK via &-madl, this
passphrase, along with your CTE, may be used to generate your EDGAR, Logmn password (as well as OCC and PAAC)

"ingicafes reguied fedd Help for a Beld may be acoessed by ciicking #s labed,
Passphrase informakon
Passphirase * Mot Your passphrass mish be B characlers
long and must contain al leasi one digil and
oni of thee foliowing characiers: @, @ or S

Re-gnter Passphrase *

Once you have confirmed the Form [0 information above, attached all necessary documents, and entered your passphrase,
sedect the *Submst Form D7 button below.

| Pint Windaw
[ SubmitFomio |

[ 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)

Intertional misstatements or omissions of facts consttute federal criminal violations. Sze 18 TU.5.C 1001

Please fill in the application below if

» VOUu as an indridoal,
o another indvdual whom you represent, or
+ 3 comparty that you represent

needs to fle electromcally with the SEC wia the FDGAR system All references fo “Applicant™ on fhis form refer to the mdnidual
or conpary fhat needs to file with the SEC; s, if vou represent an individual or comparry, “Applicart™ is nof vou but rather the
indmvidual or company that vou represent.

Note: Filing A gent applicant type nmust be used ONLY by a financial prinfer, law firm, or ofher person, which wil be using
these access codes to send a filing or porfion of a fiing on behalfofa filer.

This application & for potenfial flers who are new to the SEC only: if the potential fler (1.e . Applicanf) already has an assigned
EDGAR Central Index K ey (CIK ), do not use this form ! In flus case, refer to the FDGAR Fler Mamial for nore mformmtion.

FomlD [*indicates required field. Help for 3 feld m ay be sceessed by olicking ifs label.)
Application for EDGAR Access (Form ID)

Applicant Type

Filer b

Indicate whether the applicant 5 & companyor individual
® Company ' Indiidual
[] Access codes will be us ed to s ubmit draftregistration or draft offering s tatement

Note: The Hame of Applicant must be in English!
Also, the walue that you enter below may be conformed to meet EDNGAR standards. Click here for details.

Mame of Applicant {Englis h language) *

|J|:|1u1 Jmith

heiling Street 1 = Mailing Street 2

|123 WAIHINGICH 3T | | |

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

3.23.2 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 bst of your currently attached docoments. Use the "Upload Attachment” and "Delete
Attachment” buttons below the table to make modsications to this Bst.

Aftached Documents List
# |Filg Mame Type Description

Upload Attachment I Delete Arachment |

Ok

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
() 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
Volume II 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 i 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 ID, you must upload a notarized authentication document. Your Form D will not be
processed if this document is not received. Your authentication document nst be a PDF attachment that is submitted with
your Form ID.

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, him or .pdf
respectively), and document type (COVER for cover letter, CORRESP for comespondence, and EX-24 for power of
attornev). Please note that PDF documents mmust use the CORRESP document tvpe. To retum to the "Upload Delete
Antachment(s)” screen without uploading an attackment, select the "Cancel” button.

* indicates required feld Help for a field may be accessed by clicking K5 label,

' Attachment Information

| File Name * | Browss..

| Type F
| Description [FE

Upload | Cancel I

Exat 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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Note:

3.24 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 websites. The passphrase allows a filer to generate a

new set of EDGAR access codes if/when they are forgotten. (Refer to Section 4.1.1, “Requesting
an EDGAR Passphrase,” for more information.)

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

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

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

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

Before submating your Form [D, you must enter and re-enter a passphrase below. You will use this passphrase later, along
with vour new CIK, to generate your EDGAR access codes. It is important that vou remember this passphrase for
later use. Note that this passphrase = not your EDGAR. Login password Once you obtain your CIK via e-madl this
passphrase, along with vour CIK, may be used to generate yoor EDGAR Login passweord (as well as CCC and PMAC).

= indicates requined fald Heip for 3 Reld may be accessed by ciicking s labe!
Passpherase Information

Passphraze®  Mota: Your passphrase must be B characters
long and must contain at least one digit and
ane of the fallowing characers: @ 7%, or &

Re-enter Passphrase
Omce vou have confirmed the Form [D mformation above, attached all necessary documents, and entered vour passphease,
select the "Sobmit Form [D7 button below
| Print Window

| Submit Forn ID

Exit Windaow

Figure 3-19: EDGAR Form ID Application Confirmation Page (Bottom)
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3.24.1 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 i,

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 _ﬁl

9 Your Form 1D application will now be submitted to
=-"/ EDGAR, For processing, Do wou want ko conkinue?

K, I 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. EDGAR will give
an indicator that the submission is in progress. 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-[Y ear]-[Sequence Number]

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

Your Form ID was successfully submitted. Your acc ession number for this submission is 9999909906-18-200044.

After Filer Support has reviewed your applic ation vou will receive an e-mail informing you that your r=quest was either accepted (and inchde vour new
CIK), orrejected (and inchide the reason wind.

If you have any questions regarding the status of your Form ID application, please contact Filer Support at (202) 351-8000.

Application for EDGAR. Access {Form ID)

Applicant Type:
Companyindivdu al:

Acoess code s will be used
submit draftregistra fon ordrat
ofiering staement

Name of Applicant
Msiling Addrass:

Phone:

Tax ken fiication Number:

"Droing Business As" Name:
Foreign Mame:

Buziness Address:

Seeoflncorporation:
FizcalvearEnd:

Contact or EDGAR Inbrmaion, Inguiries and Access Codes

Contact Name:
Contact Address:

Contact Phone:

E-mail Address:

‘Contact for SEC Account Inormation and Billing Invoices

Contact Mame:
Contact Address:

Contact Phone:

Signature:
Date:
Tite/Position:

‘Signaturs Inform aton

Primt Window

Filer
Company

John Smith

123 WASHINGTON 5T
ARLINGTOMN, VA 33424

555-5E6-5566
322342142

Filer Inormafion

122 WASHINGTON ST
ARLINGTOMN, WA 33424

TREMT FLUCAS

123 WASHINGTON 5T
ARLINGTON, VA 32424

2222323332
tiEZge.com

CHRIS HILL

122 WASHINGTON ST
ARLINGTOMN, WA 33434

333-333-3313

John Smith
222018
CEO

Create Mew, Blank Fom ID

| Create Mew, Pre-flled Form ID

Exdit Window

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 i ii

?/ Are wal sure yau wank ko exit Ehis window?

ok I Zancel |

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

3.24.2 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).

3.242.1

Create New, Blank Form ID

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

L.

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 i x|

9 The data and documents entered previously will
‘-u‘_'/ be cleared, Continue creating new Form IDT

Ik I Zancel |

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

If you would like to starta 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.
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3.24.2.2 Create New, Pre-filled Form ID

After submitting one Form ID application, the Create New, Pre-Filled Form ID option returns
you to the Form ID Application page (in the same browser window) and prefills all of the data
entry fields with the data that you had previously entered, except for the Name of Applicant or
Name of Individual (as appropriate). Use this capability when you need to submit another Form
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 ID
Application Confirmation page.
A dialog box appears (Figure 3-24: EDGAR Form ID, New Pre-filled Form Dialog) warning
you that the previously entered Form ID information and any attachments (documents) will

be retained if you continue. If this is not your desire, click the [Cancel] button on the dialog
box.

Message from webpage ﬂ

2 The data and documents entered previously will
»'/ be retained. Continue creating new Form ID?

(] 4 I Cancel I

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

If you would like to starta 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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e 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 i the “Contact for

EDGAR Information” part of the Form ID. The disposition will be either “accepted” or
“rejected.”

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

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

e The new Central Index Key [CIK]

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

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

e Text saying that the Form ID was rejected by the SEC
e The reason that the application was rejected

e Basic instructions on how to resolve the issues

3.3 Current SEC Filer: Applying for EDGAR Access

This section explains the process of applying for access to EDGAR for applicants who are
currently filing with the SEC, unless they seek to file in a different capacity (e.g., “individual,”

“filing agent,” or “training agent”). Other filers should follow the instructions in Section 3.2,
“New SEC Filer: Applying for EDGAR Access.”

3.3.1 Current Paper Only Filer

Note: The “applicant” is the company or individual who is required to file with the SEC, not

necessarily the person who is filling in the form (although it could be). The term “requestor” is
used to refer to the person who is filling in the form.

This section outlines the process for composing and submitting an EDGAR access request using
the EFMW when the applicant currently makes paper filines (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

hitps.://’www.edgarcompany.sec.gov

and clicking the [Company Database 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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http://www.edgarcompany.sec.gov/

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

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

I Intentional misstatements of cmidssons of facts conssnge federal crmmal violations. See 18 U0 5.C 1001

To convert from a paper ooly fller to an electromc fler, you must enter your CIK, 2 passphrase, and an e-mad address
below. Yoo will wse your CIK and passphease later to penerate your EDGAR access codes. It is important that you
remember this passphrase for later use. Note that this passphrase is mot vour EDGAF, Logm password. Once vou have
received a confirmation «-mad, this passphrase, slong with your CTK, may be used 1o generate your EDGAR Logn
password (as well as OCC and PMAC)

* nGCaneS requined Seid . Haip for 8 Tid May e Socessed Oy el 48 ladel
CIPaasphrage Infeematon

Ik *

Passphrase ® HNobi: Your pasdphiase must B 8 charsders
long and must conkain 3 least cni dgit and
e of tho foliowing characters: @, 8. °, or §

Ra-entar Fassphrase *

Hote: This E-miail address Beli 5 whans your Conlematon will ba
Sl after Submiaalon Bhd teviiw. 18 viry imporant il fou anted
i coracly. Ta hslp @nduns SOCUracy, fou Mmust snbsr f bvice

E-mail Address

Re-gnber E-mail Address *

| EaWindow |
|

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 Only Fier to Electronic Filer request, you must attach a PDF version of a
notarized authentication document using the "Upload Delete Attachment” button below. You must click the Submit button
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-mail will be sent to the email address on file
with EDGAR informing the company that the request was either accepted or rajected (to inchide a reason why the application
was rejected).

CIK: 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 Signabere & Seal to be Placed Here:

Printed Name of Signature:

Title of Person Signing-

Print Window I

Upload/Delete Atachment |

Submit
Exat 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.

Aftached Document List
¥ File Mame Typa Description

[ Upload Atachment ] | Delete Attachment }

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 nst have the appropriate file name extension (pdf). To retem to the “Upload Dielete
Attachment” screen without uploading an attachment, select the “Cancel” button.

*indicates required Hald. Help for a feld may be accassed b}' r.lu:k-ng- its label
Afachment Infarmation
File Mame * Erowsee.

Type

Description

[ Upload l [ Cancel ]

Exat 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 vour attached document. Use the "Upload Attachment” and "Delete Attachment” buttons below
the table to make modifications to this table.

| Aftached Document List

[ |# |Fi|e Name [Type Description

| & |1 iaumanuraﬁnn.p-m |CORRESP immum::m:nn Docurment
Upload Attachment | Delete Atachment

o |

Exit Window I

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))
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Signatare of Authorized Person: MNotary Signature & Seal to be Placed Here:

Printed Name of Signature:

Title of Person Signing:

Print Window |

Upload/Delete Atachment |

Submit
Bt 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 ﬂ

] Your converk paper anly filer ko electronic request will
- now be submitted to EDGAR, For processing, Do wou
wank to continue?

Ik I Zancel

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. EDGAR will give an indicator that the submission is in progress. 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 recerve 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
passphraze that you specified in this request has been activated and you can procesd 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 |

Exat 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 Docume ntation

The Convert Paper Only Filer request must be supplemented with an additional authentication

document to ensure that the request is authentic. The authentication document must be signed
and notarized, and include the following information:

e CIK

e Name associated with that CIK

e Current Company Mailing Address
e Contact Person

e Contact Telephone Number

e Signature of authorized person

e Printed Name of Signature

e Title of Person Signing

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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Note:

Note:

3.3.2 New Serial Company

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 n 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:

hitps.://’www.edgarcompany.sec.gov

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

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.”)
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.

6<424B” is a shorthand reference for Forms 424B1, 424B2, 424B3, 424B4, 424B5, 424B6, 424B7, and 424B83.
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http://www.edgarcompany.sec.gov/

EDGAR Access for New Serial Companies

Intentional musstaterments or omussions of facts constitute federal cruminal violations. See 18 U .S.C. 1001

To obtain access codes for a senal company, you nmst enter the serial 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 vou remember this passphrase for later use. Note that this passphrase is not the serial company's
EDGAR Logn password. Once you have received 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 feld may be accessed by clicking s label
Serial Company ClK/Passphrase Information

Serial Company CIK *
Passphrase * Mote: Your passphrase mustbe 8§ characters

long and must contain at least one digit and
I one of the following characlers: @, #,° or &

Re-anter Fassphrase *

R

Hote: The E-mizil address below is where your confirmation will be
sent after submission and review, It is very important thal vou enter
it comrectly. To help ensure accuracy, you must enter it twice

E-mail Address *

Re-enler E-mail Address ®

Continue I

Exat 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 yvour EDGAR Access for New Serial Companies request, you must attach a PDF version of a
notarized authentication document using the "Upload Delete Attachment” button below You must click the Submit button
after vou upload vour document.

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

CIK- 0001125196
Name Associated with CIE: DONNIE SERIAL COMPANY2

Current Company Mailing Address: 126 NSAR GEN OAK STREETS, APT 888, CENTREVILLE NSAR,
A3 A33033

Contact Person: TESTER ONE
Contact Telephone Number: 1232322332

Stgnature of Authonzed Person: MNotary Signature & Seal to be Placed Here:

Printed Mame of Signature:

Title of Person Signing:

Print Window |

Upload/Delete Atachment |

Submit
Exit Window !

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 modifications to this table.

Attached Document List

# |File Name Type Enasmmmn

Upload Attachment | Delete Attachmant

OK [

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. Note that only PDF documents can
be uploaded. These documents must have the appropriate file name extension ( pdf). To retum to the "Upload Delete
Attachment” screen without uploading an attachment, select the "Cancel” button.

* indicales required field. Help for & field may be accessed by clicking its label

Aftachment Information

File Name * | Browse.. |
Type f coss 3|

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 ﬂ

2P Your serial company request will now be submitked
w'/ ko EDGAR For processing. Do you wank bo continue?

Ik I Cancel I

Figure 3-37: EDGAR New Serial Company Access, “Continue” Dialog

Note: Afteryou click the [OK] button, the EDGAR Access for New Serial Companies
request is submitted to the automated submission processing portion of the EDGAR
system. EDGAR will give an indicator that the submission is in progress. 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

Yow request was successfully submitted. Yowr accessi ber for this subinission 1s 0000000000-05-000444.

To complete processing of your recuest, vou rust fax a notarized authentication document to the SEC's Office of Filings and Information Services (OFLZ) Filer
Support Branch at (202) 504-2474 or (703) 214-4240. Your request will #of be accepted until this document is received. After this document is recetved, OFL3
will review vour recuest and disposition it. You will receive an e-mail message at the e-mail address vou specified informing vou of the SEC's decision. If vour
request was accepted, the message will mcdicate that the passphrase that you specified i thus request has been activated and you can proceed to use your CIE
and passphrase to generate a new set of EDGAR access codes, if your request was rejected, the message will indicate why. If you have any questions regarding
the status of your passphrase request, please contact OFLS at (202) 551-8500.

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 Docume ntation

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, caninitiate 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 imto EDGAR and accessed the Retrieve/Edit Company and Submission
Data page, you can prepare a request to create ABS Issuing Entities:

1. Logn to 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

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 Clk value entered.

Continue |

Figure 3-39: Retrieve/Edit Data Page
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Figure 3-40: Retrieve/Edit Company and Submission Data Page appears.

Retrieve/Edit Company and Submission Data

CIK: 0000350001
Please select one of the followng options:
o Retrieve Submission Information "5 ¥/ #1*

» Reirieve Company Information =" ¥ot %

® Reirieve Module/Segment Information
oo Note i

¢ Reirieve Return Copies

® Epter Series and Classes (Contracts) Information

#® Request Return of Unused Funds

# Reimneve Balance Information

® View Account Activity Statement

® Change Company Password or CCC

® Enter Another CIK/CCC

*Note =1 [nformation will only be returned for submissions where the CIK (identified m the upper
left corner of this page) is either the Filer CIK or Login CIK of the related submission.

*Note 2 For peneral company queries (nchiding wildcard searches), please search the EDGAR
Company database.

*Note 23 EDGAR Release 18.3 introdoced changes that remove the ability to access refum
copies of submissions if a return copy is requested. Filers are encouraged to save a copy
of their submission prior to transmitting a TEST or LIVE fling.

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

Deparitor CTE: CORORACRCHCHOMRR
Depontor Company Name: Sunple Depositor Inc

* mhc ates requared feld
Intenbonal masrtatements of conirrions of Gy constente federal cremmad wolabons. See 15 0.5.C 1001

Hote: The "Comepanry MHame® st be o Enghehl Aleo, the valoe that you enter below will be conformed to meet EDGAR
standards Chele here for detmls
Cormnpany Mama™®

Hote The E-mal address below 15 where your confirmaton wall be sent after submasnon and renew, It 1 very snportat that you
enter & cormectly. To help ennare accuracy, you must ender i tasce

E-mail Addrags"
Re-grdet E-mgd Address ®

Nuote: Tour passpbrase must be B characters long and must contam at least one gt and one of the follovang characters (@, #, *,
or § Please remember the passpluase as von tvpe as the passphyace will not be displayed

Pasiphraso”

Fre-erder Pagsphraie

E Add Ancther Compamy ]

[Tok | [ Concel |

Figure 3-41: Add ABS Issuing Entities Page

5. For eachIssuing 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

Diepsiter CTE: L]
Deposttor Company Nune: Sunple Depositer Inc

Intentional misstatements or cuitcions of Beis conatimte federal criminal vielations, See 13 U.5.C. 1001

NOTE; Updated andior Added miormation are not saved (rubmatted) untl wou Vendy and Confem. To Vendy updates, chck on
the "VerfpSubeat™ bulton

Conformed Company Name E-Blngl Address

T1 [ Sample ABS Trost A rustiaampledenosibon com

1 | Bample ABS Trusl B U s ampledeposibior com |

3 | Gample ABS Trusi rusie Enampledepotlics com | .
Add Carnpadng .Hudm | | Dadats | [ Pt .5

aritylSubnit 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

Depositar CTE: [Era e
Diepostar Company Name: Sample Deposior Inc

Tou have requested the Asset-Backed Secunty compames bited below, Carefully review wour changes, then esther chek on the
"CosBrmSukaat” to rubnet your request of ok on "Contame E&S° to return o the "Requent ABS Isneng Eotties Creation
Informanen” sereen. Intentional misctatements or oenitsions of Tacts constinate federal evimdmal violanons, See 13

15 Lol

Confarined Capapany Name E-Maxil Addvess
Samples ADE Trutl A
Samgple ABS Trus1 B
Sampls AN Trusl C

:‘u%lii_ﬁ'&i‘llplemﬂﬁﬂﬁl (21 0]
trusiEn anpledeposion (om
Fusit @t amptedepotilon com

CanfrrmySubami
" Conbinue Edd |
Friet

Canopd |

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: CoOea0aCi0
Diepositor Company Name: Saunple Depositor Inc

The ABS Isnung Futittes Creation reguest was submatted successinlly. Your acces nion manber for this submassion 15 GOO00000000-05.000 777
EDGAR will debiver a notification of thiz sobinitsion (e vewm einal addvezs on file and emai addvess of requested ABS Tenaing Fntities

| Closs Windaw |
Figure 3-44: Request ABS Issuing Entities Creation Result Page

11. SEC’s Branch of Filer Support staffwill review your request. They can reject any requested
name if it is deemed unacceptable.
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3.5

Note:

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 websites (the rejection message for a Form ID application will
never be posted to these websites as a CIK does not exist for the applicant).

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 SUEMISSICH HAS BEEN ACCEPTED EY THE 1.5 SECUPITIES AND EXCHANGE COPMISSION.
COMPANT ALLEN TEST & DATH WATER CO INC
FOEM TYPE: TI-NEWCTE MIMEER OF DOCUMENTS: 1
EECETWED DATE: O&-iug-Z004 0F:53 ACCEPTED DATE: O&-Aug-2004 0F:53
TEST FILING: MO CONFIEMING COPY: MO
ACCESSTON NUMEEER: S999539996-03-001201
FILE MIMEER(S):
1. HNone.
PLEAZE REFER T0 THE ACCESSTON NUMEER LISTED AEOVE FOR FUTUEE TMQUTRTES. -
|
EEGISTEANT (&) - || ||
f
1. CIE: 1234567890 new ] ||
COMPANT - ALLEE TEST & BATN WATER CO THC 4 PN
FORM TYPE: ID-NERKIE I;‘l r"’|1 ." ) [ |
FILE NUMBER(S): L0
| 1 = 1]
1. Nome. I N III
-__ - _||| |||| |I.-'r A1 ||
-~ § |
rrIIII||I -"II_J

SUMMARY OF CHANGES:

CIK ps 123?5‘513%

|
Your application for arceszs to EDGAR hag ]:H!El'l a:o?iiedr TDLKJ
Please comnect to the FDGEAR Form ID 1!]11. ' ]
eﬂgfrﬁ-imglsfwgw

https: /fvgr firem l
to generate EDGAR access cnd&%’ 'I.BZ1_IF J;-'Dﬁr IK anﬁl‘ppssphrase’-‘
I .

7

T, L/ f L
———————————————————+—-—+1'——~~ npix qE y —ﬁ———“——TT—T——————————————————

TTRGENT : TJer fj,?’ t.l:iqf. alll DL|YE+LTI ESSE:S onThe EDGHR dacshase are
Correct. redt adhi:eqsl i tl's{e_fEDGAR ju:cnwmi;u‘lg Contact MName
t in your Fee Accoumt Actiwvity

and Address :|1"nfc| :ilor Itpajgr q‘EFLj_.}
St ot amart n:inq— e lD ﬂ:hd 2HC as wmdalirvarabla. DPlaase corract

ot dat ed dJ,'E.,SSE'S | v:l.a. L'ibllﬁ.R filing website.

|'
The EDGALR 5_3r5t51i1 is aveilable 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 assistance from
Q:00a.m. to £:30 p.m. Eastern Time.

WMe strongly encourage Yo to visit the Filing Website ac
https: ffwmng_ edyarfiline. sec.gov. YTou can dowrload our currernt wersion
of the EDGLAPLink AMindows software and templates, the Filer Marmal,
receive on-line help, =nd access Freoguerntly Asked Questions.

Figure 3-45: EDGAR Form ID Application Notification, Accepted
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COMPANT:
FORI TYPE:

TEZT FILIMNG:

THE FOLLOWING SUBMISSICM HAS EEEN REJECTED BY THE 17,5, SECURITIES AND EXCHANGE COMMISSION.

RECEIVED DATE:

ALLEN TEST & RATN TATER CO IMC
NIMEEER OF DOCUPMEMTS: 1

ID-NMEWCIE
Oe—huag-7004 05:53 BEEJECTED DATE: Og-Aug-Z004 05:53
MO COMFIEMING COPY: Mo

ACCESSION NUMEBEER: 999353392:5-02-001Z01

FILE NUMEEER (%) :
1. MNore.

PLEASE REFER TO THE ACCESSTOM MUMEEE LISTED ABOVE FOR FUTURE INOQUIRTES.
I

BEGISTRANT (S : |
|
1. CIE: None o || |
COMPANY:  ALLEK TEST & RATN WATER CO INC /] A7 I|
FORM TYPE: ID-NEWCIK /] 1l I.' g | [ ]
FILE NUMEER(S): [ 4 I| (L7
1. Mome. i [ | [ | £ 4| |
~ | o | | [ { ¢ .'I | f
SUMMARY OF CHANGES: | | Ly | [ [ | vl
| | s
| P
Your application for arcess to EDGAR Bas-he?h pE]Eb#-Edll 5# = l]ffj.::e of Filer Support for
the following reason: \ f J , f |
Im.r iid | l:m;lt.a.ct, I L]
For further 1n.ﬁunnat:|.4fm cuht-a:t JJE EEC",& fo;i:e."r]Jf Fgér Support at (202) 555-1234

/ \
. / I |
-----------T---—f--*’*--TJlf--lrw‘ N||3TI'3F --f--~-—4—-*[----------------—-—--
I [ | / i)
'_c,n:lui-: gddirastes on the EDGAD darshase are

ULGENT T.refif;_:,;‘n qlu -:. I

correct. 1J‘L.nlzl_nn:n:ir er_'t; =] sL_:l.ﬂ the EDGAPR Accowmitcing Contact MName
atud Addresﬁ :|.nf.c| E‘.t-ll:lr .msnr esnlt in your Fee Accoumb Actbivity
Statement belyiy turnaﬂ to the SHC as wmdeliverable. Please correct

ot dat ed addres?"IEE ma the EDGLE filing website.
\

The EDGLE sj,:st,em iz aveilable to receiwe and process filings from
G:00 am. to 10:00 p.m. Eastern Time on business days. Filer Support

staff memhers are awvailable to respond to redquests for assistance from
S:00a.m. to £:30 p.m. Eastern Time.

e strongly encourage you to visit the Filing ebsite ac
https: ffwmng_ edyarfiline. sec.gov. Tou can download our ocurrent wersion
of the EDGAPLink Mindows software and templartes, the Filer Marmal,
receive on—line help, snd access Freoquently 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

ACCEIZICN NUMEER: 0001311456-06-000001

REGISTRANT(S) :

1. CIE: 0001311486
COMPANTY: Global Geophysical Services Inc
FORM TYPE: ID-CONWVERT

STHMARY OF CHANGES:

(https://www.onlineforms.edgarfiling. séc. gpq] [ upd tE
information on the Retrieve/Edit . fata/-, Rettlévelcbmp 7 Enfurmatlnn -
Company Information page and submlthhq_kh hges Dw hug prowvide the

202-551-8900. | \ !

/ | ﬁ j | l

f'l
)

% I
” | |

\ "4 .

[
I i | N L

URGENT: Ue¥1¥y t ab aliJDnyéur addresse=s on the EDGAR database are

correct. bl ynm rrecﬂ ﬁdﬂress in the EDGAR Accounting Contact Name

and iddress inf¢rmatrbn may result in your fee Account Activity

Statement e1ng returned to the SEC as undeliverasble. Plesse correct

outdated a&dﬂesses wvia the EDGAR filing website.

The EDGALE system i=s avalilable to receiwve and process filings from

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

e strongly encourage yvou to visit the Filing Website at

https:/ www.edgarfiling.sec.gov. You can download our current version
of the EDGALRLink/Windows software and templates, the Filer Manual,
receive oh-line help, and access Frequently Asked Questions.

THE FOLLOWING 3UBMI3IICON HL3 BEEN ACCEFTED BY THE T.3. 3ECURITIES AND EXCHAINGE

COMMIZSTON.

COMPALY : Flobal Geophysical Jerwvices Ine

FORM TYPE: ID-COMNVERT NUMEER OF DOCUMENTS: 1

RECEIVED DATE: Z4-Jul-2006 10:16 ACCEPTED LDATE: Z24-Jul-z2006 13:17
TEST FILIMNG: MO CONFIRMING COPY: MO

PLEASE REFER TO THE ACCESSIICHN NUMEEER LISTED ABCOWE FOR FUTURE IMNQUIERIES.

Your recuest for access to EDGAER has been accepted. FPlease connect Fa:the
EDGAR Filer HManagement URL [

https:/fwvw. filermanagement .edgarfiling. sec.gov |
to generate EDGAER access codes using vour CIEK and passphrase. L f J

1

After generation of EDGAR access codes, please take;a!mnﬁent|pn e ie+ Tour
information to ensure that it is accurate and up- td— qeq bakh&tulﬁ¥l? Four
addreszs(es) and, for domestic cowpanhies, wyour IRS § ar1| Dmpaplbh and

indiwvidusals may wview and update their inform 1Dn uzing the ﬁD ﬂR ThlEr
Website (https://wwv.edgarfiling.sec.gow) 04 the ?G R Ohilm Fofms be551te
enter. Dmpan?

and CCC for that cnmpany, E Fou- ¢an ch gE any 1ﬂfnrmat10n If wou have
questions about hugfso ate guur 1 qumﬂtpap,,please call Filer Zupport at
[~

I \ l
|
T -[ —.— NOTICE’ ————— -Jl ———————————————————————————

Edit
CIE

Figure 3-47: EDGAR Convert to Electronic Filer Notification, Accepted
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COMMISSTON.

THE FOLLOWING SUJEMISSION HAS BEEEN REJECTED EY THE 11,5, SECURITIES AND EXCHRNGE

COMPANT: ALLEN TEST & RATN TWATER CO INC

FORM TYPE: TD-CONVERT NUMEEER OF DOCUPMEMTS: 1

RECEIVED DATE: O6—Euag-2004 05:53 REJECTED D'ATE: Og-Ang—Z004 05:53
TEZT FILIMG: MO COMFIBMING COFY: Mo

ACCESSTION NUMEIR: 9933339935-02-001Z01

FILE NUMEEER (S):
1. Mone.
-1

PLEASE REFER TO0 THE ACCESSTON MUMEEER LISTED ABOVE FOR FUTURE INQUIRTES.
|

DECISTRANT () - [
1. CIE: 1234567890 existing T . | Il Il
CAMPLT - BTLT.EM TERT & BATN WATER CN THE rd | .-"".l r | Iln' 1 | [
FOEM TYDE: ID-CONVEET [ bl I| | = | |
FILE NUFEER{S): ~ [ [l || £oa il
1. Meme. ~ \| [ il (] [
_ [ L | ] [ ] | | /1] yi
SUMMARY OF CHANGES: P N\ || N || || || L/ | \ _Jﬂu_,l ’

s l.'

' L
Your request fur access to Em ]'IEE.-'IJEEI‘I. ',ré]q'cted. ]J-y t.lle F]TC 1111'311,&11-’ of Filer Swpport for the

kg J

folloring reasomn: .
nqgl-#:at.f hequest _,-If_’_,, II f."

For further 1n.ﬂ;tnnat:|.u:n dn t EI[Z é '.fo:u::e £ er Support at (202) 555-1234.
t*ﬂl

L ) .

Vi o |

e A f- o ———J- —H- LHJIII ICE —»L——————-—— I I
/ A I -|| | | N - L

TTRGENT : Ve#l?yt, J_,_'L dfl b __.AddressnEE on the EDGAR datshase are

correct. |.fm| :u!u:u:trrect address in the EDGAR Accomting Contact Name

ard AddresE 1 D;'I'matlm:r may result in your Fee Accoumt Actbivity

Statement enmg retiFned to the SEC as undeliverable. Please correct

out dated aﬂ@::_gésnEE via the EDGAR filing wehsite.

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

staff memhers are availahle to respond to regquests for assistance from
S9:00a.m. to £:30 p.m. Basrern Time.

We strongly ehwourage you to visit the Filing llebsite ac
httops: ffwmnr . edyarfiling. sec. govw. You can dowload ouar ocurrent wersion
of the EDGARLink Mindows software and templates, the Filer Marmal,
receive on—line help, and access Fregquently Asked Questions.

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

THE FOLLOWING SUEMISSION HAS BEEN ACCEPTED EY THE I1.5. SECURITIES AND EXCHANGE COMMISSTION.
COMPANT: ALLEN TEST & BATN WATER CO IHC
FORI TYPE: ID-5ERTAL NUMEEER OF DOCTRIENTS: 1
BRECEIVED DATE: O&—Rug-Z004 02:E53 ACCEPTELD DATE: OE-Aug—-z004 08:E53
TEST FILIMNG: Mo CONFIRMING COFY: Ho
ACCESEION NUMEEER: 293933333&5-03-001Z01
FILE NUMEEER (S):
1. Hone. =]
||
PLEASE BREFER TO THE ACCESSION NUMEEE LISTED AEOVE FOR FUTURE INQUIRIES. || I|
REGISTRANT (S) : r P II |I
| e [ ]
1. CIE: 1234567890 existing . ~7 1 F | | |
COMPATT : ALLEN TEST & RATN WATER CO IMC | ll |' | || | L—-j» [ |
1
FOIM TYPE: ID-SERTAL . | | [ ] || /- ol
FILE MUMEEL(S): r,_..«r.-’ VA I"f AT
1. Momne. i} L | vl
P TR [ | | |I ."ll l e Lal
i \ \ H
] | | . | - | L P
EIMARY OF CHAMGES: Va ||' -~ |' [ ] | ll 1- [
__ 'I I.' | f | _I-____..u
. A
Your request for access to Eﬁ fhag: ]Jap_fn ,lal:nnepted | .._..-' ,u'l '. ?Il N
Pleaze comnnect to the EII;IHIJ Ei ot JI.-' -
ra httbs Af i l{ B@arfllulg sec_govw
to generate Em eﬂcess c+:|a? |'I.E I:‘{K al.d H-EEFP]‘I.‘I.‘-EISE
f.- ! | ! i | f
1]
——— - __J_ A N
"L}'L-'I m lJruchIEEJ 1-4
I I
TRGENT : T.i’e_tlfy =) éli :I'.'nf| i adﬂressnEE orn the EDGAR database are
correct. |m.cc||'r§:ect, gddress in the EDFAR Accoating Contact MName
i
and Addre 1hfnims'b;1;|n way result in your Fee Accoumt Activity
Statement e:.:l.'.\g__-':l.et-mr.\.ed to the SEC a= wmadeliwrerable. Plea=s correct
outdated addresses via the EDGAR filing website.
The EDGAPR system is awvailable to receive and process filings from
.00 am. to 10:00 p.m. Eastern Time oh business days. Filer Support
staff members are available to respond to regquests for assistance from
S:00a.m. to 5:30 p.m. Eastern Time.
e strongly encourage you to visit the Filing Tlkebsite ac
https: ffwmng_ edyarfiling. sec. gow. You can dowload owr ocurrent wersion
of the EDGAPLink Mindows software and templates, the Filer Marmal,
receive on-line help, and access Fregquerntly Asked Questions.

Figure 3-49: EDGAR New Serial Access Notification, Accepted
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COMMISSTON.

THE FOLLOWING

COMPANT:

FOBRM TYPE: ID-SERTAL NIMEEER OF DOCUMEMTS: 1

RECEIVED DATE: Oe-Aug-Z004 03:53 BEJECTED DATE: Oe-Aug-2Z004 03:53
TEST FILIMNG: N0 COMFIEMING COFY: NO

SUEMISZION HAZ BEEN DBEJECTED EY THE IJ.%. SECURITIEZ AND EXCHANGE

ALLEN TE3T & RAIN TATEE CO IMC

ACCESSETION NUMEER: 993333933:5-02-001Z01

FILE NIMEEE(S):
1. Mone.

PLEASE REFER TO THE ACCESSTOM MUMEEE LISTED ABOVE FOR FUTURE INQUIRTES.

REGISTRANT(S) :

- \
1. CIK: 1234567890 existing A PV Il ||
COMPLNT - ALLEN TEST & DATN WATER CO INC A A F 1l N | [
FOFM TYPE: ID-SERTAL [ b || [
FILE NUMEER(S): i I ||| [ | | / [
1. Home. 4\ At A1
AL [ ] ||I v ol
SMMARY OF CHAMNGES: ral [N ‘ || I| . Il -. .__,;M__I ket
. \ Il.-" | | Il | | L | | h A
Your request for access to EIIELR lm Jeen 'rr'-'_-]qcﬂedl ]Jy l FITE |Bp:'an,fih of Filer S5upport for the
' | |___.I |

followring reason: I

-.EIF. 13 1#1‘1‘5:!1; Jl‘l:lt- 'fu-qz-l' la. Sgl:«:iial EclTpany)

|'

For further ;i.n.ﬁun'nah.m, trdntfl:ft IIIB;E_f;wE ?lf ILTLIEI:' Support at (202) 555-1234.
/ [ |
“f-.J||'|| | |/

SR A WP [N N O 8 | Hn'ric& LN T - R N YR
I| [ / | [ 1
L) |
TTRZENT : Velr .f.yt, 1|I:, all t\fL addresses on the EDGAR datshase are
correct. Srﬂ.n e aiad rHect, ‘address in the EDGAR Acocoacing Contact Name
and Addresg 1nfomat:|.m way result in your Fee Locoumb Acktivity
Statement }Bg::pf returned to the SEC as wmdeliverahle. Please correct

outdated addresses wvia the EDGAR filing website.

£

|_.-'

The EDGAP svystem iz awvailable to receiwve and process filings from
5:00 am. to 10:00 p.m. Eastern Time on busines:s days. Filer Support

staff members are available to respond to regquests for assistance from
2:00a.m. to £5:30 p.m. Eastern Time.

WMe strongly encourage you to visit the Filing Tlebsite ac
https: fiwmnr_ edgarfiling. sec. gov. You can download our current wersion
of the EDGAPLitk Mindows software and templates, the Filer Marmal,
receive on-line help, and access Fregquerntly Asked Questions.

Figure 3-50: EDGAR New Serial Access Notification, Rejected
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4.1

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 anew electronic filer.

For anelectronic filer who has forgotten their EDGAR access codes.

For anelectronic 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 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.

Aslong 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. (Itwill be
specified in the notification message that was sent when the filer’s electronic Form ID

application was accepted). If you do not know the CIK, you can look up the filer name in the
EDGAR Company Database at URL:

hitps.://’www.edgarcompany.sec.gov

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

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

Access Codes data entry form. This is accomplished as follows:

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

Management Website.”)
Click ‘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. Referto Section 3.2.2.1, “Data Entry Conventions,” for the standards used on all of the

EFMW pages.

Generate Access Codes (New/Replacement)

-,

Intenhonal nusrtafernents or omusnony of facts constbale federal crmranal wolabons: See 18 UL.S.C 1001

Tou should generate EDGAR access codes f

You have subnatted & Form [D appheation for a spectfic company or mdomdual and have recesved your CIE wia e-masd
Your EDGAR access codes have expired and you would Eee 1o generate new EDGAR access codes

You have forgotien your EDGAR, sceess codes and would ke to generate new EDGAR access codes

Tou would bkee to generate new EDGAR access codes for secunty purposes, Hote that if wou only wasnt to update
wour password or COC, it 15 recommended that you do thes through the EDGAR Fimg webate or the EDGAR

CrbneF ormal webste by chekmg on the "Retneve/Edt Data” meru stem under "Information Exchange® m the mam

E ety

EDGAR wadow

T generate your access codes for the EDGAR system, enter your CIK and passphrase m the Selds below and then selectthe
"Generate Access Codes” butten

* indicales reguied el Hedn for & Beld may be soceased by cliclong B3 label
ChIPassphedse Information
G

Passphrase ®

| Genedste Access Codes |

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.

]

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

ok | concel |

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 below were successfully generated for CTE 0000000000,

You may now use these codes to log nto the EDGAR. Filing website or the EDGAR. OnlneF ormsJ0MI webate. After logmng into etther of these websites, you
may change your password andfor CCC by chicking on the "Eetneve/Edit Data® menu stem under “Information Exchange”® in the main EDGAR wandow. At any
terme, you may also use this website to regenerate all nyour codes

EDGAR Access Codes
CIK: 0000000000
Password:  eauzrd@v
B #pkdkghe
PMAC: pohdeacd

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.
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4.1.1 Requesting an EDGAR Passphrase
This section describes how to request a new EDGAR passphrase for:

e A filer who has forgotten their passphrase.
e A filer who wants to change a passphrase for security purposes.

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.

4.1.1.1.1 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

Support
= General Help
= Frequently Asked Questions

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

You should update vour passplaase if’
* You have forgomen your passploase and would Like to wpdate i warh a new passphrase
= You wounld like to update your passplaase for secunty purposes

Please select the farst hiyperlink below to request for a secuniny token. EDGAR will sened a secuniny token to the emnil
address we hanve on record wath a lnk and mstructions to snter the secunty token. You can nse the secuniy tolken to 1pdate
your passphrase on the “Update Passphrase Contomstion” screen

If yvou have already received a security toboen that is still valid, please select the second hvperhnk below.

(i=peratmg the secursty token 15 the standard method fo update vour passphrase. Use the "Update Passphrase {manual}”
method enly 1f the emand contact mformanan on record m EDGAR 1s meamect. If vou choose the mamial method, it many
take over 48 hours 1o process the request. Please select the third byperlnk below 1o follow e maual process of updanng
your passphrase

Exit Winidos

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 omissions of facts constitute federal crinunal violations, See 18 U.S.C.1001.

You should update vour passphrase ift

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

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

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

* indicates required fieid. Help for a field may be accessed by clicking its iabel.
ClK *

Reasen for Update (up to 255 characters)

Cnntinue

| Exit 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.

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

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:

e 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://filermanagement edgarfiling, sec.gov/FilerMagmt/UpdatePassphrase Continuation. htm

NOTE THAT THE SECURITY TOKEN 1S VALID FOR ONE-TIME USE ONLY AND WILL EXPIRE IN 60 MINUTES.

B e T - L 1 [ R

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

B e 1700 L 11 L R

NOTICE

URGENT: Verify that all of your addresses on the EDGAR database are correct. Anincorrect 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
5:00 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 omizsions of facts constitute federal criminal violations. See 18 U.5.C.1001.

You should update vour passphrase ift

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

To continue updating your passphrase, vou must enter your CIK, the security token you received via email. and the new
passphrase.

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

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

Re-enter Mew Passphrase *

Note: Your passphrase must be & characters long and
must contain at least cne digit and cne of the following
characters: @, # * or 5.

LEubmiL]

LEdbMpdon.,

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 E3

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

o | e

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

13. An “Update Passphrase Acknowledgment” screenis 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 accessi ber for this submission is 0000350001-17-000051.

You will receive an e-mail confirmation at your email address of record. Please connect to the EDGAR. Filer Management URL
https/iwww filermanagement edoarfiling sec. gov to generate access codes using vour CIK and passphrase.

Exit Window |

Figure 4-10: EDGAR Update Passphrase Acknowledgment Page

4.1.1.1.2 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

Support
= General Help

Figure 4-11: EFMW Welcome Page Menu

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

Update Passphrase

Intenisonal pusstatements of omessions of facts constnme federal crmunal veolanoms. See 18 178 C 1001

You should update vour passphaase if:

* You have forgonten vour passplirase aud would Like to update o with a new passphrase
* You would like to update your passphrase for secunity purposes

Please select the farst hiyperlink below to request for a secuniny tokoen. EDGAR will senrd a secunity token to the emnil
address we hane on record with a link and mstrechions to swter the securiny token. You can use the secuniny token to updare
your passphrase on the “Update Passphrase Contumation” screen

If you have already received a secority token that is still valid, please select the secomd hyperlink below:

(ieperatmg the secarty token 15 the standard meethod o update your passphrase. Use the "Update Passphrase {manual}”
method emly 1f the emad contact mformatan on eecord m EDGAR 1s meamect. If vou choose the mamial method, it may

take over 48 hours 1o process the request. Please select the third lyvperlnk belew 1o follow dee masual process of updanng
your passphrase

Euit W indiw

Figure 4-12: EDGAR Update Passphrase Page
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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

[etenbonal mestalements or onmssons of facts constmhe Pederal coommeal violaboms. See 13 U5.C. 1001

| You should update your passphrase
# You have forgotten vowr passplzase and would ke to update & with a pew passplzase.
» You wodd Ekee to update vour passphrase for seouriny purposes

To update your passphrase, vou must ester your CIK and a new passphrase below. Yow will mse your CIE and new
passplrase lmer o generate vour EDGAR access codes It is important that vou remember this passphrase for later
wse. Mobe that this passphrase is mot your EDGAR Logm passward. Once you have recenved a confirmation -mal, this
passpliase, aloag with your CIE, may be used to peserate your EDGAR Logis passasord (as well as CCC and PMAC)

" inohcales requied fiedd. Rialp o 3 Peld may be accessed by chiching ds fabed

=]

The applecant of the appicant's authonzed repras antatve must ssgn
thie application. De poa have s aasthoriy? *

Yes' ' No
HewFassphrase ™ |

Rig-gnbni Hiw Pagsphiass |

Waba: Waur pasaphiase Myl B9 6 charachen
keng and must contain & beasi one Agiand one
of thie Toll wan g characiers: @ 0, ", or &

Reasan far Lipdats jug 1o 255 characars)

: Conimue

Exil Windew |

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 avthentication
document using the "Upload Delete Attachments” button below. You must click the Submit button after vou upload your
documents.

If you have any questions regarding the status of your Update Passphrase 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 informing
the company that the request was either accepted or rejected (to include a reason why the application was rejected).

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

Signature of Authorized Person: Notary Signature & Seal to be Placed Here:
Printed Name of Signature:
Title of Persen Signing:

| 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. Ifyou 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).

EDGAR Filer Manual (Volume I) 4-14 December2018



Upload Attachment

Enter the attachment information in the fields below and then select the "Upload” button. Wote 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 isbel.

Attachrment Information
File Mame * Erowse. ..

Type CORRESE W

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. EDGAR will
give anindicator that the submission is in progress.
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Message from webpage i 5[

2 ‘four update passphrase request will novwe be submitted
\-{/’ ko EDGAR for processing, Do wou want ko continue?

Ok, I Zancel |

Figure 4-17: EDGAR Update Passphrase, “Continue” Dialog

Note: Afteryou 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 yvour request and disposition it. You will recerve an e-mail message at your e-mail
address of record informing you of the SEC's decision If vour request was accepted, the message will mdicate that the
passphrase that yvou specified in this request has been activated and you can procesd to use vour CIK and passphrase o
generate a new set of EDGAR access codes; if your request was rejected, the message will indicate why. If you have any
questions regarding the status of your passphrase request, please contact the Filer Support Branch at (202) 551-8900.

BEatWindow ]

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:

e 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 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 SUEMISSICN HAS BEEN ACCEPIED EY THE W, 3. SECURLTIES AND EXCHENGE COMIISSION

ALLEN TEST & BATN WATEER -0 IMC
NIM=EER OF DOCTMENTS: 1

ACCEPTED DATE: Oe—fwy-2004 0F:53
COMFIPMIRNG COFY: No

CUOMEPANT:
FORM TYPE: ID-FRASSUPD

BECEIVED DATE: Og-Auag-Z004 08:53
TEST FILIMG: MO

ACCESSION NUMEER: S5335335%&5-02-001Z201

FILE NUMEEL(S): =
1. Hone. | |
| |
PLEASE REFER TO THE ACCESSION NUMEER LISTED AEOVE FOR FUTURE INQUIRTES. [ ]
sz I |
DEGIST2ANT (S - A e
£ -1/ | -
F) | |I -~

1. CIE: 1234E67350 existing FLiril |___;_.~| | Il |
COMPANY:  ALLEK TEST & PAIN WATER CO INC J | || TR ||
F0EM TYPE: ID-PASSUPD .. 0 N | I' L {E# 1|
JILE NUMBED.(%): ¥ VL ] | F I E L |
1. Hone. 2 [ .. - [ ' | i B

. i1l ) | -

g V| [ | [ | L/ | |". P L

— ! | | }
2 N i s '. | L
i | | | .'1 A

SIMQMART OF CHAMGES : / '|I | ||
I." e

Your request for a IEWE]E aﬁ'ia l:|-|=_--|=-_f|1fﬂEI:]::\u:_-'];mt,rlarl:L]:r}l'|L the EEC's Branch of Filer Swpport.
The requested passplmaam1s TRr i sraztﬁt.

Please comnect to the mﬁq
o5 r}psl. #fmlr I!iedlaha.gqnmt E\:I;artl.'l.:l.n.g SeC.gov
to generate f'ElEiIR'IquEs I'I.Efl.l'g yu'u;r.' CIE and]‘IL ame

|I . =

——————————Ivt—-||'—————|~——jr—1—|L i F HDTIEE e e o e st i e
LRI L

TRGENT : Uerik‘_:,z" t,liat al};'-:ufl your addressss on the EDGAR datashase are

correct. |l :i.nn;'i:-rreu:'ﬁ address in the EGAR Accowmiting Contact MName

and Address it;f‘i':hrma!:im'. may result in your Fes Acoowmt Lot iwvity

statement bEing returhed to the SEU as mdeliverable. Please correct

oucdated addresses wia the EDGAER filing wehsite.

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

staff wewhers are awailable to respond Zo regquests for assistance from

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

We Strongly encourage you Lo visit the Flling Website at
https: ffwmmr edgarfiline . sec. gov. Tou can download our current wersion
of the EDGARLink Mindows software and tmmplaces, the Filer Marmal,
receive on-line help, snd access Freoueat ly Asked Questions.

Figure 4-19: EDGAR Update Passphrase Notification, Accepted
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COMMISSION.

THE FOLLOWINMG SUEMISSION HAS BEEN EEJECTED BY THE 11,5, SECUBITIES AND EXCHANGE

COMPANTY: ALLEN TEST & DATN WATER CO INC
FORM TYPE: ID-PR55UPD NIMEEER OF DOCTRIENTS: 1
BEJECTED DATE: Oe=bug-Z004 02:E532

DECEIVED DATE: Oe-luay-2004 02:532

TE2T FILING: Mo CONFIEMING COFY: Mo

ACCESETON NUMEER: 25932233925-03-001201

FILE NUMEERiS):
1. Mone.

FLEASE REFER TO THE ACCESSTON NUMEER LISTED AROVE FOR FUTURE IMOUIRTES. -

BEGISTRANT(2) :
[ |

1. CIE: 1234567290 existing e
COMPANT : ALLEN TEST & DATH WATER CO INC / =R
FORM TYPE: ID-PRASSUPD -'II ;
FILE MUMEER(Z): ¢ LT

1. Hone. ¥
—~ | [ | I #
SUMMAEY OF CHANGES: |""Ir \ ' I"' | J
,»"'-_' \ .-' ) |-*

e has heen 1‘P:iecteﬂ t:l'le Ism:r #rmvﬂ of Filer Support

| |

1
& /

A

Your request for aIEwE]E]lRpassp}mas
forr the following reason: 7 |
/]

llnable +to Ei:mt-a:tl h!l!‘ti!stfar .___.-' /1

I ' L | || >
For further in.ﬁuunatian':\\cufitact J]‘P FEC" |fo:l,be ol E:IJ.?!‘I:‘ S‘I.I[purt at (202) 555-1234.
\ | | I l | ! |
| I II 1 "I
/| ' | |

e | i [ \ Y,
“""““"‘“"rf““'“Jri"'"* NOTICE —,'——+—~———T e
' | [ Fi | A

F o | | ! \
URGENT : ver'ifr"y;; 411 dfly g{ddresses T e
correct. #.nl u:T,.‘r: ect a,-id're:és in the EDGAR Accomting Contact MName
and Address i»nfu:quél;lm may result in jour Fee Accoumt Activity

Btatement enﬁg retirned to the SEC as umdelivershle. Dlease correct

ot dat ed ad‘&t"&sses via the EDGAR filing website,

The EDGAPR system iz available to receiwe and process filings from
.00 a.m. to 10:00 p.m. Eastern Time on business days. Filer Support

staff mewhers are awailable to respond to regquests for assistance from

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

e strongly encourage you Lo visit the Filing Mebsite atc
hteps: ffwmmr . edgarfiling. sec. gov. Tou can dowmnload our ocurrent wersion
of the EDGAPLink Windows software and templates, the Filer Masmal,
receive on-line help, and access Freguent ly Asked Questicons.

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 filng 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 mtegrity 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 '—~———~
Authorization Code (PMAC):

Change Password |

WARNING

+ Do not give out the new password to anyone who does not need that
infarmation =

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 hew CCC, the system will imnmediately
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 vour 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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4.14 Creating a Passphrase for the First Time

When logging mnto 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 aresult, 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 "Creace
Passphrase” button below. For more information on EDGAR File: Management, refer to the EDGAR Filer Manual

Enter Passphrase: Hote: Your passphrase must be & characters long
and must contain at least one digit and one of the

Re-Enter Passphrase: followning characters: @, #, *, or§.

Enter Existing PNVIAC:

|  CrestePassphrase |

1.

Figure 4-26: The EDGAR Create Passphrase Page

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.)

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.

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 passphrase has been successfully created for CIK 0000350001.

| Continue to EDGAR VWelcome Page |

Figure 4-27: The EDGAR Create Passphrase Results Page
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[m

4. Click the [Continue to EDGAR Welcome] button. The Welcome page displayed is
based on the website that you mitially logged on to.

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

es and Exchange Commission

Electronic Data Gathering Analysis and Retrieval (EDGAR) =

Online Forms Management

Information Exchangs

Malee a Filling Welcome to E DGA_R - Other Online Forms
‘We designed EDGAR to provide an elactronic filing and company Fiar Information
¥ File: Dwmership Forms information management environment for those EDGAR filers and

filing agents wha file with the SEC under the Secunbes Act of 1933,
the Securities Exchange Act of 1934, the Trust Indenture Act of
1234, and the Investment Company &ct of 1240 [collectively,

Omnly XML Submissions
Supported: This OnlineForms
wabalte only Supparts the

M.s - ) _ assembly and submission of
Legin Passwond Status: Your Password will expire on XML filings. Non-XML
December 31, 9999 , submissions will ba rajected by

x . r&AlME E EDGAR if they are submitted via
Frequently Asked Duestions Online For I-JS( this website. Please visit the

Notes:

EDGAR Filing website for all non-
HML submission sctivites.

SEC Rule Making

Thelcontents-of thispage may .~

Cection 16 Ela l sic R

Chm@ﬁ%iﬁmwwlﬁaﬁas .eb ::a-lze.f‘;r .nlmne |n;;;1:|at|nn

about Ownarship flings.
Effective March 13, 2017, filers must use the new online

varsion of the forms application avadable on the EDGAR Filing Javascript Required: We require
‘Website to file Transfer Agent forms. This web-based that your browsar ba
application replaces the correspondng Micrasolt InloPath JawaSoript-enabled to use this
remplates that were previously used to file these forms, wibate,

Filers can access Transfer Agent forms by seleding the 'File

Transfer Agent Forms' lnk on the EDGAR Fling Website. Direct-Dial Users: You may nakt
Chapter 8 (Prepaning and Transmitting EDGARLite access this wabsite through a
Submissions) of the "EDGAR Filer Manual, Violuma [1: EDGAR direct-dial (PPP) connection
Filing” was retired. Two new sections, 'File Transfer Agent Only ISP connections are
Farms' and ‘Completang a Transfer Agent Form’ were added supported on this websita,

to the former Chapter @ (new Chapter & - Prepanng and

Transmitting Online Submissions) of the "EDGAR Filer Manual, Lee the SEC web site for mare
Voluma 11: EDGAR Filng” to guida filers through the filing mformation about other SEC
PIOCESS. Filing and Rulemalng sttvities.

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

If you mistype your password, EDGAR considers it aninvalid password and access to
EDGAR is denied.

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

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.

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 Staffat (202) 551-
8900 for help.

The passphrase is a security code and is used to generate EDGAR access codes. You
must define a passphrase before you canaccess any of the EDGAR capabilities.
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5. 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.

51 Login to EDGAR

To enter or edit your company information, change your password or CCC, or check the status of
a submission, you will need to login to EDGAR:
1. Connect to the Internet.
Go to the EDGAR Gateway: https.//www.portal.edgarfiling.sec.gov.

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

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

5. Click m 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.

8. 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.

10. If your CIK and password are valid and you have a passphrase, the Welcome page
appears.
5.2 Accessing Submission and Company Information

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

2. The Retrieve/Edit Data page appears and prompts you for your CIK and CCC
information:

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

This page verifies that you have access toretrieve or edit information on the EDGAR
system.
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Retrieve/Edit Data ~
CIK and CCC Request

Enter a Company CIK and CCC

You must enter a valid ClK 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 l

Figure 5-1: Retrieve/Edit Data Page

=l

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

= Retrieve Submission Information

= Retrieve Company Information

= Retrieve Module/Segment Information

= 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 canuse 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:

a Betrieve Submission Information "4 Vom =1

o Retrieve Company Information ™22 Vot &%

® Retrieve Module Segment Information

@ Retrieve Return Copies *See Now w3

® Enter Series and Classes (Contracts) Information

® Request Asset-Backed Securities {ABS) Issning Entities Creation

® Regiest Retirm of Unused Funds

® Retrieve Balance Information

® View Account Activity Statement

® Change Company Password or CCC

® Enter Another CIK/CCC

*Hote =1 Information will only be returned for submissions where the CIK (identified i the upper
Ieft corner of this page) is either the Filer CIK or Login CIK of the related submission.

*Note %1 For peneral company queries (mchidng wildcard searches), please search the EDGAFR.

*Mote 23 EDNGAR Release 18 3 introduced changes that remove the ability to access retom
copies of submissions i a retum copy is requested. Filers are encouraged to save a copy
of ther submission prior to transmitting a TEST or LIVE filing.

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 mto 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 EDNGAR. Compamy database contans the mformation listed below about the selected Company. Please venfy that
thie dain represents the cmren operations siate of the Company. Yoo con update specitfic Company micemation by
chicking on the "E<§t Company Information” bution located bslorr this data Esting

General Infermation
Company CIE: Qo001 4000
Fier Type: FILER
Comparry Tndiidaat COMPANY
Repulaied Ertity Type: NONE
Company Name BIFS FUND TRUET CO
Maiing Street 1 ROLFE 5T
Mading Sireer T
Mailing Citr: CENTEEVILLE
Mading State'Country: ALABANA
Maiding ZipPostal Code: A33933
Phone BR4S
5IC: L1k
Company Reporting Number O0LARAIE
Paremt CIK (i syl QOO S000]

Filor Infermsation

“Doing Business. As" Name

“yrriptaler i e veriptes

Foreign Name: Lina Test Co
Hussness Street | ROLFE 5T
Business Street I
Husiness City. CENTREVILLE
Dusiess Siate Couniry: ALABANA
Husinews Lip Tostal Code LXK EE]
State of [ncosporation: ALABRAMA
Fiscal Yem End 0308
Accelerated Filer Status: NOT APPLICABLE
Arcelerated Filer Sintus Perind: MO JAN 26 2015

Contact for EDGAR Isformatien, Ingsinies and Access Codes
Contact Name TESTER QONE
Contact Sireet I SCOTT 5T
Contact Street T
Contact City: CENTEEVILLE
Contact Siabe Country VIRGIM ISLANDS. LS
Contact ZipPostal Code: A3333
Contact Mhone (0143 TE&4-3 100
E-Mail Address: dadfiE Y AHOO. COM

Cemtact for SEC Account Iaformatien and Billing lovoices
Contact Name: ROBERTSS SMITH TR
Contact Steet 1 13 S00TT 5T
Contact Street T
Contace Ciey AMMANDALE
Contact 5iate/ Country: VIRGIN ISLANDS, UE
Contart FgpTosnl Cade AF3054
Contact Phone: (614 7643101
(Hher EDGAR laformatiss

ey Orpanizafion HE

FRIMAR 12 190032 EST 2004
Framcipal Execwtive Office Informaties

Arcen Codis SentGencraied Deae

Prineigaal Bxecuifve Ofies Swee | 128 DAK STREET
Principal Executive Ofices Steet 2: TEST ADDRESS BUSINESS
Prineigaal Buscutive Officss City CENTREVILLE

Principal Executive Otfices State'Comiry: VIRGINIA

Principal Bxeeutive Offices ZipPoatal Code A3033

Principal Exacutive Ofices Phone: 2004475980

Ehl Campany |nfination

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.

EDGAR Filer Manual (Volume I) 5-4

December2018



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

For general company queries (including wildcard searches) please searchthe EDGAR Company
database (https://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 canedit 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 bsted below. Please update this miormaton carefilly, snce the new
information will be pubiic and will appear m all future EDGAR filngs for this Company.

We will ask vou 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

HNaote: 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 *

Mailing Street 2

Mailing City *

Madling State'Country *

Mailing Zsp/Postal Code *

Phone *

BIG'S FLIMD TRUST CO
126 STREETS

CHEC THIS ADDRESS
CENTREVILLE
MASSACHUSETTS
A33533

BR54%

Hote: if you do not have a TIN, enter "00-0000000" below.

Tax Identificabion MNumber (TIN)
(DD-DDDDDDD) *

"Dioing Business As” Name
Foreign Name

454545458

Filer Information
Lina TestCo

Lina TestCo

Busimess address same as masing address. Business address is requred if not the same.

Business Street 1 *
Business Street 2

Business City *

Business State/Country *
Business Zip/Postal Code *
State of Incorporation
Fiscal Year End (MMDD)

126 OAK STREET
TEST ADDRESS BUSINESS
CENTREVILLE

VIRGINIA

A3933

GEORGIA

0721

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

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

|4

» [fyou 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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Contact for EDGAR Information, Inguiries and Access Codes

Contact Name * TESTER OMNE
Contact address same as malkng address, Contact address i required & not the same
Contact Street 1 * 126 OAK STREET
Contact Strest 2 APT 888
Coatact City * CEMTREVILLE
Contact State/'Country * VIRGEM ISLANDS, ULS. v
Coatact Zip'Postal Code * A33933
Contact Phone * (614) 764-3100
E-Mail Address * temmiy_head@emailaddress com

Contact for SEC Account Information and Billing Invoices

Coatact Name * ROBERTSS SMITH JR
Contact address same as mailing address. Contact address 5 required o not the same.
Contact Street 1 * 123 OAK STREET
Coatact Strest 2 APT 883
Contact City * MANASSAS
Coatact State'Country * VIRGEN ISLAMDS, LS -
Contact Zip/Postal Code * A335H
Coatact Phones * (614) 764-3101

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

If 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 Executive Offices

Principal Executive Offices Street | *
Principal Executrve Offices Street 2

Principal Executive Offices City *

Principal Executive Offices State/Country *
Principal Executive Offices ZipPostal Code *
Principal Executive Otffices Phone *

101 TEST LANE

BETHESDA
MARYLAMND
20827
301-655-1212

Submit Changes |

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.
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. EDGAR will give an indicator that the submission is in progress.

Company Information Edit Confirmation

CIK: DRM3S0001

You have made changes to the Compasy information Bsted below, Carcfilly review your changes, then cither
chek an the "Confirm Cumpun}' C'ha.:g::' ar chek on "Caneel Changc:.' to rebarn to the menu screen.

EDGAR Company Contact Information
[mternet Address: susTsun I email com

Confirn Company Changes I

Cancel Changas

Figure 5-7: Company Information Edit Confirmation Page

= [fyou 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 Results

CTE: M3 50001

The Company information was submtted successfully. EDGAR will deliver a notification of this change to your emal
address on file. Before EDGAR accepts any change to the Company's name, we will review and confirm the change.

Fatum to Fstneve/Edil Company and Submission Data Menu
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 m EDGAR Filer
Manual Volume II. The Series and Classes (Contracts) Information page provides S/C Funds a
mechanism to keep their information up-to-date in support of SEC rules adopted in Release
33-8590 (July 18, 2005) [70-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 II. S/C Funds will enter information using the Series and Classes
(Contracts) Information page to update series and class (contract) information as required upon
specified events, such as name changes, deactivations, liquidations, mergers, or other events
resulting in the elimination or merger of a series or class or de-registration of the S/C Fund.

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

After a merger involving a series or class (contract) becomes effective, it is the responsibility of

the target S/C Fund to update the status for the series or class (contract) to ‘Merged’ (i.e.,
inactive due to merger) after the last EDGAR filing is made for the target.
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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. Logn to 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 vahd CIK and CIK Confirmabon Code (CCC) before contmumg. The followmg
screens will allow vou to retrieve, view and update information related to the CIE value entered.

|_Continue
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

CIK: 0000350001

Please select one of the following options:
@ Retrieve Submission Information "=2¢ Vote #1*

e Retrieve Company Information "=2¢ NVote #2%
® Retrieve Module/Segment Information

2 Sy I a %
o Retrieve Return Copies See Note =3

® 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 CTK/CCC

*Note #1 [nformation 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 queries (including wildcard searches), please search the
EDGAR Company database.

*Note #3 EDGAR Release 18 3 introduced changes that remove the ability to access
return copies of submissions if a return copy is requested. Filers are

encouraged to save a copy of their submission prior to transmitting a TEST or
LIVE filing.

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.
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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.

Enter Series and Classes (Contracts) Information

The followang roreens are used to mastam senes and classes (contracts) mEormaton fuch ar name, stabas, and hokeer symbol Use the off-Bne
EDAGAR. software (1) 10 iwdensfir or change swvestnent company type (ICT) when approprste as part of the submatnion process for the
relevant ubsiaserve Bng and (2 to obben idensfiers Bor new penes andlor clasees (contracts) ad pant of the ;ubmasson process for the
subistactive g by wisch they are added

CTE (00035000
Company Name: BIG FUND TRUST CO

Server and Clasees (Contracts) mformabon 18 oaly appbeable o the CTE. 12 asvggned b a prenary regortrant that Lt Sled on one of the follownng
i,

aormms

H-1A
M-2
H-4
H-6

- & & &

HNete: The FEC has required that serier snd class (comtract) identlfiers be ured m dengnated g

I_ Contrwal d CIK Moets Abcear Crdina J

| CloseWindow

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

e Verifying/submitting series and class (contract) information
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As you update your series and class (contract) data, it will be displayed as blue text. Afterall the

information has been collected, you can have it verified and submitted by pressing the
[Verify/Submit Changes] button.

Series and Classes (Contracts) Information

The following screens are wsed to maintain senies and classes (contracts) information such as name, stams, and Goker symbol. Use the off-Ene
EDWGAR software (1) to identify or change mvestment company type (1CT) when approprate as part af the submission process for the
relevant substantive fling and (1) to obitaie identifiers for new senies and'or classes (coatracts) as part of the sobmissson process for the
substantee filing by which they are added

CIK: D0H03Z0001
Company Name: BIG'S FUND TRUST CO2

Carrent invesiment Company Type:  Farm N-14 Filer {Mutual Furd)
MadilyCompany

Serles and Classes (Contracts) Information
NOTE: Updated information are not saved (submitted) wotil vou Verify and Coafirm. To Verdfy opdates, click on the
“Verify/Submit Changes” button
Series enifier: 5000183438 Slatus: Aclive i
Series Mame:  gvssenssnamal

Class Ticier
[Contract]  Class [Cositract) Hame bl SLalus
Idemlifier g

CO000D4853 &val Al
CON0ODAG5E  eval At
Aliee

COO0004858 evald

Seres kenier: S000103440 Haws: Inacthe
Series Hame:  evaSenssname?

Modfy | [ Print
MenteSubmi Glianges .| [Laneel.|
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

CIR: 0001118586
Company Name: 1KnowlmDot

Investment Company Type: [me H-1A Filer (Mutual Fund) _:]

_OK | Cancal |

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 canbe 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 Toselect 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 Ifaclass (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. Itis shown in Section
5.4.1.4.3, “Series and Classes (Contracts) Information Edit Confirmation Page.”

5.4.14.1 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

CIh QOO0 000 |
Company Name: BIG FUND TRUST CO

* muchi ales reapaned field

Sarih Wantfer S000002112
Series Mame * Series 1

Seras Bladus <hchve  Clinactive O Mesged
[ul Camcal

Figure 5-14: Edit Series Page

Note: “*” indicates arequired 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: Ifthe Series Status is changed from Active to Inactive, the status of all Classes
(Contracts) for the Series will also be setto 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 setto 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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5.4.14.2 Edit Class (Contract) Page

The Edit Class (Contract) page appears when a class (contract) is selected and the [Modify]
button is clicked on the Series and Classes (Contracts) Information page.

The Edit Class (Contract) page is used to change a Class (Contract) Name, Ticker Symbol,
and/or the Class (Contract) status. Figure 5-15: Edit Class (Contract) Page shows the page as it
will appear.

Edit Class (Contract)

CIE QOIS SO00 |
Company Name: BIG FUND TRUST CO

* medizades reqrared field

Cerigs SO00UC0 112
Serat 1
Clats ideriaflar CER00S010
Class (Contrach Name ® ©sss B
Tichapr Syrvbol BETCE
Class (Conrach Slabis =) cove W R Mg

Ok Cancal

Figure 5-15: Edit Class (Contract) Page
Note: “*” indicates arequired 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 C(lass (Contract) Name must be filled in

e C(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.

5.4.14.3 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: OG0 400 |
Company Name: BIG FUND TRUST CO

You have made changes to the Senes and Clagses (Contracts) sdormation ksted below Carefully rewew your changes, then ether
chek on the "Conferm/Suberet Changes® to swhent pour chasges of chel on "Contsriee E&" (o reham to the “Senes and Clagees
(Crontracts) Information” soreen
hledified Series and Classes {Contracts)
Meniier; CO0O00031 7
Chuiigpe Tyipe: Maime
Frome Class A

Tac Clads B

!_ CorfrengSubenit Chonges J

Conting Eda

F Tire

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

CIk O SO0 |
Cotnpany Nume: HIG FUND TRUST OO

Vot b e chuenged 00 Bhe Temvtd med Clagitd (Contradty) elfonmmaton bted below Carelfully teview your changts, Getn ether
chek on B "ConlirmSohest Changer” to fubing your chisges of chele on "Cootene Ed” to retam 1o te "Sener ond Clagres
(Congracty) Bformaton”™ icreen
Slndaied Serven amad Clanvzen (Condy nitn)
ey 00000 11 ]
Chumepe Tygses Moama
Fremm Ll An

I Classl

[ i, el el |

Corin £ ot

Faws

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: DOO03S000]
Company Name: BIG FUND TRUST CO2

Your Series and Classes (Contracts) request was submitted. Your accession number for this submission s 00002350001-13-012777.

Please note that vour change request may be subject to review by the SECs Office of Filings and Information Seraces (OFIS) Fier Support
Branch Untl this review is complete, your modifications will not appear on the Series and Classes (Contracts) scereens. Upon OFIS review and
acceptance, EDGAR. will defiver a notification of your changes to your «-mail address on fil=. If you have any questions regarding the stats of
vour request, please contact OFLS at (202) 551-8200

[ 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.” EDGAR will give an indicator that the submission is in progress. 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

CIEk: QOO0 5000 1
Company Name: BIG FUND TRUST CO

Mo changes have been detected.

| Feturn lo Senes and Classes (Coniracs) Infosrmabon Screen 1

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

54.14.4 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 FOLLOWIMNG JUBMISTION HAS BEEN ACCEPTED BY THE U.5. SJECURITIED AMD EMCHAMGE

COMMTESTON,

COMPANTY BIG FUND TRUST CO

FoaN TYPE: SCUPDAT NUMMSER OF DOCUMENTS: 1

RECEIVED DATE: L3-Sep-2004 09154 ACCEPTED DATE: 15-Sep-2004 09158
TEST FILIKG: w3 COMFIRMING COSY! N0

ACCESSION NUMBER: OO00035000L-04-0L7580

FILE MMSER(S):
L. None,

THE PASSWORD FOR LDGIN CIE ODDOIRON0L WILL EXPIRE QL-Apr-J00F 1E:lE.
FPLEATE REFER TO THE ACCESSION MUMBER LISTED ABCVE FO2 FUTURE INCUIRIES.
FECISTRANT(S)t

L. €IK: 0000350001
COMPANTY BIG FUND TRUST CO
FoRM TYPE: SCUPDAT

FILE MUMSER(S):

L. NGnE,

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

L. CLASS (CONTRACT) ID: COOOMOOALZ
OLD NAME: Class AA
WES MAME: Clazs B

VRGENT: Varify that all of your addresses on the EDGAR database ars
correct. An imcorrect address im the EDSAR Accounting Contact Mane
and Agdress information may result in your fee Account Activity
Statement being returmed %o the SEC as undeliverable. Pleass correct
cutdated addresses via the EDGAR F1ling website.

The EDGAR systea is available to receive and process filings from
G100 a.m. o 10100 p.s. Eattern Timé on businsss days. Filar Support
Staff sembers are available o respond To reguests For assistance from
7100 A.m. O 700 p.m. EMStern Tims.

we strongly en:a-urlr_ you to visit the Filing website at

hteps:/ mew.edgarfiling.sec.gov. You can download our current wersion
of the EDGARLIAL ‘Windows softeare and templates, the Filer manual,
receéive on-1ine help, amd access Freguently Asked Questions.

Figure 5-20: Series and Class Notification, Modified Items
5.5 Logging in with a Different CIK

As you navigate through the Submission and Company Information page, the information you
retrieve is limited to your login CIK. If you have more than one CIK you can change to an
alternative CIK:

1. 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 canthen access or edit all information associated with that CIK.
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5.6  Filing Fees

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 imto 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
5-21: 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 mformation listed below about the
selected Company.

Account information may take up to 24 hours from the fime and date of the last transaction
to display updated mformation.

CIEK: 0000350001

Account
Balance:

Amount of Last
Deposit:

Diate of Last
Dieposit:

A negative balance amount indicates that money is owed to the SEC and the account is past
due. For more information on making filing fee payments, see
Ilr-':'li-: W .'-»I!‘l.".gf“- 1':1_'-. I'Ilf‘llrl'\l‘ri'.'l'!'ﬁ-.

Cancal

Figure 5-21: Balance Information Page
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 State ment

Once you have logged nto 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 5-22: View Account Activity Statement Page).
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View Account Activity Statement

CIK: 0000350001

Statement
¥ |D4.='2EI'|2 "'I
Period:

Submit Request I

Figure 5-22: View Account Activity Statement Page

2. Select the statement period of the account activity statement from the State me nt
Period field. You canselect the period that you want to view from one of the 12
previous statement periods.

3. Click the [Submit Request] button. EDGAR will give an indicator that the submission
is in progress. The account activity statement for the selected period displays on the
Account Activity Statement page.

Account Activity Statement

Period Ending: 07/2017

IALLEN TEST + RATN WATER CO INC 3\ AccountNumber: 0000330001
6432 GENERAL GREEN WAY StatementPeriod: 0772017
IATEXANDRIA VA 22316
Beginning of Period Current Activity End Of Period
Due SEC ilabl Payment/Applied Filing Fees Incurred Due SEC Available
50.00 50.00 50.00 $0.00 50.00 50.00
Transactional Details
Transaction Date Activity/Description Form Type / Reference Number Amount | Balance
07052017 333-110720 Wiaver 5-1 51159 511,59
071052017 333-110720 Fee 51 511.59 S0.00
. Remit Wire Payment To:
Remit Check Payment To: 2 -
? US Bank

USPS remittances MUST be sent to the following
PO Box address:

Securities & Exchange Commission

P.O. Box 979081

St. Louis. MO 63197-9000

The following address can be used for common
carriers such as FedEx, Airtbomne, DHL, and UPS:
U.S. Bank
Government Lockbox 979081
1005 Convention Plaza
SL-MO-C2-GL
5t Louis, MO 63101
ABA- 021030004
Account#: 850000001001
CIK: 0000350001

A nepgative ending balance amount indicates that money is owed to the SEC and the account is past due. For more information on
making filing fee payments, see hitps:/'www . sec.gov/pavmentoptions.

Cancel

Figure 5-23: Account Activity Statement Page
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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.
Current Activity
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.

End 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.
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Field

Description

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

Form Type/Reference | Refers to the type of form (reference number).

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.

5.6.3 Request Return of Unused Funds
Filers must request a return of unused account funds via the EDGAR Filing Website.

Once you have logged nto 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 5-24: Method of Payment Selection Page).
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Select the Method of Payment

CTK: (00350001

(1) Check Payment

{2} Wire Transfer
Submil Canced

Figure 5-24: 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
n 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 nstitution.
=  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 5-25: Request
Return of Unused Funds Confirmation).

Request Return of Unused Funds Confirmation

You have reqoested a retomn of umsed fee account fimds. Carefully review the information provided below, then ether select
“Submit Bequest’ or “Cancel Regoest” to reham to the Request Reten of Unnsed Funds screen

Method of Payment:

CIK:

Coempany of Indinddoal Name:
Mlading Street 1

Mading Street 2

Dading Ciry:

Mlading State

Mading Zip Postal Code:

Social Secmity Number (S5
Tax Jdentification Mumber (TIN:
Amount of Request i U5 Dollars:
Comtact Person

Comtact Phone:

Justification for Regoest
Explanaten

MNotification Emad Address: 1)
Notification Ened Address: 2)
Notfication Enzsl Address: 3)

Cancel Request

Check Pavment
0000350001

BIG'S FUND TRUST CO2
126 STREETS

CHEC THIS ADDRESS
CENTREVILLE

MA

A33I9E3

LR
599
TESTER. OME
123-456-7820

Duplicate Payment made

Figure 5-25: Request Return of Unused Funds Confirmation

11. Click the [Submit Request] button on the Request Return of Unused Funds Confirmation

page. EDGAR will give an indicator that the submission is in progress. 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 canalso 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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6. INTRODUCTION TO FILING ON EDGAR
6.1 Preparation and Submission

After you have completed your application to submit filings on EDGAR, you will be ready for
the filing process. The SEC provides a number of tools to help you with this process. The
method you use to submit your filing will depend on the form type you need to submit. The tools
and detailed instructions for their use are covered in Volume II of this manual. General
information about the tools and transmission methods is outlined in the following section. This

mformation is intended as an introduction. Please refer to EDGAR Filer Manual Volume 11
before you submit a filing.

For EDGARLink Online and all EDGAR websites, we recommend that you use vendor
supported versions of Internet Explorer. EDGARLink 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.”

e Secure an ISP for access to the Internet

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

6.2 EDGARLink Online Forms
6.2.1 Creating an EDGARLink Online Filing

EDGARLink 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.

EDGARLink Online allows you to prepare and transmit a number of submission types. (See
Volume II of this manual for details as to which specific submission types.) The main content of
these submissions consists of attached documents one of which is the form itself. You should
create the documents first and then “build” the submission using the online application.

When preparing your submission using EDGARLink Online, you will use a browser. Once you
enter all of the information needed and have attached your documents, you will submit it directly

from EDGARLink Online.
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 canexit the window at any time to discard your work in progress and start over.

e 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 EDGARLink Online Form, the preparation and transmission processes flow
together in a single browser session. You may save your online submissions to your local drive
and transmit them later. The software will guide you through the process.

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 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 Website at:
https..//www.onlineforms.edgarfiling.sec.gov.

Note: Please remember to enter https. You will not be able to access the OnlineForms 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 canonly 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 Online Forms Data Gathering Model
All online submissions will follow the same basic model. The OnlineForms Website will:
e Allow you to choose the type of submission to prepare.

e Allow you to select the specific form type that you want to assemble and submit to the
SEC.

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

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

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

e Allow you to provide your signature and signature date.

e Allow you to verify the information on the form.

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

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

e Allow you to review and confirm your information in the context of the form you are
filing and then print the submission for your records.

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

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

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

e You canexit the window atany time to discard your work in progress and start over.

o All filings that you prepare and submit online are considered to be live EDGAR
submissions. Once you transmit an online prepared submission it will be automatically
processed by EDGAR; and, if accepted by EDGAR, immediately disseminated to the
public.

e The maximum size of your submission must not exceed 200 MB.
6.3.2 Transmitting an Online XML Form

Unlike other form types, when you create an Online Form, the preparation and transmission
processes flow together in a single browser session. Since you cannot save your online
submissions, you must transmit them immediately after their preparation. The software will
guide you through the process. When you are certain that the data you have entered is correct,
then use the [Transmit Submission] button to send in your submission.
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6.4  Filer-Constructed Technical Filing Spe cifications

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 nformation 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 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 filng meets certain minimum filing requirements. The
requirements may relate to the composition and completeness of

the submission package, as well as to the particular type of filing
being made.

ACCEPTED The term that describes a filing that has successfully passed
acceptance review.

ACCESSION NUMBER A unique number generated by the EDGAR system for each
electronic submission. Accession numbers are reported to
submitters and filers in the acceptance and suspense messages.
Assignment of an accession number does not mean that EDGAR
has accepted your submission.

ASCII American Standard Code for Information Interchange. The
ASCII character code must be used for asynchronous
transmissions.

ASCII/SGML This is our term for SGML documents in ASCII format that
differ from the HTML document format that EDGAR also
supports.

ASYNCHRONOUS A method of data transmission.

BROWSER Commercially available software used in viewing on the Internet

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

DATA TAG

DIRECT
TRANSMISSION

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
mvestment 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

DOCUMENT

DOCUMENT HEADER

DOCUMENT TYPE

EDGAR

ELECTRONIC FILER

ELECTRONIC FILING

ELECTRONIC
SUBMISSION

Definition

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 canonly 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 Actregistration statement, a 1934 Act
Form 10-Q, or a cover letter. Each exhibit is a separate document
within a submission.

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.

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.

The SEC’s Electronic Data Gathering, Analysis, and Retrieval
system for electronic filing.

A person or entity whose required filings must be submitted
electronically.

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.

A form type header and all associated documents representing
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 II of the Filer Manual for details.)
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Term or Acronym

E-MAIL

ENTITY

FILE NUMBER

FILER

FILING AGENT

FILING TYPES

FORM ID

FORM SE

FORM TH

FORM TYPE

FTP

FWS

Definition

A regulated electronic mail service n EDGAR that provides for

the delivery of acceptance and suspense messages from the SEC
via the Internet.

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.

A number assigned by the SEC to registrations, applications, and
reports.

A person or entity on whose behalf an electronic filing is made
that is not otherwise covered by another Form ID applicant type.

A fiancial printer, law firm, or other person, which will be using

EDGAR access codes to send a filing or portion of a filing on
behalf of a filer.

A distinct type of submission that must be filed pursuant to the

federal securities laws (e.g., 1934 Act Form 10-K or a
preliminary proxy statement).

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

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

The form used to notify the Commission that the filing is being

made in paper pursuant to a temporary hardship exemption, as
specified by Rule 201 of Regulation S-T.

A distinct type of document that is required to be filed pursuant
to the federal securities laws, e.g., Form 10-K or S-1. Form types
may have several variants (e.g., an initial filing and an
amendment). For EDGAR, each variant is recognized by a
specific name, referred to as a submission type.

File Transfer Protocol.

EDGAR Filing Website.
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Term or Acronym

FUNDING PORTAL

GROUPED TAGS

Definition

A broker acting as an intermediary in a transaction nvolving 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 mvestment
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.

HEADER The basic information required to supplement each electronic
submission and document submitted through EDGAR.
Submission headers provide identifying information about the
filing (e.g., the submission type of the principal document, the
identity of the electronic filer, and any fee data). Document
headers identify each document in an electronic submission.

HTML Hypertext Markup Language is a simple markup language you
can use to create documents that are portable from one platform
to another. It consists of tags that you use to describe data
elements within your submission.

INSTITUTIONAL A person or entity that is required to file a Form 13F under

INVESTMENT Section 13(f) of the Securities Exchange Actof 1934, as

MANAGER (FORM amended. (See 15 U.S.C. 78m(f)(6)(A)).

13F FILER)

INTERNET An electronic network of computers that transmits data. The SEC
uses the Internet to provide access to its website and to transmit
acceptance and suspense notification messages.

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

December 2018 A-5 EDGAR Filer Manual (Volume I)



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

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 Actof 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 Definition

MODULE A partial or complete document that is intended to be included in
an electronic submission. Filers submit modules to EDGAR as
module documents in module submissions. Modules are stored in
anon-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 Imegabyte
for a single module.

MUNICIPAL A person or entity that is a “municipal advisor” as defined in
ADVISOR Section 15B(e)(4) of the Securities Exchange Actof 1934, as
amended by the Dodd-Frank Act. (See 15 U.S.C. 780-4(e)(4)).

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

ORGANIZATION

NESTED Certain data fields that must appear together are “nested”. In the

tag example tables in Volume II, EDGAR Filing, the lead fields
are shown first in nested groupings. The fields that must follow
are shown with the same number plus an alpha designation (e.g.,
5, 5a, etc.) When you use nested fields, not all of the possible
nested fields may apply to your situation. You should only use
the fields that apply. Certain nested field sets also require an end

field.
NON-INVESTMENT A person or entity submitting an application for an order seeking
COMPANY an exemption under the Investment Company Act of 1940, as
APPLICANT amended.
NON-PUBLIC 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.”

N-SAR 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.

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)(79)).

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 Actof 1934, as amended. (See 15 U.S.C.
78c(a)(77)).

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.
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Term or Acronym

SEGMENTED FILING

SERIES IDENTIFIER

SGML

SROs

SSH

SUBMISSION

SUBMISSION TYPE

SUSPENDED FILING

Definition

A submission comprised of segments submitted separately, and

later combined at the direction of the filer to make a single
complete submission.

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

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

Example SROs are:
NYSE - New York Stock Exchange
BSE - Boston Stock Exchange

NASD - National Association of Securities Dealers

See Volume II, EDGAR Filing, for a complete list.

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.

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.

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.

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.
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Term or Acronym Definition

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
filng 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 setof one or more submissions sent electronically to EDGAR
during an on-line session.

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.
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Term or Acronym

Definition

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 nserted 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 Ireach any of the
EDGAR websites?

How do I reach the

EDGAR Filer Management
Website?

How do I reach the
EDGAR Filing Website?

How do I reach the
EDGAR OnlineForms
Website?

Which web browser shall |

use for EDGARLIink
Online?

Which web browser shall |

use for other EDGAR
websites?

Can I use a web browser

such as Safari to access
EDGAR websites?

Where do I find the Form
ID?

The easiest way to use the EDGAR system is to access the
EDGAR Gateway at: https.//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 canreach 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 canreach 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 canreach this site by using the EDGAR OnlineForms
Website at: https:/www.onlineforms.edgarfiling.sec.gov. Please
bookmark this site the next time you visit it.

For EDGARLink 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.

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

You must submit Form ID applications electronically asthe 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.
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Questions

Answers

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

How do I change my
password?

How do I change my CCC?

Can I change an expired

password via the EDGAR
Filing Website?

How do I change company
information?

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.

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.

You may update company information using the EDGAR Filing
Website or OnlineForms 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.
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Questions

Answers

How quickly canl
determine whether my
filing was accepted?

How do I check the status
of a submission?

Can I download Copy
Return Copies more than
once?

How do I access the
EDGAR Quick Reference
Guides from the EDGAR

Filer Management
Website?

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 no longer available for download.

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:

ASCII Plain Text Quick Reference Guide

Authentication Document — Save as a PDF File in Adobe
Acrobat

Authentication Document — Save as a PDF File in Adobe
Reader

Browser Quick Reference Guide
Filer Technical Support Frequently Asked Questions
Filings — Attaching and Submitting

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

EDGAR Access Codes Quick Reference Guide
HTML Quick Reference Guide

Org Chart Quick Reference Guide

SC 13D Blank Form Instructions

SC 13G Blank Form Instructions
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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 el
Number

Space 32

& Ampersand 38

- Hyphen, dash 45

\ Backward slash 92

/ Virgule, forward slash 47

! Exclamation point 40

# Pound/number sign 41

$ Dollar sign 36

( Left parenthesis 40

) Right parenthesis 41

, Comma 44
Period 46
Colon 58
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Char | Character Name ASCll

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).

C4 Text Eliminations

When the filer indicates that it is a Company (i.e., not an Individual), if any of the following
words are found as the first word of the name, they will be removed. Checks for these words will
be case insensitive. The text elimination step will be performed before any text substitution steps.

A
AN
THE
C.5 Text Substitutions

When performing the following text substitutions, checks for original values will be case
msensitive, 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 ofIndividual 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 iitial in his or her name, please do not use a period after the mitial. 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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NON-PUBLIC, A-7
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