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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 III) 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.edgarfiling.sec.gov)

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

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

To protect the privacy of our filing community, filers are asked not to include social security
numbers in filings submitted to the Commission.
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Updates

On June 10, 2019, the following changes will be made to the EDGAR Filer Manual as part of
EDGAR Release 19.2:

Effective June 10, 2019, an enhanced "Application for EDGAR Access (Form ID)" will
be available on the EDGAR Filer Management Website. This can be accessed by
selecting the 'Apply for EDGAR Access (New)' link on the home page of the EDGAR
Filer Management Website. As part of the online version of the form:

o Applicants will be able to save their Form ID application and then resume the
application by restoring it at a later time.

In addition, PDF attachments for "Application for EDGAR Access (Form ID)" and
“Update Passphrase” will be validated. See Chapter 3 (Becoming an EDGAR Filer) of
the "EDGAR Filer Manual, Volume I: General Information."

After June 30, 2019, EDGAR will no longer accept the following form types due to the
Commission’s rescission of Form N-SAR (Release 33-10231): NSAR-A, NSAR-A/A,
NSAR-AT, NSAR-AT/A, NSAR-B, NSAR-B/A, NSAR-BT, NSAR-BT/A, NSAR-U,
NSAR-U/A, NT-NSAR, NT-NSAR/A, NTFNSAR, and NTFNSAR/A. In addition,
“EDGAR Filer Manual, Volume III: N-SAR Supplement” will be rescinded and no
longer available for download from https./ www.sec.gov/info/edgar/edmanuals.htm.

In Commission Release 33-10618, certain disclosure requirements for Regulation S-K
will be modernized and simplified. These changes will improve readability and
navigability of disclosure documents, as well as discourage repetition and the disclosure
of immaterial information. As a result of these changes:

o Filers will be able to include cover tags within any Inline XBRL document set for
submission forms that permit Inline XBRL. EDGAR will warn filers if any
required cover tags are missing, nil, or empty in 10-K, 10-K/A, 10-KT, 10-KT/A,
10-Q, 10-Q/A, 10-QT, 10-QT/A, 8-K, 8-K/A, 8-K12B, 8-K12B/A, 8-K12G3, 8-
K12G3/A, 8-K15DS5, 8-K15D5/A, 20-F, 20-F/A, 40-F, and 40-F/A when these are
submitted as Inline XBRL format.

o Filers will be able to reference modules and segments constructed in either ASCII
or HTML format in their HTML submission documents.

See Chapter 5 (Constructing Attached Documents and Document Types), Chapter 6
(Interactive Data), and Appendix A (Messages Reported by EDGAR) of the "EDGAR
Filer Manual, Volume II: EDGAR Filing."

Form MA (and its variants) will be updated with the following changes:

o For submission form types MA, MA-A, MA/A, MA-I, and MA-I/A submitted
using the filer-interface, EDGAR will no longer prepend leading zeros for the
provided CRD Number values. Any CRD Number with prepended zeros will have
the zeros removed.

For filer-constructed submissions, filers should either provide a value of
“000000000 or ensure that the CRD Number value does not have any leading

June 2019 EDGAR Filer Manual (Volume I)


https://www.sec.gov/info/edgar/edmanuals.htm

zeros. Otherwise, the filer-constructed submission will be suspended if there are
leading zeros for the CRD Number value.

o For submission form types MA, MA-A, and MA/A, filers will no longer be able
to edit their response if a value of “No” is provided for the field “Is the mailing
address different from the principal office and place of business address in Item 1-
E(1)?”

o For submission form types MA-A and MA/A, Schedule C will be updated with a
“Summary of Schedule C Changes” button to only display the newly added,
edited, or deleted entries from Schedules A and B in that current submission. On
the Print ‘Current Form” option, only the newly added, edited, or deleted entries
from Schedule C will display within Schedule C. The “Type of Amendment”
value will no longer pre-populate for existing entries on Schedule C.

o The Print ‘Current Form’ option for submission form types MA, MA-A, MA/A,
MA-I, and MA-I/A will be updated to no longer display Part 2 information of the
DRPs if a filer responds “Yes” to the field “Is an accurate and up-to-date DRP
containing the information regarding the applicant or associated person required
by this DRP already on file (a) in the IARD or CRD system (with a Form ADV,
BD, or U4), or (b) in the SEC's EDGAR system (with a Form MA or Form MA-
1)?” In addition, the “Provide the applicable information indicated below that
identifies where the DRP may be found” section of Part 1 of the DRPs will not be
displayed on the Print ‘Current Form’ if there is no information provided in that
section within Part 1.

See Chapter 8 (Preparing and Transmitting Online Submissions) of the "EDGAR Filer
Manual, Volume II: EDGAR Filing."

For more information, see the "EDGAR Form MA XML Technical Specification”
document available on the SEC's Public Website
(https.//www.sec.gov/info/edgar/tech-specs).

EDGAR will no longer provide support for the US-GAAP 2017, EXCH 2017, and
CURRENCY 2016 taxonomies. EDGAR will also be updated to support the 2019 version
of IFRS Taxonomy. Please see https./ www.sec.gov/info/edgar/edgartaxonomies.shtml
for a complete list of supported standard taxonomies.

EDGAR Release 19.2 will also implement a number of other changes that do not impact the
EDGAR Filer Manual, which are detailed in the Release Notes.

On April 1, 2019, EDGAR Release 19.1.1 introduced the following changes:

EDGAR Release 19.1.1 implemented changes to the filing requirements for submission
form type NPORT-P to be filed 60 calendar days following the month indicated in the
period date of the submission. Submission form type NPORT-NP was updated to be filed
within and up to 60 calendar days after the end of a fund’s fiscal quarter. Regardless of
this change, the first six months of NPORT-P and NPORT-P/A filings will remain non-
public. The following changes were implemented because of Commission rulemaking as
described in Release 1C-33384:
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o Require filers to indicate that NPORT-P and NPORT-P/A submissions are non-
confidential, and that NPORT-NP and NPORT-NP/A submissions are
confidential.

o Allow filers to submit NPORT-EX as an attachment for submission form types
NPORT-P and NPORT-P/A with a period date after August 31, 2019.

o Suspend submission form types NPORT-EX and NPORT-EX/A filings with
period dates after August 31, 2019.

o Immediately disseminate NPORT-P and variant filings including attachments if
those filings pass EDGAR validations and have a period date after August 31,
2019.

For more information, see the “EDGAR Form N-PORT XML Technical Specification”
document available on the SEC’s Public Website
(https.//www.sec.gov/info/edgar/tech-specs).

e Submission form types ATS-N, ATS-N/MA, ATS-N/UA, ATS-N/CA, ATS-N/OFA,
ATS-N-C, and ATS-N-W have been updated with revised error messages to indicate that
invalid characters are not allowed in free-text fields. Filers should refer to Chapter 5
(Constructing Attached Documents and Document Types) of the “EDGAR Filer Manual,
Volume II: EDGAR Filing” for more details on EDGAR acceptable characters. See
Chapter 8 (Preparing and Transmitting Online Submissions) of the "EDGAR Filer
Manual, Volume II: EDGAR Filing."

For more information, see the “EDGAR Form ATS-N XML Technical Specification”
document available on the SEC’s Public Website
(https.//www.sec.gov/info/edgar/tech-specs).
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Preface

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

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

The SEC accepts electronic submissions through the Internet. EDGAR will disseminate that
information and you may view electronically submitted filings in the SEC’s Public Reference
Room in Washington, DC, through commercial dissemination services, or by using the SEC’s
website on the World Wide Web (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/corpfin/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 Abbreviations
This glossary contains terms, acronyms, and abbreviations used in the Filer Manual.
B Frequently Asked Questions
Answers to some of the questions asked most frequently by EDGAR filers.
C Automated Name Conformance Rules for Company and Individual Entity Names

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

1.2 Conventions Used in this Manual

As you read this volume you should notice attributes assigned to certain types of text:

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

Press [Enter]
Click [Module/Segment]

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

Company Information query
Return Copy check box
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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

¢ 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>
¢ 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 set up. You should be aware that there might be subtle differences if you are
using IE or Google Chrome.
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Google Chrome Menu Bar

"SI\ Home - = Print -~ Page » Safety = Tools = ﬂ Help -
Internet Explorer Menu Bar
Figure 2-1: Browser Menu Bars

Browsers have very similar navigation functions: [Back], [Forward], [Stop], and [Reload]
buttons, Current Address Location fields, as well as buttons for performing other functions such
as printing and saving. The biggest differences between the browsers are visual elements, such as
buttons, menu options, and the location of preference settings. In addition, browsers behave
differently in how they save or download files.

To change default Google Chrome download/save settings, select “Settings” from the icon at the
top right corner of the browser with the “Customize and control Google Chrome” help message;
this will cause the “Settings” tab to open in the same browser window. In the “Settings” tab,
click [Show advanced settings]. Under “Downloads,” select the “Ask where to save each file
before downloading” check box. Choosing this setting prompts you for a location each time you
save or download a file. For detailed information on your browser, see your browser’s user
manual or help function.

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

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

When you log in to an EDGAR website, please read the Welcome Page. It contains updated
information about EDGAR, including filing requirements, system changes, new versions of
software tools, and other related information. We recommend that you do not use multiple
browser windows or tabs when working on EDGAR. Otherwise, information from one window
may impact information on other window(s) causing EDGAR applications to potentially function
incorrectly. If you want to use multiple windows when working on EDGAR, you must select
“New Session” (for IE) from the “File” menu. This creates a new browser session that will not
share information with the existing session.

2.4  Accessing EDGAR

To access EDGAR, a filer must have EDGAR access codes. If you are a new filer or an existing
filer who wants to file in another capacity (e.g., become a filing agent or training agent), you
must use Form ID to apply for EDGAR access codes. You do this by completing and submitting
an electronic Form ID along with a notarized authentication document. If you do not attach the
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required notarized authentication document as a PDF, we cannot process your application.
Details of this process are covered in other sections of this manual. Once you have obtained your
access codes, you will be ready to log in to EDGAR, transmit submissions, run company queries,
update your company information, or change your password/CCC (CIK Confirmation Code).

2.5

EDGAR Hardware and Software Requirements

The following list states the recommended system requirements:

PC with the following:

O

O

O

500+ MHz processor
All Microsoft supported Windows desktop operating systems up to Windows 7

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

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

O

O

1.28 GB MHz processor or higher
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.

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

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

Internet access

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

You can reach our Filer Support 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 information, filing of forms, and header tags. Filer Support is available each business
day from 9:00 A.M. to 5:30 P.M. Eastern Time. Filer Support voicemail will be available during
off hours.

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

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

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

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

You must file your Form ID application electronically via the EDGAR Filer Management
Website. A notarized authentication document must be attached to your Form ID application or
your Convert Paper Only Filer to Electronic Filer application. Filers who are updating their
passphrase must attach the required notarized documentation to their Update Passphrase request
when following the manual process.
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Section 19(a) of the Securities Act of 1933 (15 U.S.C. 77s(a)), sections 13(a) and 23(a) of the
Securities Exchange Act of 1934 (15 U.S.C. 78m(a) and 78w(a)), section 319 of the Trust
Indenture Act of 1939 (15 U.S.C. 77sss), and sections 30 and 38 of the Investment Company Act
of 1940 (15 U.S.C. 80a-29 and 80a-37) authorize solicitation of this information. We will use
this information to assign system identification to filers, filing agents, and training agents. This
will allow the Commission to identify persons sending electronic submissions and grant secure
access to the EDGAR system.

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.

Form ID must be filed by all applicant types listed on the interface, or their agents to whom the
Commission previously has not assigned a Central Index Key (CIK) code to request access codes
to permit filing on EDGAR.

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

e CIK — Central Index Key:

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

Using the CIK to Login and Identify Submitter Registrants:

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

e (CCC - CIK Confirmation Code:

The CCC is a code of eight characters having at least one number (0-9) and at least one
special character (@, #, $, *). The CCC is case-sensitive and you must use it exactly as
created, either in upper or lower case. Because the CCC is case-sensitive, if you use
lower case letters when the CCC is created or changed, you must use lower case letters
when entering the CCC in submission headers. To avoid confusion, we do not use the
number 1 (one), the lower-case letter “1” (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:
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If you use a filing agent, you may release the CCC to your agent because you
must include a CCC in your submission. When a third-party agent submits a filing
for you, the agent uses its own login CIK and password to establish authorization
to make a submission. However, the agent must use your CIK and CCC in your
submission in order to identify you as the entity for which the submission is being
made.

Changing Your CCC:

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

e Password:

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

Changing Your Password:

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

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

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

e Passphrase:

The passphrase is used to generate a set of EDGAR access codes (PMAC, password,
CCCQC). 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, and it must be accepted by the SEC.
(Refer to Section 4.1, “Generating All EDGAR Access Codes,” for instructions on how
to generate a new set of EDGAR access codes and how to request a new passphrase.)

The SEC does not keep these codes on file. It is the responsibility of the individual designated
as the Contact for EDGAR on the Form ID to provide these codes to the EDGAR filing parties,
and to keep the codes secure. Section 16 filers must provide their EDGAR codes to their
EDGAR contact at each of the companies for which they are insiders if the companies are going
to file on their behalf. Only ONE set of EDGAR codes will be valid for each individual, so it is
essential that all relevant companies be given the codes. Only one Form ID should be submitted
for a registrant or an individual applicant.

Note: To protect the integrity and security of the data you send, you must limit the number of
people who know your CCC, password, and PMAC.

3.1.1 Accessing the EDGAR Gateway

Any potential filer can access any of the EDGAR websites by using the EDGAR Gateway into
the EDGAR system. Please execute the following procedure:
1. Connect to the Internet.
2. Go to the EDGAR Gateway.
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
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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.

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

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

LLS. Securities and Exchange Commission

Electronic Data Gathering, -

“#  Analysis, and Retrieval (EDGAR)

EIMCAR

EDGAR® and EDGARLInk#

Exchange Commission, Al

are registered trademarks Access Notes
o
of the U.5, Securities and This is the main portal for the SEC's EDGAR
i Filings may be submiited to EDGAR from
:::a:f;f;:;:’u‘;:’:;ﬁ this websiies. G:00AM to 10:00FM Eastern Time Monday
software sre trademarks through Friday {except for federal holidays).
or registered trademarks Please select the appropriate option below Inquiries: 202-551-89040 or

FilerTechUnit@SEC.gov from 9:00AM to 5:30FM
Eastern Time (except for faderal holidavs).

#® Are you an EDGARLInk & Would you like to become
filer or would you like to a new filer or genarate s
create a new Asset-Backed new access codes? Browsers Supported
Securities Issuing Entity? While EDGAR supports
most browsers, we
recommend using vendar
supported versions of
# Are you & Section 16 or an ® Would you like to guery [.mh-mrl Explorer and
EDGARLIbe filer? company data? Google Chrome,

&  Would you like to download §& Would you like to read
the Filer Manual? wp on the latest SEC

Regulatory activity?

*  Would you like to File a
Form D7

Figure 3-1: EDGAR Gateway Page

3.1.2 Accessing the EDGAR Filer Management Website

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

procedure:

4. Connect to the Internet.
5. Go to the EFMW

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

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

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

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

This page provides access to the electronic Form ID application and other capabilities
provided by the EFMW.
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U.5. Securities and Exchange Commission
Electronic Data Gathering, Analysis, and Retrieval
(EDGAR)

Filer Management

L

%"""I

WARNING!
This computer system is Federal property and is to be used oaly for mitharized government purposes by users who have been granted access rights by the Office of Information Technology.
Misuse of this computer system is a violation of Federal law (Pub. L.99-474). Al users of this system, whether authorized or unauthorized, are subject to monstoring by the Office of
Information Technology and by law enforcement officials. Such mongoring may be used by law enforcement officials as necessary i the course of any official & sgation. Users are reminded
that thers B no sxpectation of privacy when using network resources. Anvone wing SEC network resowrces expresaly consents to such monitoring. Evidence of criminal activity or other
misconduct may be provided to kaw enforcement and Commission officials. Electronic messages, whether authorized or unanthorized, constitutes consent to the retnieval and disclosure of
mformation stored within the system, inchading information stored locally on the hard drive or other media in nse with this wnit (e g, Soppy disks, personal dgital assistants and other hand-held
peripherals, and CD-ROMs)

Notice: Before you cam electronically file with the SEC on EDGAR, you must become an EDGAR filer with authorized access codes. This
wabsite will allow you fo creare a Form JI and submit if for aquthorization fo the SEC. Lpor acceplance, you will recelve o wnigue CIK via
e-mail. You will then return to this site and use your CIK and a passphrase to create your EDGAR access codes. Once you have your access
codaz, you may we EDGAR 1o begin elecrronically filing. Thix website may alse be ured to regenarate your access codes.

Please dovwnload the EINGAR Filer Marmial for more infermation on becoming an electromic filer and using our EDGAR filing websites.
Onea you are ready fo bagin filing, vou will need to login to owr primay EDGAR filing website at Attpo:dgucrtar odgaviiling sae. gon 60320,

I vou are filing an ownership form (form npes 3, 30, 4, /4, 5 or §4), or a Regulation D or Section 47d) form (form ppes D or DiA), you
will need to login to eur Online Forms Management website at hitps:/guarter.onlingfarms. edgarfiling.sec. gov: 603 20

Preas Here to Bagin

EDGAR’deDGARth:mmghﬁtdnmiﬂmfksofdtU.S. Securities and Exchange Comemission. All other brand product names mentioned in this software are trademarics or registered
trademarks of their respective bolders.

Browzar Racovemendations: Whtle EDGAR supparts maze browsars, wa recommend usmg vandsor supparsed version: of Incermas Explorer and Google Chroms

Figure 3-2: EDGAR Filer Management Home Page
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« Generate Access Codes (NewReplacement)
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Figure 3-3: EDGAR Filer Management Welcome Page (Top)
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3.1.3 Navigating the EDGAR Filer Management Website (EFMW)

Once you access the EFMW, an option menu appears on the left-hand side of the browser
window. This menu allows you to navigate easily through the EFMW without having to return to
a menu page. This menu is broken down into two different sections:

e Filer Management

e Support
EDGAR®
Form 1D

= Home

EDGAR Access for New Serial
o—

Support
= General Help
» Frequently Asked Quesbons

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.

3.1.3.1  Filer Management

In the Filer Management section, there are five links:
e Apply for EDGAR Access (New)
¢ 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 ‘Apply for EDGAR Access (New)’, you can create a Form ID application and
submit it to the SEC for acceptance. A Form ID application is typically submitted by:

e A [potential] filer who has not previously filed with the SEC in any media
or
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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
passphrase®, you are presented with EDGAR access codes (for an existing CIK) that are needed
to perform common “filing” activities. (These EDGAR access codes are the Password
Modification Authorization Code [PMAC], the password, and the CIK Confirmation Code
[CCCY)). For more details, please refer to Section 4.1, “Generating All EDGAR Access Codes.”

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

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

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

3.1.3.2 Support

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

3.1.3.2.1 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 the applicant, not
the person filling out the form.

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

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

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

® Filer Manual

Figure 3-5: EFMW General Help Page

3.1.33 Frequently Asked Questions

Click ‘Frequently Asked Questions’ (FAQ) to open the Form ID Frequently Asked Questions
page. The FAQ page answers the questions about Form ID that have been asked most often. You
may find the answers helpful while completing a Form ID application.

3.2 New SEC Filer: Applying for EDGAR Access

This section walks you through the process of applying for access to EDGAR for applicants
who are new to filing with the SEC or who need to file with the SEC in a new role (e.g.,
filing agent or training agent). Filers who have previously filed with the SEC on paper and
who need to begin filing electronically should follow the instructions in Section 3.3.1, “Current
Paper Only Filer.” New serial companies that need EDGAR access should follow the instructions
in Section 3.3.2, “New Serial Company.”

3.2.1 Overview

The process of applying for access to EDGAR consists of two parts as follows:
¢ Composing and submitting a Form ID
e Submitting Authentication documentation

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

The Form ID application is created and transmitted electronically. A notarized authentication
document must accompany your Form ID application or your request to convert from a Paper to
Electronic Filer. The notarized authentication document can be prepared by completing the
electronic Form ID application and printing the Form ID Application by clicking [Print]. This
document must then be signed and notarized. 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.

Filers who are updating their passphrase must attach their notarized authentication document to
their Update Passphrase (manual) request.
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(Refer to 3.2.2.2.4 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 save and restore a partial or complete Form ID application to work on at a
later point in time

Allow you to print the Form ID application by clicking [Print] and then clicking ‘Current
Form’ to serve as the authentication document

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

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

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

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

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

You can save your work in progress and exit the Form ID at any time. You can then
restore a saved version on your computer to resume your work at a later point in time.

Only one applicant per Form ID is allowed. The Save functionality offers a way to restore
and submit multiple Form ID applications that are for applicants with similar information
but different names.
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3.2.2 Application (Form ID)

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

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

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

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

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

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

Scan the completed, signed, and notarized Form ID application along with any other
attachments, such as a cover letter or exhibit, save them in the correct format and have
the file names identified®.

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

I.

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.

The Apply for EDGAR Access page appears, allowing you to either begin a new
Form ID application or restore a previously saved version (see Figure 3-6: Apply for
EDGAR Access Page).

If you are filing a new Form ID application, click the “Application for EDGAR
Access” radio button.

If you want to continue working on a previously saved Form ID application, click the
“Continue with Saved Application for EDGAR Access” radio button.

Note: If you select this radio button, you will be prompted to upload a previously
saved file of a Form ID application. The maximum size of a Form ID file, including
all attachments, must not exceed 200 MB.

Once you select the appropriate option on the Apply for EDGAR Access page, click
[Next].

The Form ID: General Instructions page (see Figure 3-7: Form ID: General
Instructions) appears. This section provides general information to the applicant.
Upon reading the instructions, click the [Next] button.

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

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

not accepted.
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U.S. SECURITIES AND EXCHANGE COMMISSION

Electronic Data Gathering, Analysis and Retrieval

Apply for EDGAR Access

OMB APPROVAL
OME Number: 3235-0328
Expires: May 31, 2022
Estimated average
burden hours per 015
response:

Apply for EDGAR Access

electronically with the SEC.

This is the application to use if you as an individual, another individual whom you represent, or a company that you represent is new to filing

This application is for potential filers who are new to the SEC only: if the potential filer (i.e., Applicant) already has an assigned EDGAR Central
Index Key (CIK), do not use this form! In this case, refer to Volume |, Chapter 3.3 of the EDGAR Filer Manual for more information.

' Application for EDGAR Access

-/ Continue with Saved Application for EDGAR Access

Ed En

Figure 3-6: Apply for EDGAR Access Page

U.S. SECURITIES AND EXCHANGE COMMISSION

Electronic Data Gathering, Analysis and Retrieval

Apply for EDGAR Access

OMB APP AL

OME Number:  3235-0328

- 3

SAVE PRINT SUBMIT INSTRUCTIONS EXIT

Expires: May 31, 2022

Estimated
average burden
hours per

FESPONSe:

General Insiructions

Application for EDGAR
Access

Filer Information

Contact Information

Documenis

Signature

Add Passphrase

Form ID: General Instructions

Persons who respond to the collection of information contained in this form are not required to respond
unless the form displays a current valid OMB control number.

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 you represent, or

* acompany that you represent
needs o file electronically with the SEC via the EDGAR system. All references to 'Ap;lll:ani [| €. palermal filer) url this furm

refer to the individual or wmp«any that needs to file with the SEC; thus, if you ppl "is
not you but rather the i ar pany that you rep

Mote: 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.

Refer to Volume I, Chapter 3.1 of the EDGAR Filer Manual, which is i by ref herein for i ion on the
access codes Iha.t will be generated for new filers who have not yet been asslgned a CIK.

Please complete the Form ID using the instructions specified on this interface and instructions in Vielume |, Chapter 3.2 EDGAR
Filer Manual, which is incorporated by reference herein.

Form 1D {* indicates required field. Help for & fisld may be accessed by clicking its label )

NEXT @

Figure 3-7: Form ID: General Instructions
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The Form ID application has seven distinct sections:

General Instructions

General instructions for applicants with regards to the Form ID application.
Application for EDGAR Access

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 Information

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.

Documents

The signed and notarized Form ID application, along with any additional documentation
such as cover letters, exhibits, or correspondence, is uploaded.

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.

Add Passphrase

The passphrase is an EDGAR security code that is used to generate (or regenerate) the
EDGAR access codes necessary for making filings via EDGAR with the SEC. The
passphrase is not used to log on to the EDGAR Filing or OnlineForms websites.

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

Table 3-1: EDGAR Form ID Data Entry Sections

Application . )
Applicant Type for EDGAR Filer Contact Account Signature
S Information | Information | Information | Information
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Application

. Filer Contact Account Signature
GEENE LIRS o7 ELIES 4 Information | Information | Information | Information
Access
Clearing Agency N/A N/A N/A N/A N/A
(Company)
Clearing Agency N/A N/A N/A N/A N/A
(Individual)
Filer (Company) Yes Yes Yes Yes Yes
Filer (Individual) Yes No Yes Yes Yes
Filing Agent (Company) Yes Yes Yes Yes Yes
Filing Agent (Individual) Yes No Yes Yes Yes
Funding Portal (Company) |Yes Yes Yes Yes Yes
Funding Portal (Individual) |Yes No Yes Yes Yes
Institutional Investment
Manager (Form 13F Filer) [Yes Yes Yes Yes Yes
(Company)
Institutional Investment
Manager (Form 13F Filer) [Yes No Yes Yes Yes
(Individual)
Investment Company,
Business Development
Company or Insurance Yes Yes Yes Yes Yes
Company Separate
Account (Company)
Large Trader (Company) Yes Yes Yes Yes Yes
Large Trader (Individual) Yes No Yes Yes Yes
Municipal Advisor Yes Yes Yes Yes Yes
(Company)
Muqicjpal Advisor Yes No Yes Yes Yes
(Individual)
Municipal S*ecurities Dealer N/A N/A N/A N/A N/A
(Company)
Muqicjpal S*ecurities Dealer N/A N/A N/A N/A N/A
(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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Application

. Filer Contact Account Signature
GEENE LIRS fo;EDGAR Information | Information | Information | Information
ccess
Non-Investment Company
Applicant under the Yes Yes Yes Yes Yes
Investment Company Act of
1940 (Company)
Non-Investment Company
Applicant under the Yes No Yes Yes Yes
Investment Company Act of
1940 (Individual)
Secur@y—Based Swap Data Yes Yes Yes Yes Yes
Repository (Company)
Security-Based Swap Data Yes 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

*Note: “Clearing Agency” and “Municipal Securities Dealer” should not be selected as
Applicant Types. If either value is selected, then a pop-up window will display and change the

Applicant Type selection to “Filer” once the pop-up window is closed.

3.2.2.1 Data Entry Conventions

The following are some basic EFMW data entry conventions:

In the web browser, disabled fields are read-only and are colored gray.
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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.

e Field level help is available by hovering the cursor over the label.

e The [Exit] button will close the current data entry session and return to the Apply for EDGAR
Access page. Any data entered or attachments uploaded will be discarded if you leave the data
entry session for Form ID without saving.

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.

3.2.2.2.1 Application for EDGAR Access

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

5 Data in the sections that are common to the filer attributes settings will be preserved; however, data that exists in a
section that is not needed based upon the new filer attribute setting is lost. For example, Filer (Company) requires
the entry of Filer Information — if you switch the filer attributes to Filer (Individual), the information in the Name
fields is lost.
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Note:

U.S. SECURITIES AND EXCHANGE COMMISSION

Electronic Data Gathering, Analysis and Retrieval

Apply for EDGAR Access

N TS 0 B

SAVE PRINT SUBMIT  INSTRUCTIONS ExT
OMB Number: 3235-0328

Expires: May 31, 2022 Form ID: Application For EDGAR Access

Estimated |Fi|er Iil
average burden 0 Applicant Type *
hours: per .
il : Indicate whether the applicant is a company or an individual *
@] Compsany ,'é:‘: Individual
General Instructions
Applicstion for EDGAR [ Access codes will be used to submit draft registration or draft offering statement

Access

HNote: The values you enter below for "Last Mame”™, "First Name”, "Middle Name”, and ~Suffix” will be conformed to
meet EDGAR standards, as shown in the "Conformed Mame of Individual” field below. Do not use punctuation or
titles in the name! Click here for details.

Contact Information

Documents

Signature Last Name * First Mame * Middle Name Suffe (2.9 "JR™)

Add Passphrase

Conformed Mame of Individual
(Thiz nams= will becomne your official company name upon Form D acceptance)

Mailing Street 1 ¥ Mailing Street 2

| ||

Mailing City * Mailing State/Country *

Mailing Zip/Postal Code ™

Fhone *

éhntwous NLKI_@

Figure 3-8: EDGAR Form ID Page, Application for EDGAR Access (Individual)

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 Phone Number is required and must be entered for all applicants.

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.
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U.5. SECURITIES AND EXCHANGE COMMISSION

Electronic Data Gathering, Analysis and Retrieval

Apply for EDGAR Access

OMB Number: 3235-0328

Expires: May 21, 2022
Estimated
average burden
LR E
hours per
responss:

OMB APFROVAL

B T = 0 B

FAVE PRINT SUBEMIT INSTRUCTION S EqT

Form ID: Application For EDGAR Access

General Instructions

Application for EDGAR

Access
Filer Informiation

‘Contact Information

Documents

Signature

[Filer [v]

Applicant Type *

Indicate whether the applicant is a company or an individual *

’i‘ Company '::' Individual

[0 Access codes will be used to submit draft registration or draft offering statement

Mote: The Mame of Applicant musr be in English!
Please enter the name of applicant as specified in its charter.
Also, the value that you enter below may be conformed to meet EDGAR standards. Click here for details.

Mame of Applicant (English language) *

Mailing Street 1 * Mailing Street 2

Add Passphrase

| | [v]

Mailing City * Mailing State/Country *

Mailing Zip/Postal Code *

Phone *

HNaote: If the potential filer does not have a TIN, enter "00-0000000" below.

[ ]

Tax Identification Number{TIM)
(bD-CODDDDD) ™

-
PREVIOUS NL:T@

Figure 3-9: EDGAR Form ID Page, Application for EDGAR Access (Company)

3.2.2.2.2 Filer Information

The Filer Information section of the Form ID application is the data entry section that is
displayed on the Filer Information page. This information can be supplied only for applicants
that are companies.

If an investment company filer is organized as a series company, the investment company may
enter the tax or federal identification number of any one of its constituent series.

The “Doing Business As” Name is optional. If the filer is a foreign filer, an optional Foreign
Name data entry field is also available. A “foreign issuer” is an entity so defined by Securities
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Act of 1933 (15 U.S.C. 77a et seq.) Rule 405 (17 CFR 230.405) and the Securities Exchange Act
of 1934 (15 U.S.C. 78a et seq.) Rule 3b-4(b) (17 CFR 240.3b-4(b)).

This name is intended for the name of the company in a non-English language but using only the
subset of the standard ASCII (text) character set that is supported by EDGAR.

The requestor must either explicitly enter the information required for the Business Address or
check the “Business address same as mailing address” box. If the “Business address same as
mailing address” box is checked, EDGAR will use the Mailing Address information as the
Business Address. When this box is checked, the Business Address data entry fields are disabled
(grayed out in the web browser). If the filer’s fiscal year does not end on the same date each year
(e.g., falls on the last Saturday in December), the filer must enter the date the current fiscal year
will end.

U.S. SECURITIES AND EXCHANGE COMMISSION

Electronic Data Gathering, Analysis and Retrieval

Apply for EDGAR Access

R o © ¥
SAVE PRINT SUEMIT  INSTRUCTIONS EXIT

OME Numbser: 3235-0328

Expires: May 31, 2022 FOI'm ID: Filer |nf0r’mati0n

Estimated Refer to Volume |, Chapter 3.2 of the EDGAR Filer Manual for insfructions on how to complete this section.

average burden |
0.15

hours per "Doing Business As" Name
response:

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

General Instructions Foreign Name

Application for EDGAR Business address same as mailing address. Business address is required if not the same.

Access

Filer Information Business Street 1 * Business Street 2

Contact Information [ | | 3
Business City ™ Business State/Country *

Documents

Signature Business Zip/Fostal Code *

Add Passphrase

State of Incorporation

Fiscal Year End(MM/DD)

@PREUIOUS NE)(T@

Figure 3-10: EDGAR Form ID Page, Filer Information
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3.2.2.2.3 Contact Information

The Contact Information section of the Form ID application consists of two parts, and both
appear on the Contact Information page:

e (Contact for EDGAR Information, Inquiries, and Access Codes
e Contact for SEC Account Information and Billing Invoices

Note: If the Applicant Type is ‘Training Agent’, then the “Contact for SEC Account Information
and Billing Invoices” section will not appear on the Contact Information page.

3.2.2.2.3.1 Contact for EDGAR Information, Inquiries, and Access Codes

The Contact for EDGAR Information, Inquiries, and Access Codes section of the Form ID
application is displayed on the Contact Information page. This information must be supplied for
all applicants. In this section, please identify the individual who should receive the access codes
and other EDGAR-related information.

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 use the Mailing Address information as
the Contact Address. When this box is checked, the Contact Address data entry fields are
disabled (grayed out with the web browser).

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).
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U.S. SECURITIES AND EXCHANGE COMMISSION

Electronic Data Gathering, Analysis and Retrieval

Apply for EDGAR Access
) 2 :
ﬁ FRINT SUBMIT INET@IONS !T

OMBE Mumber:  3235-0328

Expires: May 31, 2022 Form ID: Contact Information

Estimated

Contact for EDGAR Information, Inquiries, and Access Codes
Refer to Volume |, Chapter 3.2 of the EDGAR Filer Manual for instrucfions on how to complete this section.

average burden

hours per

response:

Contact Name *

General Instructions

Application for EDGAR Contact address same as mailing address. Contact address is required if not the same.

Access

Filer [nformafion Contact Street 1 * Contact Street 2

Contact Information

Documents | | ’ |
Contact City * Contact State/Country *

Signature

Add Passphrase Contact Zip/Postal Code *

Contact Phone *

Note: The E-mail address below is where your new CIK will be sent after form submission and review. It is very
important that you enter it correctly. To help ensure accuracy, you must enter it twice.

E-mail Address *

Re-enter E-mail Address *

Figure 3-11: EDGAR Form ID Page, Contact for EDGAR Information

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

3.2.2.2.3.2 Contact for SEC Account Information

The Contact for SEC Account Information and Billing Invoices section of the Form ID
application is the data entry section that is displayed on the Contact Information page. We will
use the contact information to process electronically fee payments and billings. If the address
changes, update it via the EDGAR filing website, or your account statements may be returned to
us as undeliverable.

This information is to be supplied for all Filers and Filing Agents.
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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 use the Mailing Address information as
the Contact Address. When this box is checked, the Contact Address data entry fields are
disabled (grayed out in the web browser).

The Contact Phone is required and must be entered for all applicants.

Contact for SEC Account Information and Billing Invoices
Refer to Volume |, Chapter 3.2 of the EDGAR Filer Manual for insfructions on how to complete this section.

Contact Name *

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

Contact Street 1 * Contact Street 2

I | v]

Contact City * Contact State/Country *

Contact Zip/Postal Code *

Contact Phone *

<:|PREVIOU5 NEx‘r[>

U5, Securities and Exchange Commission ©2019

Figure 3-12: EDGAR Form ID Page, Contact for SEC Account Information

3.2.2.24 Documents

The Documents section of the Form ID application is the data entry section that is displayed on
the Attach Documents List page. This information is to be supplied for all applicants.

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 Form ID application. This can be done in the following
manner:

e Complete the Form ID application and select [Print]. Whatever information is on the
completed Form ID application will appear as a preview. Next, print the completed form, and
obtain proper signature and notarization. Scan the notarized document, save it as a PDF
(Portable Document Format) file, and attach it to the Form ID application.

The notarized document is considered your authentication document and must include the
following information:

o Signature of Authorized Person
o Printed Name of Signature
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o Title of Person Signing
o Notary Signature and Seal

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

Note: Only a duly authorized person - such as a partner, president, treasurer, corporate secretary, officer, or director - may sign this application on behalf of the applicant.
Refer to Volume I, Chapter 3.2 of the EDGAR Filer Manual for instructions on how to complete this section. If applicant is an individual, the applicant must sign the Form

Signature |

Date (MM/DDAYYYY) [

Title/Position |
Signature of Authorized Person

Printed Name of Signature

Title of Person Signing

Notary Signature & Seal to be Placed
Here

Figure 3-13: EDGAR Form ID Page, Authentication Document

Adding or Deleting a Document
To add or delete a document, follow the steps given below:

1. Click the [Add Document] button on the Attach Documents List page. The Select File
window is displayed.

2. Select the file you want to attach and click the [Open] button. The name of the
attached file is displayed in the “File Name” field.

3. Select the type of attachment from the Type drop-down list. The options available are
COVER, CORRESP, and EX-24.

4. Optionally, provide additional information to further describe the document type in
the “Description” field.

5. If you want to add multiple attachments, repeat steps 1 through 4.

6. To delete a document, select the box adjacent to the document, and click the
[Delete Document] button. A window prompts you to confirm that you want to delete
the document. If you click the [Yes] button, EDGAR then removes the document
from the submission.

Notes:

(1) The scanned, notarized Form ID authentication document must be attached as a
CORRESP document type.
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(2) Optional attachments such as a cover letter or a Power of Attorney must be in ASCII
or HTML format.

(3) You may only attach a maximum of 10 COVER documents, 100 CORRESP, and 500
EX-24 documents (for a combined total of 610 documents).

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

* The document file name must be in lower case and not more than 32 characters in
length, including the extension. 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, and must have an extension of .htm,
.txt, or .pdf.

= 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.

U.S. SECURITIES AND EXCHANGE COMMISSION

Electronic Data Gathering, Analysis and Retrieval

Apply for EDGAR Access

HN T = o B
SAVE PRINT SUBMIT  INSTRUCTIONS  EXIT
OMB Number: 32350328
Expires: May 31, 2022 Form ID: Attach Documents List
Estimated
average burden 0B To complete processing of your Form ID, you must upload a notarized authentication document. Your Form
hours per ) 1D will not be processed if this document is not received. Your authentication document must be a PDF
attachment that is submitted with your Form 1D.
FESpOnNse:
Enter the attachment information in the fields below and then select the "Add Document” button. Note that
- only ASCII text, HTML or PDF documents can be uploaded. These documents must have the appropriate
General Instructions file name extension (.txt, htm or pdf respectively), and document type (COVER for cover letter, CORRESP
for correspondence, and EX-24 for power of attorney). Please note that PDF documents must use the
Application for EDGAR CORRESP document type. Power of attorney documents should be uploaded as PDF documents and must
Access be manually signed. The Motary cannot be the same as the Contact Person and the notary stamp must be

on the Form |D printout.
Filer Information
If you require additional information on how to format an uploaded attachment, please contact Filer Support
Nl contact Information Staff at 202-551-8900 or refer to Chapter 5 of Volume Il of the EDGAR Filer Manual which discusses the

guidelines for formatting an acceptable upload attachment. |
Documents
Signature Document Count Cl
e PR O FILE NAME TYPE DESCRIPTION ERRORS

O | ]| |0 |

@ PREVIOUS NEXT @

Figure 3-14: EDGAR Form ID Page, Documents
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Validating a Document
Applicants can validate one or more documents for errors by using the Doc Validation function.
1. Attach documents to the Form ID application as described above.

2. Select the check box adjacent to each document and click the [Validate Document]
button. If there are errors in the document, then the Errors field displays a value that
corresponds to the number of errors for each document. Proceed to step 3.

3. Click the value in the Errors field for the document that contains errors to view the
errors. A Document Validation window opens and lists the errors in the document.

4. Correct any document errors using the tool that created the document.

Error Count: 3

Line Number: 16
In imgwithoutscr_htm: contains an unresolved link to doc1_gif.

Line Number: 23
In imgwithoutscr.htm: a single HTML document may not contain multiple tags.

Line Number: 16
In imgwithoutscr_ htm: contains an unresolved link to doc1.gif.

Figure 3-15: Validating a Document

3.2.2.2.5 Signature

The Signature Information section of the Form ID application is the data entry section that is
displayed on the Signature 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.

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

The Title/Position is required only when the applicant is a company.
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U.S. SECURITIES AND EXCHANGE COMMISSION

Electronic Data Gathering, Analysis and Retrieval

Apply for EDGAR Access

H DS 0§

ZANE PRINT SUBMIT IHSTRUCTION & EXIT
OME Number: 3235-0322

Expires: Miay 31, 2022 Form ID: Signature

Estimated Note: Only a duly authorized person - such ag a partner, president, treasurer, corporate secretary, officer, or
director - may sign this application on behalf of the applicant.

average burden
Refer te Volume |, Chaptler 3.2 of the EDGAR Filer Manual for instructions on how te complete this section. If
applicant is an individual, the applicant must sign the Form.

Signature * Date(MMDDNYYYY) *

howrs per

response:

General Instructions

—
Application for EDGAR Access Title/Position

Filer Information

A .
Coniact Information (w PREVIOUS MEXT

Documents

Signature

Add Passphrase

Figure 3-16: EDGAR Form ID Page, Signature Information

3.2.2.2.6 Add 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 has been exited.

Note: If you save your Form ID application with the passphrase entered, and then restore the
submission, the passphrase will not be restored. You will need to re-enter your
passphrase in the restored Form ID application. Entering a passphrase must be the last
step before submitting a Form ID application to the SEC. This sequence of steps helps
ensure the security of the passphrase.

To specify your passphrase, enter it in the Add Passphrase page. For security reasons, your
passphrase must be eight characters in length and contain at least one digit and one of the
following characters: {@, #, *, $}.
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U.S. SECURITIES AND EXCHANGE COMMISSION

Electronic Data Gathering, Analysis and Retrieval

Apply for EDGAR Access

OMB APPROVAL H

= © P

SAVE FRINT SUBMIT  INSTRUCTIONS EXIT
OMB Number.  3235-0328
Expires: May 31, 2022 Form ID: Add Passphrase
Esfimated Please carefully review and confirm your Form |0 information. To make changes to your Form |D information, select
average burden the comresponding tab and modify the information accordingly.
0.15
hours per Before submitting your Form ID, you must enter and re-enter a passphrase below. You will use this passphrase later,

along with your new CIK, to generate your EDGAR access codes. It is important that you remember this
passphrase for later use. Note that this passphrase is not your EDGAR Login password. Once you obfain your CIK
via e-mail, this passphrase, along with your CIK, may be used to generate your EDGAR Login password (as well as
CCC and PMAC).

rEsponses:.

General Instructions

| Note: Your passphrase must be & characters long and must contain at least one digit
Application for EDGAR Passphrase * and one of the following characters: @, #,*, or 5.
Access

Filer Information Re-enter Passphrase *

i Once you have confirmed the Form D information above, attached all necessary documents, and entered your
Contact Information passphrase, select the "Submit” button.

Documents

Signature @ PREVIOUS

Add Passphrase

Figure 3-17: EDGAR Form ID Page, Add Passphrase
3.2.3 Assembling and Submitting the Form ID Application

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

e Correct any errors

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

e Define a passphrase

e Submit the completed Form ID application

Note: The maximum size of a Form ID submission, including all attachments, must not exceed
200 MB.
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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. As you progress throughout the Form ID Application, EDGAR validates the information that

you provided. If there are errors in the information provided (such as missing required
fields), your Form ID application with the errors highlighted will be displayed (Figure 3-18
EDGAR Form ID, Errors). Follow the instructions on the screen to correct the errors, and
then your updated Form ID application will be revalidated; if errors still remain, your
updated Form ID application with any remaining errors is displayed.

For example, the following errors are marked in Figure 3-18:
= Mailing State/Country is missing (required field)

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

Your form contains one or more errors

. —
Please correct any item with an error image €. H :E; @ l>

SAVE PRINT SUBMIT  INSTRUCTIONS EXIT
OME Number: 3235-0325

Expires: May 31, 2022 Form ID: Application For EDGAR Access

Estimated |Fi|er il
average burden 015 Applicant Type *
hours per '

response:

Indicate whether the applicant is a company or an individual *

® Company ) Individual
General Instructions
yf\pplication for EDGAR [] Access codes will be used to submit draft registration or draft offering statement
Access
Filer Information Note: The Name of Applicant must be in English!

Please enter the name of applicant as specified in its charter.

X Also, the value that you enter below may be conformed to meet EDGAR standards. Click here for details.
Contact Information

[Test |

Documents Mame of Applicant (English language) *
Signature
[ABC Street | | |
Add Passphrase Mailing Street 1 * Mailing Street 2
[test | ~]
Mailing City * Mailing State/Country *
12345

Mailing Zip/Postal Code *

|@S@$$S@ g

Phone *

2.

Figure 3-18: EDGAR Form ID, Errors

If there are no errors in the name of the Applicant, a dialog box appears (Figure 3-19:
EDGAR Form ID, Conformed Name Dialog). The conformance rules automatically apply
when Company and Individual Entity Names are entered and you navigated away from these
fields.
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The dialog box gives you the conformed Name of Applicant that will be used when your
Form ID application is submitted. Click the [OK] button in the Conformed Name dialog box
after you have reviewed the information.

Message from webpage u

¢ Your applicant name of "Abstract Incorporated” has been conformed to
_IA "Abstract Inc" to meet EDGAR conformance specifications. Note that
this conformed value will become your official company name upon
Form ID acceptance.

Figure 3-19: EDGAR Form ID, Conformed Name Dialog

3. Click the [Print] button to display the authentication document.

4. Print, sign, and notarize the authentication document.

Form ID-NEWCIK Filer Information

SECURITIES AND EXCHANGE COMMISSION
Washington, D.C. 20549
FORM ID

UNIFORM APPLICATION FOR ACCESS CODES TO FILE ON EDGAR
Estimated average burden hours per
response: 0.15

Indicate whether the applicant is a company & Company © Individual
or individual

Applicant Type |Filer

Access codes will be used to submit draft (|
regisiration or draft offering statement.

Note: The Name of Applicant must be in English!
Please enter the name of applicant as specified in its charter.
Also, the value that you enter below may be conformed to meet EDGAR standards. Click here for details.

Figure 3-20: EDGAR Form ID Application Authentication Document (Top)
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Note: Only a duly authorized person - such as a partner, president, treasurer, corporate secretary, officer, or director - may sign this application on behalf of the applicant.
Refer to Volume I, Chapter 3.2 of the EDGAR Filer Manual for instructions on how to complete this section. If applicant is an individual, the applicant must sign the Form

Signature |

Date (MM/DDAYYYY) [

Title/Position |
Signature of Authorized Person

Printed Name of Signature

Title of Person Signing

Notary Signature & Seal to be Placed
Here

Figure 3-21: EDGAR Form ID Application, Authentication Document (Bottom)

If you want to change any of the data displayed on the authentication document, go back to the
Form ID application and make the necessary change(s).

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. Refer to the instructions in Section 3.2.2.2.4,
“Documents”.

Note: Before you obtain the notarized authentication document, it is recommended that you save
your Form ID so that you do not lose any of your work.

To save your Form ID application:
1. Click [Save]. You will then be prompted with the following dialog box. Click

[Continue] to save the Form ID application. Click [Cancel] to return to the Form ID
application without saving.
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This saved file can be used later whenever the user saves a
submission. However, please note that any external
modifications of this saved file may result in its corruption and
render it unusable,

Continue Cancel

4

Figure 3-22: Save Dialog Box

2. Once you click [Continue], you will have the opportunity to save the application as a
file that you can restore at a later point.

To print your Form ID application:
1. Print the Form ID application using the “Print” function.
2. Sign and notarize the document.
3. Scan the notarized document as a PDF to be included with your submission.
To restore your Form ID application:
1. Connect to the EFMW Welcome page (refer to Section 3.1.2, “Accessing the
EDGAR Filer Management Website”).
2. Click ‘Apply for EDGAR Access (New)’ in the menu bar.
3. The Apply for EDGAR Access page appears.
4. Click the “Continue with Saved Application for EDGAR Access” radio button. You
will then have the option to browse for the appropriate file and upload it.
5. The restored file will then pre-populate with all of your previous information.

3.2.3.3 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, click the [Exit]
button at the top of the Form ID Application page to take you back to the Apply for EDGAR
Access Page. If you close the application without saving, 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] button at the top of the Form ID
application.
A dialog box appears (Figure 3-23: EDGAR Form ID, Submittal Dialog) asking you to
confirm that you want to submit the Form ID application. If you do not want to submit it,
click the [Cancel] button and the dialog box will disappear; otherwise, click the [Transmit
LIVE Submission] button to submit the Form ID application to the SEC.
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WARNING

You have chosen to make a Live submission 1o EDGAR. This means that EDGAR will automatically
process your submission. If EDGAR accepts your LIVE submission, then we will immediately
disseminate the public portions of your submission.

= You are advised to save a copy of your completed form to your local drive before you submit it so
that it can be restored from your local drive and used as the basis for completing a subsequent
filing, if needed. You will not be able to restore your submitted filing from within EDGAR if that
submission is later suspended.

= |fyou don't want this to happen, use the "Cancel" button to return to the submission screen.

= If you want fo continue with your LIVE transmission, please use the "Transmit LIVE Submission”
button.

EDGAR will give you an accession number for each LIVE transmission.

Transmit LIVE Submission Cancel

Figure 3-23: EDGAR Form ID, Submittal Dialog

Note: After you click the [Transmit LIVE Submission] 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 3.2.2.2.4, “Documents,” for more
information.

After you have clicked the [Transmit LIVE Submission] button, the EFMW Form ID
Application Acknowledgment page appears (Figure 3-24: EDGAR Form ID Application
Acknowledgment Page). This page provides the Accession Number for the submission (use
this number when referring to this submission).

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

Your submission was successfully transmitted.
Your accession number for this submission is 9999999996-13-000022

The fact that we assigned an accession number to your submission does not mean that EDGAR actually
accepted your submission. Here is how you can confirm whether EDGAR accepted your submission.

= Ifyou gave us your e-mail address, read your notification message; or

= Using the navigation bar in the main EDGAR Online Forms window, click on "Retrieve/Edit Data"
under Information Exchange.

Exit

Figure 3-24: EDGAR Form ID Application Acknowledgment Page

2. Click the [Exit] button on the Form ID Application Acknowledgment page to finish the
application process.
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3.2.3.4 Starting Another Form ID Application
Once you submit an application and exit, you can do one of the following:
e (reate a new, blank Form ID
Or

e Create a new, pre-filled Form ID

3.2.34.1 Create New, Blank Form ID
1. Click ‘Apply for EDGAR Access (New)’ in the menu bar.

2. The Apply for EDGAR Access page appears. Click the “Application for EDGAR
Access” radio button.

Click [Next]

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

3.2.34.2 Create New, Pre-filled Form ID
1. Click ‘Apply for EDGAR Access (New)’ in the menu bar.

2. The Apply for EDGAR Access page appears. Click the “Continue with Saved
Application for EDGAR Access” radio button.

Note: If you select this radio button, you will be prompted to upload a previously
saved file of a Form ID application (in .eis format only). The maximum size of a
Form ID file, including all attachments, must not exceed 200 MB.

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

3.2.4 Application Acceptance and Applicant Notification

After the SEC receives both the electronic Form ID application and the attached authentication
documentation, the SEC will authenticate the request. A notification message stating the SEC’s
disposition of the application will be sent to the e-mail address provided in the “Contact for
EDGAR Information” part of the Form ID. The disposition will be either “accepted” or
“rejected.”

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

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

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

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

Text saying that the Form ID was rejected by the SEC

The reason that the application was rejected

Basic instructions on how to resolve the issues
Current SEC Filer: Applying for EDGAR Access

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

3.3.1 Current Paper Only Filer

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

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

https.//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:

1. Connect to the EFMW Welcome page. (Refer to Section 3.1.2, “Accessing the EDGAR Filer
Management Website.”)
2. Click ‘Convert Paper Only Filer to Electronic Filer’ in the menu bar.

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

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

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

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

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

Convert Paper Only Filer to Electronic Filer

Inrentenal misstatements of cmissaons of Facts consunge federal crmrmal vislations

Sew 13 1U0.5.C 1001

To convert from a paper only filer to an electromc Bler, you must enter your CIE, a passphrase, and an e-mad address
below. Yoo will wse your CIK aad passpiease later to generate your EDGAR access codes. Ivis important that yon

| remember this passphrase for later use. Note that this passplzase is net vour EDGAR Logm password. Once vou have
receved a confirmation «-masl, this passphrase, slosg with your CIE, may be used to generate your EDGAR Logn

| passwvord (s well as OCC and PMAC)

* incieanss reauined Sekd . Haip for & B may B sotessed By eleking 2 faba

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

CiKPassphrase Informakon
c*
FaBSENTELE " Note: Your pasaphrase must be & charadirs
Tang and must contain af ieast one digit and
o of e following characters: @, 8," or S
Re-anber Passphrase

Hote: Thie E-mail address Bedow IS whare your confemation will ba
Senl afer Submisdion snd rédiw. 1 S viry impaant hal you erder
i coredly. To hislp @ndung A00Racy, you must enbar i baics,

E-miad Addregs "

Rg-enter E-mail Addross *

| Canlinuse

Bt Whindow ,

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 Filer 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 stabus of your Comvert Paper Only Filer to Elecironic Filer application, please contact
Filer Support at (202) 551-8900. After the SEC has reviewed an application, 2n e-mail will be sent to the email address on file
with EDGAR nforming the company that the request was either accepted or rejected (to inchade a reason why the application
was rejected).

CIK: 0001118503

WName Associated with CIK: DONNIE TEST CORP FOUR
Current Company Mailing Address: 12345 EASTWAY DRIVE, CHARLOTTE, NC 28205

Contact Person:
Contact Telephone Number:

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

Printed Name of Signature:

Title of Person Signmg-

Prnt Window I

Upload/Delete Atachment |

Submat
Ext Window I

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

ARached Document List

¥ File Mame Typa Description

| Upload Atachment | |  Delete Atachment |

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 fizlds below and then select the “Upload™ button. Note that only PDF documents can
be uploaded These documents mmst have the appropriate file name extension {pdf). To retem to the “Upload Delete
Attachment” screen without uploading an attachment, select the “"Cancel” button.

* indicates required field. Help for a field may be accessed by clicking its label
Aftachment Information
File Mame * Browse.

Type

Descriplion

l Upload l [ Cam:e!]

Esat 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

|| # [File Name Type Description

| o 1 immanmaﬁnn.p-ni' |CDM£BP immanmm:n Document
Upload Attachment | Delets Attachment

ok |

Exit Window

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

The Convert Paper Only Filer to Electronic Filer Confirmation Page opens. (Figure 3-30:
EDGAR Convert Paper Only Filer to Electronic Filer Confirmation Page (Bottom))
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Signature of Authonzed Person: Notary Signature & Seal to be Placed Here:

Printed Name of Signature:

Title of Person Signing:

Print Window |

Upload/Delete Attachment |

Submit
Exit Window I

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

12. Click the [Submit] button (Figure 3-30: EDGAR Convert Paper Only Filer to Electronic Filer
Confirmation Page (Bottom)) to submit the Convert Paper Only Filer to Electronic Filer
request.

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

Message from webpage I ﬂ

b ] Your convert paper only Filer bo electronic request will
- nowy be submitted to EDGAR for processing, Do wou
want o continue?

| Ik I Cancel

Figure 3-31: EDGAR Convert to Electronic Filer, “Continue” Dialog Box
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Note: After you click the [OK] button, the Convert Paper Only Filer to Electronic Filer
request is submitted to the automated submission processing portion of the EDGAR
system. 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 vour request and disposiion it. You wall recerve an e-mail message at vour e-mail
address of record inferming you of the SEC's decision. If your request was acceptad, the message will indicate that the
passphrase that you specified in this request has been activated and you can proceed to use your CIK and passphrase to

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

Print Window I

Exit Window I

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

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

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

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
o 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 in EDGAR and a [new] CIK is assigned. However, the act of creating the
serial company in EDGAR does not automatically result in EDGAR access for the new
company: the new serial company must request access to EDGAR. This section outlines the
process for composing and submitting an EDGAR access request using the EFMW when the
applicant is a newly created serial company.

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

https.//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 424BS.
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http://www.edgarcompany.sec.gov/

EDGAR Access for New Serial Companies

Imtentional misstatemnents or omisswons of facts constinate federal criminal violations. See 18 U S.C. 1001

To obtain access codes for a senal company, you nmast 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 senial company. Itis
important that you remember this passphrase for later use. Note that this passphrase is not the serial company’s
EDGAR Login password. Once you have received a confrmation 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 PMACQ),

* ingicates required field. Help for 2 field may be accessed by clicking its label
Serial Company CIK/Passphrase Information

Serial Company CIK *

—

Passphrase * Mote: Your passphrase mustbe 8 characters

long and must contain at feast one digit and
I ong of the following charaders: @, &, ", or 5.

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 that you enter
it comrectly. To help ensure accuracy, you must enter it twice

E-mail Address *

Re-anter E-mail Address ®

Continue |

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

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

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

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

The EDGAR Access for New Serial Companies Confirmation page appears. (Figure 3-34:
EDGAR Access for New Serial Companies Confirmation Page). This page serves as the
authentication document for the process.
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EDGAR Access for New Serial Companies Confirmation

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

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

CIE: 0001125196
Name Ascociated with CIK: DONNIE SERIAL COMPANTY2

Current Company Mailing Address: 126 NSAR GEN OAK STREETS, APT 8§88, CENTREVILLE NSAR,
A3 A33933

Contact Person: TESTER ONE
Contact Telephone Number: 1232322332

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

Printed Mame of Signature:

Title of Person Signmg:

Print Window I

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 inasmmmn

Upload Attachment | Delete Attachmant

Ok [

Bxit 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 i 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” sereen without uploading an antachment, select the "Cancel” button.

*indicates required field. Help for & field may be accassed by elicking its label

Afachrment Information

File Name * | Browse__|
Tipe : 3|

Description |

Uipload l 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

2 Your serial company request will now be submitted
*-"r/ ko EDGAR, for processing, Do you want bo continuey

O, I Zancel |

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

Note: After you click the [OK] button, the EDGAR Access for New Serial Companies
request is submitted to the automated submission processing portion of the EDGAR
system. 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 submission 1s 0000000000-05-000444.

To complete processing of your request, you must fax a notanzed authentication document to the 2EC's Office of Filings and Information Serwces (OFIZ) Filer
Support Branch at (202) 504-2474 or (703) 914-4240. Your request will #of be accepted until this document is received. After this document is received, OFIS
will review your recuest and disposition it. You will receive an e-mail message at the e-mail address you specified informing vou of the SEC's decision. If your
request was accepted, the message will indicate that the passphrase that you specified in this request has been activated and you can proceed to use your CTE

and passphrase to generate a new set of EDGAR. access codes, if your request was rejected, the message will indicate why. If vou have any questions regarding
the status of your passphrase request, please contact OFLS at (202) 551-8500.

Print 'vinc cra

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

3.3.23

3.4

Note:

Authentication Documentation

The EDGAR Access for New Serial Companies must be supplemented with an additional
authentication document to ensure that the request is authentic. The authentication document
must be signed and notarized, and include the following information:

CIK

Name associated with that CIK

Name of the contact person for purposes of this request

Contact person of the parent company on database

Contact telephone number of the parent company on database

Accession number of the 424B or 424H filing that created the serial company

Printed or typed signature of authorized person

E-mail Notification of Acceptance or Rejection

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

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

Text saying that the request was accepted by the SEC
Text stating that the specified passphrase was activated
Basic directions for how to generate EDGAR access codes
The URL of the EDGAR Filer Management Website

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

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

Creating an Asset Backed Securities Issuing Entity

Request Asset-Backed Securities (ABS) Issuing Entities Creation allows an Asset-Backed
Securities Depositor to request the creation of up to 100 related Issuing Entities. A depositor,
regardless of its SIC code value, can initiate the request.

It is advisable to limit the number of companies specified in any one request. If there is a
problem with the appropriateness of one of the names of the Issuing Entities, your request may
be rejected. If this happens, then you must resubmit your entire request.
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Once you have logged into EDGAR and accessed the Retrieve/Edit Company and Submission
Data page, you can prepare a request to create ABS Issuing Entities:

1. Login 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) befora 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 following options:
o Refrieve Submission Information "5¢ No¢e #/*

o Retrieve Company Information =" Yot 2

® Retrieve Module/Segment Information
"Soo Nofe wi™

¢ Retrieve Return Copies

® Enter Series and Classes (Contracts) Information

® Request Return of Unused Funds

® Reineve Balance Information

® View Account Activity Statement

® Change Company Password or CCC

® Enier Another CIK/COCC

"Hete =1 [nformation will only be retomed for submissions where the CIE (identified in the upper
ket comner of this page) 15 ether the Filer CIK or Login CIK of the related submission.

*Nete =1 For general company queries (mchuding wildcard searches), please search the EDGAR
Company database.

*Mote 23 EDGAR Release 18.3 introdoced changes that remove the ability to access refum
copies of submissions if a retum copy is requested. Filers are encouraged to save a copy
of ther submizsion prior to transmitting a TEST or LIVE filing.

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

Add ABS Issuing Entities

Depasitor CTR: CoORORACRCHCHOROR
Deportor Company Name: Sunple Tlepotor Inc

® mboates :'rqu:ed Qeld
Inbenbonal masrtatements of conirnons of facls constiute federal crammad wolabons. See 15 U.5.C. 1001

Huote: The "Comepany MHame® must be m Enghahl Also, the vadoe that you enter below wall be conformed to meet EDGAR
stanedards. Chek here for detmls
Compaty Name ™

Haote The E-mal address below 15 where your confirmation wall be sent after submasnon and renew, It s very enportant that you
enter & cormecly. To help ennae accuracy, you must ender o Pasce

E-mail Addrags"
Rp-grdet E-rad Address ®

Note: Tour passphrase must be & characters long and must contai at Jeast one digit and one of the followang characters (@, #, =,
or § Flease remember the passpluase as you type as the passphoase will not be displayed

Passphraso”

Fre-enber Pagsphuase *

E add Ancthisr Compam ]

- ' e
L.O% el Concel}

Figure 3-41: Add ABS Issuing Entities Page

5. For each Issuing Entity to be created, you must provide the following information:
= Company Name:
Note: This “Company Name” must be in English! Also, the value that you enter will be

conformed to meet EDGAR standards. These standards can be accessed by clicking
on the link in the note above the Company Name field.

=  FE-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

Trepsiter CTE: (]
Drepositor Company Nane: Sunple Depositer Inc

Intentional mizstatements or ommircions of B ts constimube federal criminal vielations, See 13 ULE.C. 1001

NOTE: Updated andlor Added méormation are not saved (subnstted) untl you Verdy and Confem To Viendy updates, chck oa
the "Verfp/Subamt” bustcn

Conformed Company Namne E-Blnil Address -
1 [ Gample ABS TrustA rusti@aampledeposibon com
. |
1 [Gample MBS Trusl B s s ampledeposibion com
3 | Gample ABS Trusi rusie s amplede poslicd (oM | .
Add Cornpamy [ Modiy | | Dedats | [ Pt .5
SentyfSubrit Carwal

Figure 3-42: Request ABS Issuing Entities Creation Information Page

8. From here you can choose to continue to add companies to your request, modify one of your
entries that you entered as part of this request, delete one of your entries that you entered as
part of this request, print your requested entries, or submit your request. Please note that
requested information is not saved until you verify and submit your request. To verify and
submit your request, click the [Verify/Submit] button. When you click the [Verify/Submit]
button a Request ABS Issuing Entities Creation Confirmation screen will be displayed as
shown in Figure 3-43: Request ABS Issuing Entities Creation Confirmation Page.

Request ABS Issuing Entities Creation Confirmation

Depositer CTE: (OO0
Diepostor Company Name: Sample Deposor Tnc

Yoou have recuested the Asset-Backed Secunty companes Bsted below, Carefilly review your changes, then ether chek on the
*Conlrm/Subamat” to rubmst your nequest of clck on “Coptnue Ed” to retam to the "Requent ABS [snang Ectities Croation
Informanen” sereen. Imtentional misctatements or omiszions of Tacrs constinate federal evininal violatons. See 18

15.C1onl.

Confermed Campany Name E-Dlxil Addvess
Sarrgple AN Trusl A rusla@sampleceposioncom
Sample A58 Trusi 8 U anpedEDOS AL LOm
Samgly ADE Trusl C Frush e ampadeporian ¢ om

| ConfrmySubmit

" Conbinug Edt |

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: COeR000
Diepesitor Company Name: Sunple Deposstor Inc

The ABS Issumg Fanties Creation reguest was subsnatted successinlby. Yonr accession nanber for thix smbeassion 15 Q0000000005000 777
EDGAR will deliver » nonfic ation of thiz subsnizsien to vew einail address on file and emad addvess of requested ABS Itmaing Fufities

[ Crosevindow |
Figure 3-44: Request ABS Issuing Entities Creation Result Page

11. SEC’s Branch of Filer Support staff will review your request. They can reject any requested
name if it is deemed unacceptable.
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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 SUEMISEICHN HAZ EBEEN ACCEPTED EY THE IT.%. SECURITIEZ AND EXCHANGE COMMIZSTON.

ALLEMN TEST & RATH WATER CO INC
NUMEEER OF DOCUMENTS: 1

ACCEPTED DATE: O&=hug—2004 05:53
COMFIEMING COFY: 3]

COMPANTY:
FORIM TYPE: ID-NEVKCIK

BRECEIVED DATE: Of-Rhug-Z004 08:53
TEST FILIMNG: NO

ACCESSION NUMEEER: S33353332:5-03-001z201

FILE NUMEEER (2):

1. Mone.
PLEASE EEFER TO THE ACCESSION NUMEER LISTED AROVE FOR FIITUREE INQUIRIES. .
|
BEGTSTRAMT (5 - || Il
f
1. CIE: 1234567890 nevr oo ] |I
COMEANY - ALLEE TEST & BATM WATEE CO INC F rFa N
FOFM TYPE: ID-NEWCIKE ! 1 { | [
FILE MUMEER(Z): = [ f) 11
[ s | i [
1. Hone. J [ [ | [ o [ f
~ | (1] | / A |
4\ IR
| [ | { .-' | _.I

SUMMARY OF CHRANGES:

Your application for arcesz to EDGAR hag hep_fn a:o?ﬂedr YDJIIJ

r I | l |
l:i'K ps 123 135‘tr
T0 4 ?“

Please comnnect to the EDGAB Form ID lﬂﬂ.
https: Iﬁqm file edgprlf:im.gls‘wgnv
to generate EDGAR access cnel:e%’ anp lrui‘w ¥ anﬂ:‘pFEsp]mase'.‘ J
i . U] n/
| ___*-___,.__|__|___________________

“‘*,1‘ wpiT EiEr,.ﬁ., 717

TREZENT: Veri fgr t 'f{ alll o |§,rc+1.1[ esse;S DI}T:-ELE EGHE datshaze are
correct. ﬁkedt adlli-:eqsl tl‘.{eJEDGAR Mcnwﬁu‘lg Coptact MName
ard Addresé :|.|"nfn :iln:\cr Iqa e £ in your Fee Accoumt Activity

St ot amarit ning— e Fe lD 'Iih:i SEC = wmdalirvaraskbla. DPlamse corract

ot dat ed dJ;essds'vla L'EEIZ)GER filing website.

.' ..\__.

The EDGLE ggrst;s’n iz awsilable to receiwe and process filings from
E:00 am. £a10:00 p.w. Eastern Time on business days. Filer Support

staff memhers are ayailable to respond to requests for assistance from

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

WMe strongly encoarage Yo o vwisit the Filing Website at
https: S fwmr_ edgarfiline . sec. gow. Tou can dowmload ouwr oarrent version
of the EDGRAPLirnk Windows software and templates, the Filer Marmal,
receive on—line help, =nd access Fregquent ly Asked Questions

Figure 3-45: EDGAR Form ID Application Notification, Accepted
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THE FOLLOWING SUEMISSICH HAS BEEN REJECTED EY THE 11,5 SECUBRITIES AND EXCHRNGE COMMISSTION.

COMPANT: ALLEM TEST & BATM WATER CO INC
FORM TYPE: ID-NEWKCIK NUMEEER OF DOCUMENTS: 1
DEJECTED DATE: O&=hug-z004 05:53

BRECEIVED DATE: Of-Ruag-Z004 08:532

TEST FILIMNG: NO CONFIFMING COFT: NO

ACCESSTON NUMEER: 29939599995 -03-001201
FILE NUMEEER (%) :
1. MNore.

PLEASE REFER TO THE ACCESSTION NUMEEER LISTED ABOVE FOR FUTURE INQUIBIES.

REGISTRANT (3 : |
f

1. CIE: MNone
COMPANT : ALLEK TEST & BAIN WaTER CO INC 'I‘ p \
FORM TYPE: ID-MFUCIK i
FILE NUMEEE(3): J'
1. None. i | | [ | | ; J
. f .' |

SUMMARY OF CHAMGES L L
Your application for arcess to EDGAR ]},aa-heqh #Jebteq' hly 5# -] l]ffj.::e df F:llet' Support for
the following reason: \ .

Im.r i l;m;tas; 1/ , |

For further informaticn, cuhtaﬂt J_m EEC*,a|uf:;te.-':11 Fg.ér Support at (202) 555-1234.
.-'

9 / |

e -l—— N Ick - ——-——-f—’—— -1

“'I ?l ' TI n Illj.ﬂ JT IF J

TTLCENT : vex{ifar s ﬁu o lyn:lui' dddrestes on the EDGAR datshase are

correct. 1J’L.nlzl.l::.n:nzrr edt/ =] 5| i the EDGAP Accowting Contact Mame

ard Addret :|.nf.n B ior msﬁ,r esult in your Fee Acooumt Activity

Statement el turns”-:t Lo the SEC as wndeliverable. Ylease correct
/
outdated addresges via the EDGAR filing webzite.
\

L

The EDGAR sywstem is awsilable to receive and process filings from
G:00 am. to 10:00 p.m. Eastern Time on business days. Filer Support
staff memhers are available to respond to requests for assistance from

S:00a.m. to £5:30 p.m. Easternn Time.

e strongly encowarage you to visit the Filing Website at

https: ffwmr edgarfiline . sec. gow. Tou can dowmload our oarrent version
of the EDGAPLirvk Mindows software and templates, the Filer Marmal,
receive on-line help, =nd access Freguent ly Asked Questions.

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

THE FOLLOWING ZUBMISIION HAZ BEEN ACCEPTED EBEY THE U.3. 3ECURITIES AND EXCHANGE

COMMIZSTION.

COMPANT : Glokbal Geophysical Services Inc

FORM TYFPE: ID-CCONVERT NUMEER OF DOCUMENTS: 1

RECEIVED DATE: Z4-Jul-Z006 10:16 ACCEPTED DATE: 24-Jul-zZ006 13:17
TEST FILING: WO CONFIRMING COPY: 0 [a]

ACCESSICN NUMEER: 0001311456-06-000001
PLELSE REFER TO THE ACCESSION NUMBER LISTED ABCVE FOR FUTURE INQUIRIES.
REGISTRENT (S :

1. CIEK: 0001311486
COMPANTY: Glokbal Geophysical Services Inc
FORM TYPE: ID-CCONVERT

SUTHMARY OF CHANGES:

¥Your request for access to EDGAE has heen accepted. Flease connect Farthe

EDGAR Filer Managetnent URL [
http=:/ /vy, filermanagement . edgarfiling. sec. gow ||

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

After generaticn of EDGAR access codes, please take;a{mnﬁent|pa e ie+ wour
information to ensure that it is accurate and up- tq— qeq bakh&tula¥ly your
address (es) and, for domestic cowmpanies, your IRS [ gr.y | Dmpaplhh and
individuals may wview and update their inform 1Dn using the fD ER hhlbr
Website (https://www.edgarfiling.sec.gov). 04 the I thilmiFafms be531te

(https://uvy.onlineforms.edgarfiling. séc. gpq], | [ upd L&, ted. company
information on the RetrlevefEdlt/ﬂata,— Rettlavé|cbmp v En ormation - Edit
Company Information page and. submlthhq_kh hges Dw huﬁ prowvide the CIE
and CCC for that cnmpany, 2 o ¢an ch ge any 1ﬂfnrmat10n If wou hawve
gquestions about hansq ateryaur 1 qumﬂtpom,)please call Filer Support at
E£0zZ-551-8900, | 1

N f A J| II ,- \ S I| f

i LI | i

___________ T""?ﬁ‘FT_I+_TT_{_T NOTICE ___Ti}___________________________

,l | | L-
URGENT: ve¥1¥g t aD ali}of’ymur addresses on the EDGAR database are
caorrect. 1| ;na rrecﬁ ﬁﬁﬁress in the EDGALR Accounting Contact Nate
and Address inf@rMatrbn may result in your fee Account Aetivity
Statement Elng returned to the 3EC as undeliverable. FPlease correct
outdated a&dresses wia the EDGAR filing wehsite.

The EDGAR svystem is available to receiwve and process filings from

6:00 s.m. to 10:00 p.mw. Eastern Tiwme on business davs. Filer Support
staff members are available to respond to requests for assistance from
9:00 a.wm. to 5:30 p.m. Eastern Time.

We strongly encourage wou to visit the Filing Webhsite at

httpa:/fwww. 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 Fregquently Asked Questions.

Figure 3-47: EDGAR Convert to Electronic Filer Notification, Accepted
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SECURITIES AND EXCHANGE COMMIZSTION.

THE FOLLOWING SUEMISSION HAS BEEN REJECTED EY THE I1.5.

COMPANT: ALLEN TEST & PBATIN WATER CO INC

FORM TYPE: ID-CONVERT NUMEEER OF DOCTRIEMTS: 1
RECEIVED DATE: 0&-Aug-Z004 08:53 PEJECTEL DATE: O&-Ang-2004 02:53
TEST FILING: na CONFIPMITNG COFT: na
ACCESSTON NUMEER: 9299933395-03-001201
FILE NUMEER (3):
1. Mone.
-~

PLEASE LREFER T0 THE ACCEZZION NIMIEEE LISTED AEOVE FOR FUTURE INQUIPRIES.
|

DEGISTRANT (&) : [
1. CIE: 1234567290 existing *I‘ P I_,f' \ I| f
CAMPARTY - ATT.EM TEST & BATM TATER N THO _;" f | r | In" s | | ||
FOEM TYPE: ID-CONVEET | l.-|~ I‘ | II | }_1 i
A

FILE NUMEEL(S): o ol | f y I
F: Home: N AL [
[ (L, [ | [ | | | ol
. . L=

SUMMAARY OF CHRNGES - P |I N |I |I |I v A N

L

Your request for access to Em has:heen ',réjqcted. ]11' t]ie
followring reason: }{ -

|'

mq:sn#caur Request | _.x_:' | -/

| | b

.-'
For further 1nmma¢um i,:chtqqt #ie blﬂ: é '.fo:u::e cff F]ler Support at (202) 555-1234.
f

'| I| I." 1 A |
___________L_____Tr _I| -l___'ll' ++ B{DILIEE WL_________]— I S

i I —

TTRGENT : Vei'.'l?]? th£+: J_,.'L dfl Yiuk__,éndﬂresses on the EDGAP datshase are
correct. |.iLn| idcorpect address in the EDGAR Accoumting Contact Name

ard AddresE 1m: D;'I'mét,lmr may result in your Fee Accowmt Activity
Statement e1ng fretifrned to the SEC as undeliverable. Please correct

ot dat ed a-ir_jlr_geéses via the EDGAR filing wehsite.

The EDGAR sywstem is awvailable to receive and process filings from
G:00 a.m. to 10:00 p.m. Eastern Time on business days. Filer Support

staff memhers are available to respond to requests for assistance from
9:00a.m. to §:30 p.m. BEastern Time.

We strongly encowarage you to visit the Filing Website at

https: ffwmr edyarfiling. sec. gow. Tou can dowmaload owur oarrent version
of the EDGAPLink /Windows software and templates, the Filer Marmal,
receive on-line help, and access Freoguaent ly fsked Questions.

- .-' | L
)Elfc 1nran,&1ruf Filer Support for the

Figure 3-48: EDGAR Convert to Electronic Filer Notification, Rejected
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3.5.3 EDGAR Access for New Serial Companies Request
THE FOLLOWING SUEMISSION HAS EEEN ACCEPTED EY THE 11,2, SECURITIES AND EXCHANGE COMMIIZSTION.

ALLEN TEST & PBAIN WATER CO INC

COMPANT:

FORM TYPE: ID-5ERTAL NUMEEER OF DOCTIMERNTS: 1

BRECEIVED DATE: O0&-Ang-Z004 02:53 ACCEPTEL DATE: O&-Aug—2004 05:53
TEST FILING: NO CONFIPMING COPT: HNO

ACCESSION NUMEBER: 5333333335 -03-001Z01

FILE MUMEER(2):
1. Hone. =]
[ |

PLEASE REFER TO THE ACCEZSI0ON NUMEEER LISTED AECOVE FOR FUTURE INCOUIRIES. [ |

DEGISTERAMT (2 -
/] -1/ [
1. CIE: 1234567690 existing ol a1
COMPANY:  ALLEN TEST & PATN WATER CO INC I - [ ] || L= ]
/ |

FOBRM TYPE: ID-S5ERIAL
FILE NUMEEER(=):
1. MNorwe.

SUMMARY OF CHANGES:

Your request for access to E
Please connect to the E]Eim] F

1- | f
&= httba AF alhgar
to generate Em iﬁ::ess EEFE? |'I.B I.'II:‘E( N '%
Il__.- II I| |" 1\ J_-I_ }I _I."l e {l_ |
e ——ri- ORLCE. #=~r == oo e e
A fl r. r} IcE

URGENT : venf—_.,r + 211 #f v Addresses on the EDCAD darshaze are
Correct. |:|.m:cl|'r!rect. afdﬂrESS in the EDGAR Accowmting Contact Mame
and Addre ﬁifni'mé;,lgn way result in your Fee Accoumt Activity

Ctatement being/retirned £o tle SEC as wmadelivreralle. Pleass corrack

outdated addresses wvia the EDERAE filing website.

The EDGAR sywstem is awailable to receive and process filings from
G:00 am. to 10:00 p.m. Eastern Time on 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 encowrage you to visit the Filing Website at
https: ffwmr_ edyarfiling . sec. gow. Tou can download our ouarrent wersion
of the EDGAPLink/MWMindows software and templates, the Filer Marmal,
receive on-line help, and access Freoguaent ly Asked Questions.

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

June 2019 3-61 EDGAR Filer Manual (Volume I)



THE FOLLOWING SUEMISSION HAS EEEN REJECTED EY THE 11,5, SECURITIES AND EXCHRNGE COMMISSTION.

COMPANT: ALLEN TEST & PATN WATER CO INC
FORIM TYPE: ID-SERTAL NUMEEER OF DOCTRIEMTS: 1
RECEIVED DATE: 0&-fuy-Z004 08:E53 REJECTED DATE: O5-Ang-Z004 02:53
TEST FILING: NO CONFIFMING COFY: O
ACCESSTION NUMEEER: 9939393395-03-001Z01
FILE NUMEEEL (3):

1. Mone.

-1

PLEASE REFER TO THE ACCESSION NUMEEER LISTEDR AECUVE FOR FUOTURE INQUIRIES.
[

REGISTEANT(S) :

o ! | |
1. CIE: 1234567290 existing /| A ) |I |I
COMPANY:  ALLEN TEST & BAIN WATER CO INC T lf I." s | [ ]
FOEM TYPE: ID-SERTAL | 1;|- ] I| L
FILE NUMBER(S): ~ 1 W11/ A [
1. None. AN AU ]
ey |Ir I T || l | .'I f | Vol ||_.-"I

SWOMRY OF CHAMGES: I.f’ Yol |' \ ‘ | | | V I| \ /_.-{,a--l

following reason: !II | | J,l' '. J

;1 la Sgr:«:i'.'al l:mpamy)

For further 1n15unnahm, cfdnt,pqet s:bcffs B:_f.me ?f F]le‘l:‘ Support at (202) 555-1234.

! | [ |
{ A J| i | f 3 [
——————————IT——II.——n—L— ¥ T——Ill—r—-ll ll- Hn’ric& i ML i S it ot e it
‘_.- [} L~

TRZENT : Uelr Fy't 15 all hﬁ_, addresses on the EDGAR datashase are
A1 e rrect, ‘address in the EDGAR Accowit ing Contact Name

correct. Srﬂ.n
and Addre 1nf-;|rmat1m may result in your Fee Locoumt Activity
Statement }‘l'ugzl:pg" returned Lo the SEC as wmdeliwverable. Please correct

outdated addresses via the EDGRR filing website.

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

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

WMe strongly encourage you to vwisit the Filing Website at
https: S edgarfiling . sec. gov. Tou can dowmnload our oarrent wersion
of the EDGAPLirvk WMindows software and templates, the Filer Marmal,
receive on—line help, and access Freoguent ly Asked Questions.

' Fa | | - |
Your request for access to Em has heen 'rr‘ajqded ]Jy I FITE slllp:'am,&h"bf Filer Swpport for the
| I )

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 a new electronic filer.

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

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

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

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

Generating All EDGAR Access Codes

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

passphrase.

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

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

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

https://www.edearcompany.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. Refer to Section 3.2.2.1, “Data Entry Conventions,” for the standards used on all of the

EFMW pages.

Generate Access Codes (New/Replacement)

Intentional nusstadeenents of omusnong of facts constiute federal ormanal wolshons: See 18 U.5.C. 1001

You should generate EDGAR access codes f

= Your EDGAR sccess codes have expared and you would Bee 1o generate new EDGAR access codes

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

» Tou would ke to generate new EDGAR access codes for secunty purposes. Mote that  you only want to update
wour password or COC, it 15 recommended that you do thes through the EDGAR Fimg webate or the EDGAR

EDGAR wadow

You bhave subnatted & Ferm ID apphcation for & spectfic compasny of mdbmdual and have receved your CIE wia e-mad

CrmbneF orma M webzote by chekmg on the "Retneve/Edet Data® meru stem under "Infermation Exchange” m the mam

To generate your access codes for the EDGAR system, enter your CIE and passplrase = the Gelds below and then select the

*Generate Access Codes” button

* inalicales requived Beid Hedp lor & Seld may be sccassed by ciicking B3 label
ChIPassphedse Information
i *

Passphrags ®

| Geneste Access Codes |

[ ExitWindow
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.

U

)

X

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

0K Cancel

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

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

Generate Access Codes Acknowledgment

The EDGAR access codes below were successfully generated for CTE 0000000000,

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

EDGAR Access Codes

CIK:
Password:
[
PMAC:

0000000000
eauzrd@y
#pkdlkghe
pohdeacd

ExitWindow |

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.
¢ 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

Filer Management
Apply for EDGAR Access (New)

Electromc Filer
EDGAR Access for New Serial
Companies

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

siatements or cmessions of facts comstnme federal crimanal wsolanons. See 1ETTSC

Yo should update vour passphaase if

# You have forgoten vour passploase sd would like to update it wath a new passphrase
= You would Like to update yvour passphaase for secunty purposes

Please select the first hyperlink below to request for a secunity token. EDGAR. will send a security token to the ennl
address we hanve on record wih a lnk smd mstrschions to spter the secunity token. You can nee the secuniy token to wupdaie
your passphrase on the "Update Passphrase Contoation” screen

If vou have already received a securiry token thar s still valid, please select the second hvperlnk below.

(i=nerating the secarsty token 15 the standard method to updats vour passphrase. Use the "Update Passphrase {manual)*
method ondy of the emal contact mformaton on record m EDGAR 15 mcamect. If vou choose the mamial method, it may
take over 45 hours 1o process the request. Please sebect the thind byperhiak belew 1o follow the mameal process of updanng
your passphrase

Exill We'indosy

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

You should update vour passphrase if-

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

To update your passphrase. yvou must enter your 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 instructions 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 fisid. Help for a field may be accessed by ciicking s iabel.
ClK *

Reason for Update (up to 255 characters)

Cnntinug

| Exit ".f‘»."indu}nr

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

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

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

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

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

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.S. 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/FilerMamtUpdatePassphraseContinuation. htrm

NOTE THAT THE SECURITY TOKEN 15 VALID FOR ONE-TIME USE ONLY AND WILL EXPIRE IN 60 MINUTES.

B e Ty LN R e e

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

B Y11 [ e e

NOTICE

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

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

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

Figure 4-7: EDGAR Security Token Email

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

9. The “Update Passphrase Continuation” page will be displayed (Figure 4-8: EDGAR
Update Passphrase Continuation Page). Re-enter the CIK, select the checkbox “I have
received the Security Token within the last 60 minutes,” enter in the Security Token
as indicated in the email, enter in a “New Passphrase,” and then re-enter in the
passphrase again in the “Re-enter New Passphrase” fields. Refer to Section 3.2.4,
“Defining a Passphrase,” for a more detailed description of the passphrase. For
security reasons, the passphrase must be at least eight characters in length and contain
at least one digit and one of the following characters: {@, #, *, $}.

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

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

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

Intentional mmsstatements or omisstons of facts constitute federal criminal violations. See 18 U.S.C.1001.

You should update vour passphrase ift

s You have forgotten your passphrase and would like to update it with a new passphrase.
s 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.

You will use vour 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 i3 not your EDGAR Login password. Once you have
received a confirmation e-mail. this passphrase. along with vour CIK. may be used to generate vour EDGAR Login password
(as well as CCC and PMAC).

* indicates required field. Help for a field may be accessed by clicking its label
ClK/Passphrase Information
CIK*
| have received the security token within the last 60 minutes *
Security Token *
Mew Passphrase *

Re-enter Mew Passphrase *

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

PR

oy

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 E

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

ok | conce

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

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

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

5 EDGAR Filer Management - Internet Explorer =]

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 edgarfiling 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 1D

* Home

Suppon
= General Help
= Frequen

Figure 4-11: EFMW Welcome Page Menu

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

Update Passphrase

Intenitsonal pusstatements or onassions of facts comstimne federal crmanal veolanons. See 18 U5 C 1001

You should update yvour passphaase if:

* You have forgoten vour passplorase snd would like to update it wath a new passphrase
= You would Like to update yvour passphrase for secunity purposes

Please select the first yperlink below to request for a secupity token. EDGAR, will semd 8 secunity token to the eninl
addrass we hanve on record with 2 lnk and mstrections to swter the secuniny token. You can use the secunty token to wpdate
your passpluase on the "Update Passploase Contomation” screen

If vou have already received a securicy token thar as still valid, please select the second hvperlnk below.

(izperatmg the secarsty token 15 the standard method fo updats your passphease. Use the "Update Passphrase {manual)*
method only of the emanl contact mformatan on record m EDGAR 1s meamect. If vou choose the manmial method. 1t may
takoe over 45 hours 1o process the request. Please sebect the thind byperhiak belew to follow the mameal process of updanng
your passphrase

E:sit Windiw

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

[mtentonal messlalements or omssions of Bets consttute federal crmmmsl vielations. See 18 U5.C 1001

| You shonld npdate yorr passplrase
& You have forgotten vour passphrase and would ke to update it with a new passplrase
» Vou woald Bke to update vour passphrase for security purposes

To update your passphrase, vou must ssber your CIK and a new passphrase below. Y ou will use your CIE and new
pissplanse [ater 1o penerate your EDGAR sccess codes. It s important that vou remember this passphrase for lates
wze. Mobe that this passphrase is mot your EDGAR Lopm passward. Oince you have received a confirmation «-mai, this
passpliase, doag with your CTE, may be uesd to peaerate vour EDGAR Logie passaord (as well as CCC and PMAC)

"irohcales required fesd. Mg for 3 Beld may be acressed by chicAiing is fabaed
CikPassphiass infenmation
CIK™

The agplcant or the applicant = autonzed represemiabve must =gn
the application. T poiw have s asthorky? *

Yes' ' No
HewFassphrase ™ |

Rie-grler iw Pagsphiase | ]
Hide: Wour pasaphiase musi B B characen
kong ared musd contain atbeas] one Apgland one
of #hie foll rwang charaders: @@ #, ", or S

Reazan far Lipdats jup 1o 255 characars)

: Canimue

Exil Window |

Figure 4-13: EDGAR Update Passphrase Information

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

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

“You are not authorized to submit this request. Please contact an authorized person
to update the passphrase.”
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6. Enter the required data (CIK and passphrase) and a reason for making the request
(optional). Refer to Section 3.2.4, “Defining a Passphrase,” for a more detailed
description of the passphrase. For security reasons, the passphrase must be at least

eight characters in length and contain at least one digit and one of the following
characters: {@, #, *, $}.

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

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

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

If yvou have any questions regarding the status of your Update Passphrase request, please contact Filer Suppert 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).

CIE: 0000350001
Name Associated with CIK: FUND TRUST CO
Current Company Mailing Address: 125, ALEXANDEIA 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 Person Signing:

Print Window

| Upload/Delete Attachments |

Exit Window

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, it must be manually signed.

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

Upload Attachment | Delete Attachment

OK |

Exit Window |

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

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

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

* indicates required field. Help for 3 field may be scceszzed by clicking itz label.

Attachment Information
File Mame * Exows=e. ..

Type CORRESE

Description

| Upload | | Cancel |

12.

13.

14.

15.

Figure 4-16: EDGAR Upload Attachment Page

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.

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.

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

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 an indicator that the submission is in progress.
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Message from webpage i ; E[

> ‘four update passphrase request will now be submitked
“u"/’ ko EDGAR for processing. Do wou wank to continue?

Ik I Cancel |

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

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

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

Update Passphrase Acknowledgment

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

The Filer Support Branch will review your request and disposition . You will recerve an e-mail message at your e-mal
address of record informing you of the SEC's decision. If vour request was accepted, the message will indicate that the
passphrase that vou specified in this request has been activated and you can proceed to use your CIK and passphrase to
generate a new set of EDGAR access codes; 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.

Exit Window ]

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

¢ Printed name of authorized person

o Title of authorized person

e Signature

e Signature Date

e Name of Notary (must be different from contact person)
¢ 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

o 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
¢ 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

CUOMPARNT: ALLEN TEST & BATN WATER -0 INC

FORM TYPE: ID-FASSUPD NIM=EER OF DOCTMENTS: 1

RECEIViD DATE: Oc-fnag-Z004 02:532 ACCEPTED DATE: Oe-Aug-z004 02:52
COMFIPMING COFY: HO

TEST FILIMG: NO

ACCESSION NUMEER: 29935933%6-03-001201

FILE MIMEEL (Z):
1. Hone. |
[ 1

PLEASE REFER TO THE ACCESSION NUMEER LISTED AEOVE FOR FUTURE INQUIRIES.
4 | |

REGIST2ANT(S) - ]
R N | [ |
1. CIE: 1734567890 existing ( 1 =11 U _;‘_.~| | Il '
COMPANY:  ALLEK TEST & RATN WATER CO IMC g 7l || | . 1] ||
FOMM TYPE: ID-PASSUPD o | | | II [ | M 1.
FILE NUMEEL(Z): Y N i I { 1] v 1]
L. Nene. Aol V)L AR
Fy \ | | [ | L | '-,_ ___,-:-"

SUMMARY OF CHANGES: | ||
1 ] [ %

sll_s!tﬁrt.
| [~

The requested passphrase, 15
Please connect to the mﬁq
,' [ o hbgpst f.ﬂm r!iex;hahagxnmi edgar H1ing. sec.gov

to g!m!l:'ate rEm‘&:clEEs dde‘slllsfugyml;t' CIE and ASE
| A

i |

P I
[ £ 3] 1] |_ '
——————-———1-—-|—————|————r—-|— —+—r HIZITICE T R e R R R
| | — L | | I
TRGENT : Varlhz' that allf c‘g wour addresszs on the EDGALER datahase are
correct. Lﬁ.n ingorract aﬂdrEES in the EGAR Accoumting Contact Name
arid Addres;ﬁ 1r+ftumatlor may result in yoar Fee Accowmt Lotivity
Statement héing returned to the SED as mdeliverable. Please correct

outdated addresszes wia the EDERAER filing webhsite.

The EDEAR system is awvsilable to receive and process filings from
G:00 am. to 10:00 p.m. Eastern Time on business days. Filer Supportc

staff wewhers are awajilahle to respond Zo requests for assistance from
T:00 am. o 7:00 p.m. Eastern Time.

We strongly encourage you Lo wislt the Flling Website at
hteps: ffwmmr_ edyarfiline. sec. govy. Tou can dommload our current wersion
of the EDGARLink MMindowvs software and templates, the Filer Marmal,
receive on—line help, snd access Fregquedtly Asked Questions.

THE FOLLOWING SUBMISSICH HA® EEEN ACCEPIED BY THE 11,5, SECURITIES AND» EXCHANGE COMMISSTON.

| ”-. ¥, Y
Your request for a me]]} %aﬁthﬂq heenr-'acpep‘ted, hy‘ t,he SEC's Branch of Filer Support.

Figure 4-19: EDGAR Update Passphrase Notification, Accepted
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THE FOLLOWING SUEMISSTION HAS BEEN REJECTED BY THE 1.3 SECURITIES AND EXCHANGE COMMISSTON.

COMPANT: ALLEM TEST & FATN WATEER CO INC

FORM TYPE: ID-PRS SUPD NIMEEER OF DOCUMENTS: 1

BECEIVED DATE: O&6-Auag-2004 03:53 EEJECTED' LATE: Oe-Awy—Z004 02:53
TEST FILING: Mo COMFIEBMIMG COFY: HO

ACCES2TON NUMEER: 2933333355-03-001201

FILE NUMEEER (3):
1. MHone.

PLEASE REFEER TO THE ACCESSTION NUMEEER LISTED AEOYE FOR FUTURE INOUIRIES. 3

REGISTRANT (S} :
f

L, JE1R 12345672590 existing il |I

COMPANY:  ALLEN TEST & PATN WATER CO INC F v

FOFM TYPE: ID-PASSUPD f |I > I’|1 I.-" | |

FILE NIMEER(Z): bk 11 1 LE? | II [

1. Nome. g T 1 '

- | | | | ..-' il |

SIMOARY OF CHANGES : ' T | J
e |I | I__.

/"
Tour request for a new EDGARR passphrase has hEF_fu 1‘Pjiec:‘l:eﬂ LJ tJILE |SEC‘ #rhn:»fll of Filer Support
-\\ .f

forr the following reason: 7 I |
| /
llnable bp Ei:mta:t.l .BBq‘tEstFF / | | | \ ._3
r 1] |I J
{ iy | f
For further 1n.ﬁunnat:|.m‘t\cuinta:t FE’5|Df£iEEI.'df E:L'I.?Et‘ Support at (202) 555-1234.
e TRy NV |I |
------------,a----.|-+----.--+l--|-+ HpTII:E —;'——1«——-————1- e
f ||I | I | F !
F ot | | | | L y !__,--J
URGENT: ver'ifr'yE 411 u:ifl'_i,run qlddrEéses on the EDGAR datahase are

Correct. uicn}: ect a,-id're:&s in the EDGAR Accowmting Contact Name

and Address i-,nfcquélzlm ma],r result in your Fee Accoumt Activity
Statement enﬁg returned to the SEC ac umdelivershle. Dlease correct

ot dat ed aﬂdrEsses via the EDGRP filing website.

The EDGAPR system iz available to receiwe and process filings from

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

staff memhers are awvailable to respond to regquests for assistance from

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

WMe strongly encourage you to visit the Filing Website at
https: ffwmr_edygarfiling. sec. gov. Tou can download our ourrent wersion
of the EDGAPLink WMindows software and templates, the Filer Marmal,
raceive oi-line help, and access Freouently Asked Quastions.

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
¢ You are concerned that your password has been given to outsiders

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

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

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

The Change Company Password or CCC option has a page for you to select either of two options
as shown in Figure 4-21: Change Company Password or CCC Page:

e Change Password
e Change CCC (CIK Confirmation Code)

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

Change Company Password or CCC

* Change Password

* Change CCC (CIK Confirmation Code)

WARNING

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

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

Figure 4-21: Change Company Password or CCC Page
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Your EDGAR password is good for only twelve (12) months. Be sure you change your password
on the EDGAR Filing Website before it expires.

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

Change Company Password

Enter CIK: |
Enter Old Password: |

Enter New Password: |

Confirm New Password: |

Enter Password Modification '—
Authorization Code (PMAC):

Change Password |

WARNING

+ Do not give out the new password to anyone who does not need that
infarmation 2

Figure 4-22: Change Company Password

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

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

3. Click the [Change Password] button.

Change Password Results

You successfully changed your password.

Figure 4-23: Change Password Results Page

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

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

Change CCC (CIK Confirmation Code)

Enter CIK: |
Enter Password: |
Enter New CCC: |

Confirm New CCC: |

Change ccC |

WARNING

* Do not give out the new CCC to anyone who does not need that
information.

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

Figure 4-24: Change CCC (CIK Confirmation Code) Page

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

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

Change CCC Results

You successfully changed 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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4.1.4 Creating a Passphrase for the First Time

When logging into any of the EDGAR websites, if your CIK and password are valid and you
have a passphrase, the Welcome page appears. Some filers, who have not logged into the system
for a long time, may find that they have not yet created a passphrase since the introduction of this
process on the EDGAR system. Filers will only have to follow this process once; however, the
EDGAR system will not let you proceed until the passphrase has been created. The first screen
you will see is shown in Figure 4-26: The EDGAR Create Passphrase Page.

Create Passphrase

Aceording to our records, CTE 0000350001 does not have an EDGAR. Filer Management passphrase on file, An EDGAFR. Filer

IManagement passphrase 15 used to generate new EDGAR access codes (password, CCC, PMAC) in the event that they have expred or
you have forgotten them, and as a result, you are unable to log mto or access certain functionality 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 "Creaze

Passphrase” button below. For more information on EDGAR Filer Management, refer to the EDGAR Filer Manual

Enter Passplrase: Hote: Your passphrase must be 8 characters long
and mast contain sk least one digit and one of the

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

Enter Existing PMAC:

[ CreatePassphrase

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 YWelcome Page 1

Figure 4-27: The EDGAR Create Passphrase Results Page
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O Information Exchange

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

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

and Exchange Commiss

Electronic Data Gathering Analysis and Retrieval (EDGAR) =

Online Forms Management =

FOGAR

[— Welcome to EDGAR . Other Online Forms
‘We designed EDGAR to pravida an electronic filing and company Filar Information
¥ File Dwnership Forms information management environment for those EDGAR filers and
= hling agents wha file with the SEC under the Securibes Act of 1933, 2o
¥ File Farm [ Only XML Submissions
- the Securties Exchange Act of 1934, the Trust Indenture Ad of Snlllp‘;'-o-'teﬂ' I‘Ilhi“s“Oﬂl:I‘i:leFon'ns
k Transmit XML Subsmission 1939, and the Investment Company Act of 1940 (collectively, p
- Acks") website only supparts the
Login Password Status: Your Password will expire on WML filings. Non-¥ML
1 December 31, 9999 submissions will be rejectad by

Notes:

. EDGAR if they are submitted via
online Forx ANVIRLLE e e, s ok e
EDGaR Filing website for all non-
MML submission actvibes.

Themmmnﬁf ﬂlflst‘gplage m@s}{m 16 Fa: See the SEC's

ection 16 Electronic R |n ng

changewithevery Release. .o

Frequently Asked Questions
SEC Rule Making

about Dwnership flings.

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

warsion of the forms apphcation avadable on the EDGAR Fling Javascripi Required: We requere
‘Websita to file Transfer agent forms. This wab-based that your browser be
application replaces the correspondang Microsolt InfoPath Javasoript-enabled to use this
templates that were previously used to file these forms. webate.

Filers can atcess Transfer Agent forms by selecting the 'File

Tramsfer Agent Forms' link on the EDGAR Filing Wabsita. Direct-Dial Users: You may nakt
Chapter 8 (Preparing and Transmitting EDGARLite access this wabsite through a
Submissions) of the "EDGAR Filer Manual, Voluma I1: EDGAR direct-dial (FPF) connection
Filing" was retired. Two new sections, ‘File Transfer Agent Only ISP connections are
Farms' and 'Completing a Transfer Agent Form’ were added supportad on this websita.

ko the former Chapter & (new Chapter £ - Prepanng and

Tranmsmitting Online Submissions) of the "EDGAR Filer Manual, See the SEC wieb site for more
Woluma 11: EDGAR Filing” to guide filars through the filing nformation about other SEC
process., Filing and Rulemaking adtivithes.

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

If you mistype your password, EDGAR considers it an invalid 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 Staff at (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 can access 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.

5.1 Login to EDGAR

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

1. Connect to the Internet.

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

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

8. Click the [Login to EDGAR] button.

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

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 to retrieve or edit information on the EDGAR
system.

June 2019 5-1 EDGAR Filer Manual (Volume I)


http://www.portal.edgarfiling.sec.gov/

Retrieve/Edit Data ~
ClIK and CCC Request

Enter a Company CIK and CCC

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

Continug t

Figure 5-1: Retrieve/Edit Data Page

=

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

= Retrieve Submission Information

= Retrieve Company Information

= Retrieve Module/Segment Information

= Enter Series and Classes (Contracts) Information

= Request Asset-Backed Securities (ABS) Issuing Entities Creation
= Request Return of Unused Funds

= Retrieve Balance Information

= View Account Activity Statement

= Change Company Password or CCC

= Enter Another CIK/CCC

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

CIK: 0000350001

Please select one of the following options:

s Retrieve Submission Information *Hee Nogs =] *

s Retrieve Company Information =00 Yoia #2°

# Retrieve Module/Segment Information

o Retrieve Return Copies "See Now #3°

® Enter Series and Classes (Contracts) Information

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

® Regaest Renirm of Unused Funds

# Retrieve Balance Information

® View Account Activity Statement

® Change Company Password or CCC

® Enter Another CIK/CCC

"Mete#l  [nformation will only be returmed for submissions where the CIK (identified m the upper
left corner of this page) 15 either the Filer CIK or Login CIK of the related submassion.

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

*Mote 23 EDMGAR Release 18 3 introduced changes that remove the ability to access retum
copies of submissions if 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

53 Retrieve Company Information

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

3. Click ‘Retrieve Company Information’. The Company Information page appears.

Scroll down this page to review the company information EDGAR has stored.
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If any of this information is incorrect, you can change it by using the [Edit Company

Company Information

The EDGAR, Company datsbase contains the mformation bisted below about the selected Company. Flease venfy that
the dain represents the coerent opsrabionsl siave of the Compeny. Yoo com opdaie speefic Comspeny mformation by
chicking on the "Edit Company Information” bation located below this. data Estng

Company CIE:

Fier Trpe:

Company Individeal
Fepubated Entity Type:
Company Nome
Maiing Street 1
Madiag Sireer
Maiing City.
Mading Stage/ Country:
Maiing ZipTostal Code:
Phoae

SIC:
Company Reporting Number:
Parent CIK (i sy}

"Doing Busingss As” Mame
Foreign Name:

Husiness Street |

Business Street T
Husiness City.
Business Stabe/ Couniry:
Husinews LipTostal Cecle.
State of [ncorporation:
Fitcal Yem End
Arcelerated Filar Stams:
Accelerated Filer Stabus Period

General Infermation

Q03000

FILER.

COMPANTY

NONE

BIFE FUND TRUET OO
ROLFE 5T

CENTEEVILLE
ALABANLA
A33033

BR4e

L1k
0042638
Ca0eCe3 5000

Filer Infermation

et pleri e L ot
Lina Test Co
ROLFE 5T

CENTREVILLE
ALABAMA,
LEELEE]
ALABAMA

Q30

NOT APPLICABLE
MON JAN 26 2015

Contact for EDGAR Isformanien, Ingeiies and Acoess Codes

Coakact Mame TESTER QNE
Contact Street 1: SCOTT ST
Contact Street
Contact Cityr CENTREVILLE
Cokart Slabe Courdry VIRGEN ISLANDS, ULS
Contact ZipPostal Coda: AZZREE
Contact Thone (14) Te4-3100
E-Mail Addrass: AgdfE T ARDO.COM
Cestact for SEC Account Iaformatisa and Billing lovoices

Contact Name: ROBERTSS SMITH IR
Contact Steet 1 13 S00TT 5T
Contact Street -
Contact Ciey AMNMANDALE
Contact Stabe/ Country: VIRGIN ISLANDE, 115
Contat ZgpPostal Code AJ5054
Contact Phone (614 7643101

Chher EDGAR laformaties
Orener Oy ganization HE
Apccess Codes SempCrenerated Daee FRI MAR 12 190032 EST 2004
Principal Bxeeutive Ofices Swrest | 136 OAK STREET
Principal Executive Otfices Srest 2: TEST ADDRESS BUSINESS
Principul Exeeutive Offices. City CENTREVILLE
Principal Executive Otfices State ' Comiry: VIRGINIA
Principal Executive Offices T Pontal Code A33933
Principal Exzoutive (fices Phone: O34T

ekl G pariy Infaimation

Figure 5-3: Company Information Page

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

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

For general company queries (including wildcard searches) please search the EDGAR Company
database (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 can edit your company information:

4. Scroll to the bottom and click the [Edit Company Information] button. The Edit

Company Information page appears.

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

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

CIK: 0000350001

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

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

{* indicates required field)

General Information

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

standards. Click here for details.
Company Name *

Mailing Street 1 *

Mailing Street 2

Maling City ®

Madling State/'Country *

Mailing Zmp/Postal Code *
Phone *

BIG'S FUMD TRUST CO
126 STREETS

CHEC THIS ADDRESS
CENTREVILLE
MASSACHUSETTS
A33533

BRE4%

Mote: If you do not have a TIN, enter “00.0000000" below.

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

"Dioing Business As” Name
Foreign Name

454545458

Filer Information
Lina TestCo

Lina TestCo

Busmess address same as mading address. Business address is requared if not the same.

Business Street 1 *
Business Street 2

Business City *

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

126 DAK STREET
TEST ADDRESS BUSINESS
CENTREVILLE

VIRGEIA

A33833

GEORGIA

o7/

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

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

K

» [Ifyou 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 DNE

Contact address same as mahng address, Contact address i required & not the same

Contact Street 1 * 126 OAK STREET
Contact Street 1 APT £88
Coatact City * CENTREVILLE
Contact State/Couontry * WIRGEM ISLAMDS. LS. -
Coatact Zip/Postal Code * A33033
Contact Phons * (614) 764-3100
E-Mail Address * tommy_head@emailaddress com
Contact for SEC Account Information and Billing Invoices

Contact Name * ROBERTSS SMITH JR

Contact address same as mailing address. Contact address & required o not the same.
Contact Street 1 * 123 0AKSTREET
Coatact Street 2 APT 883
Contact City * MAMASSAS
Coatact State'Country * VIRGHEN ISLAMNDS. LS -
Contact Zip/Postal Code * A33934
Coatact Phones * {E14) 764-3101

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

= [Ifyou 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 1 * 101 TEST LANE

Principal Executive Offices Street 2

Principal Excoutive Offices City ® BETHESDA

Principal Executive Offices State/Country *  MARYLAND -
Principal Executive Offices Zip/Postal Code * 20827

Principal Execntive Offices Phone * 301-555-1212

6.
7.

| SubmAChanges |
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.

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: DRM330001

Y'ou have made changes to the Company information Bsted belew, Carcfilly review your changes, then ether
chek an the "Confirm Cumpun}' Cha.ng::" ar chek on "Cancel Change:.' to reborn to the menm screen.

EDGAR Company Contact Information
[nternet Address: s 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: 003 50001

The Company mnformation was submitted suceessfully. EDGAR will deliver a notification of this change to your email
address on filke. Before EDGAR accepts any change to the Company’s name, we will review and confirm the change.

Fetum to Remmeve/Edil Company and Submission Diata 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 in EDGAR Filer
Manual Volume II. The Series and Classes (Contracts) Information page provides S/C Funds a
mechanism to keep their information up-to-date in support of SEC rules adopted in Release
33-8590 (July 18, 2005) [70-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)

¢ 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.

June 2019 5-9 EDGAR Filer Manual (Volume I)



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

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

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

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

2. Click ‘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 vabd CIK and CIK Confimation Code (CCC) before contmumg. The followmng
screens will allow vou to retneve, view and update iformatson related to the CIK value entered.

| _E;crn!mue i
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 Information will only be returned for submissions where the CIK (identified in
the upper left corner of this page) is either the Filer CIK or Login CIK of the
related submission.

*Note #2 For general company 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 fallovwang soreens are used to mosstam fener and classes {contracts) mfommation much ar name, stabas, and hoker rymbol Tse the off-bne
EDGAR software (1) 10 idepsfy or change swestment company type (ICT) when appropoate as part of the submmesson process for the
redevant pubstaedve Blng and (2) to obtaen wdeniers for new tenes andlor clagser (contracts) s pant of the submesmon process for the
cubistartnee flmg by wiach they are added

CIK a0 S0 |
Camnpany Name: BIG FUND TRUST 0

Server and Clagres (Confracts) mformabon it ooy appbeable f the CIE = asmgned o o prenary regartraat that last Bed on one of the follownng

:’DI'I'ES

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

& @ & @

HNete: The SEC has requared that seriee and class (contract) identifiers be used m dengnated Smgs

[ Contraet d CIK Moets Abcrad Crtina J

Close Window

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:

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

Series and Classes (Contracis) Information

The following screens are wsed to maintain serses and classes (contracts) information such as name, stabos, and toker symbol. Use the of-Ene
EDRGAR software (1) to id=nidfy or change mvestment company type (1CT) when approprose as part af the submission process for the
relevant substantive fling and (1) to obtam identifiers for new series and'on classes (coatracts) as part of the submissson process for the
substantiee filing by which they are added

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

Current investment Company Type:  Farmn H-14 Filer (Mutual Fund)
MadilyCampany

Series and Classes (Contracts) Information
NOTE: Updated information are not saved (submitted) wntil vou Verify and Confirm To Verdfy updates, click on the
“Werify Submat Changes” button
Series Kenifier: S000182439 Slatus: Acive =
Sarias Mame: avaserssnamal

Cinss
(Contract]  Class (Comiract) Hame HERAC

i I )
CONNOD4853 | evat e
CONON4854 | evaz actg
CONBO04E%E evad Acther

Seras kipnofier; S000103440 Hntus; Inactve
Series Hames evaREfiSEn el

Modty | Print
MegbeSubmd Glispges..| | Coocal.|

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

CIE: 0001118586
Company Name: iKnowlmDot

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

[ o QG

Figure 5-13: Edit Investment Company Type Page
To change your Investment Company Type:

¢ 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 C(lick [Cancel] to cancel your selection and return to the Series and Classes (Contracts)
Information page.

[Modify] Button

The [Modify] button can be used to modify a series or class (contract):

e To select a series, click on the radio button at the left of the series.
e To select a class, click on the radio button at the left of the class (contract).
Next, click the [Modify] button.

When the button is clicked, checks are made to see if the selected series or class (contract) can be
modified, based on:

e Investment Company Type
e Whether any series or class (contract) is selected

e Ifa class (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 Ifthere is more than one series with an Active status, you will be asked to review the
series names to be sure they are appropriate.

e Ifthere is a series with more than one class (contract) with an Active class status, you
will be asked to review the class (contract) names to be sure they are appropriate.

After you have confirmed the series and class (contract) information is correct, the Series and
Classes (Contracts) Information Edit Confirmation page is displayed. It is shown in Section
5.4.1.4.3, “Series and Classes (Contracts) Information Edit Confirmation Page.”

5.4.1.4.1 Edit Series Page

The Edit Series page appears when a series is selected and the [Modify] button is clicked on the
Series and Classes (Contracts) Information page. The page is shown in Figure 5-14: Edit Series
Page. You will use the page to change a Series Name and/or its status.

Edit Series

CTE D000 Z000 |
Company Name: BIG FUND TRUST CO

* whaader pequared field

Sarvt s 10eniser S000002112

Series Mame * Saries 1
Setes Bladus hcien  Uinscive (U ideeged
[wl Cancal

Figure 5-14: Edit Series Page

Note: “*” indicates a required field.
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To edit the Series information:

Note:

Note:

Note:

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.

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.

If the Series Status is changed from Active to Inactive, the status of all Classes
(Contracts) for the Series will also be set to Inactive. Any changes to the Series Name
and any previous changes to Class (Contract) Name and Ticker Symbol of the Series in
this session will revert to values assigned prior to the current session. These values will
be listed on the Series and Classes (Contracts) Information page.

For a status to be changed to Merged, the original status must be Active. If the Series
Status is changed to Merged, the status of all Classes (Contracts) for the Series will also
be set to Merged. Any changes to the Series Name and any previous changes to Class
(Contract) Name and Ticker Symbol of the Series in this session will revert to values
assigned prior to the current session. These values will be listed on the Series and Classes
(Contracts) Information page.

When the [OK] button is clicked, the following data is validated:

Series Name must be entered

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: DR S0 |
Company Name: BIG FUND TRUST CO

* wekicule 5 reqpared feld

Geries SO00000 211 X
Sennt 1
Clats ianafiar CEn000aN0
Clans {Contrac) Mame ™ ¢ lass B
Ticker Symibol BETCE
Chiss (Condrach Shabus 50 Ao W b R Madid

O Cancal

Figure 5-15: Edit Class (Contract) Page
Note: “*” indicates a required field.
To edit the Class (Contract) information:

1. Edit the Class (Contract) Name as necessary

2. Edit the Ticker Symbol as necessary

3. Ifdisplayed, 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(Class (Contract) Name must be filled in

e (lass (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.

5.4.1.4.3 Series and Classes (Contracts) Information Edit Confirmation Page

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

page.

Series and Classes (Contracts) Information Edit Confirmation

CIK: OO0 S0 |
Comnpamy Name: BIG FIIND TEUST 0

You have made changes to the Senes and Classes (Contracts) sformation bsted below Carefully reviear your changes, then edher
cick on the "ConBrnfSobimet Changes” to subenst your chamges o chok on "Contrue Ede” fo return to the “Senes and Classes
(Coniracks) Infermaton” sereen
hlodified Series and Classes (Contracts)
Meniiier; CO0ODOGI1 T
Chuinpe Tyipa: M
Frome Class Ak

T Clads B

!_ Corfurn/Sbenit Changes J

Contineg Eda

F A

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 Lt ]
Commpany Nume: BIG FUND TRUST CO

Ve buvr macde changes bo B Serete meed Claopes (Contract) elfomateon kited below Carelilly renew your changes, Sen eher
el on e "ConlirmSobest Charger” to tubsmt your chisges of chek on "Cootene Ede” to retumn 1o e "Sener ind Clagoes
(Coadracts) dormaboe” goreen
AModdied Senves amed {Vavies (Conty sty
Mo - 1 OO0000 11 7
s Tygees Hama
Froemi Claai dA

I Clasal

[ i, il i ]

ey [ af

Ferd

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: 000330001
Company Name: BIG FUND TRUST €02

Your Series and Classes (Contracts) request was submitted, Your accession number for this submission s 0000350001-13-012777.

Please note that your change request may be subject to review by the SEC's Office of Filings and Information Servaces (OFIS) Fler Support
Branch Untl this review is complete, vour modifications will not appear on the Series and Classes (Contracts) screens. Upon OF1S review and
acceptance, EDGAR. will deliver a notificabon of your changes to vour e-mail address on file. If vou have any questions regarding the stamas of
yourr request, please contact OFIS at (202) $51-8900

[ Close Window |

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

If you click the [Verify/Submit Changes] button on the Series and Classes (Contracts)
Information page and make no changes, the page shown in Figure 5-19: Series and Classes
(Contracts) Information Edit Confirmation Page, will be displayed stating, “No changes have
been detected.” 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

CIHR: DO0035000]
Company Name: BIG FUND TRUST CO

Mo changes have been detected.

[ Fetur 1o Senes and Classes (Contracts) infoimaton Screen 1

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

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

TESIO0N.
COMPANY | AIG FUND TRUST CO
FOM TYPE: SCUPDAT KLASSER OF DOCLMENTS: 1
SECEIVED DATE: 13-5&p-2004 09:58 ACCEPTED DATE: 1%-5ep~-2004 09158
TEST FILING: L2 CONFIRMING CO#Y! N0

ACCESSION mUMBER: Q00035000L-04-0175480
FILE MmsER(S):
L. None,

THE PASSWORD FOR LOGIN CIK OOOO3F0001 WILL EXPIRE QL-Apr-JO0R 18:lE.
FLEASE REFER TO THE ACCESSION NMUMBER LISTED ABOWE FOR FUTURE INCUIRIES.
EECISTRANT(S) &

1. €IK: o0003L000L
COMPANY BIG FUND TRUST CO
FoRM TYPE: SCUPDAT

FILE MuMSER(SD:

L. NQAE,

SUMBARY OF CHANGES:
MODIFIED THESE CLASSES (CONTRACTS):

L. CLASS (CONTRACT) ID: COOOMOOALZ
OLD WAME; Class AA
WEW MAME: Clazi B

VRGENT: Warify that all of your addresses on the EDGAR database are
correct. An {ncorrect address in the EDGAR Accounting Contact Nane
and Agdress information may result in your fee Account Activity
Statement being returmed to the SEC as undeliverable. Pleass correct
cutdated addreises via the IDGAR filing website.

The EDGAR system is available to receive and process filings from
€100 a.m. To L0100 p.m. Eastern Timé on business days. Filer Support
staff membérs are available to respond ©To reguests For assistance From
7100 a.m. to Fidd p.m. Eastern Tims.

we strongly emcourage you to wisit the PFiling website at
Werps:/ few. sdgartiling. sec.gov. You can download our current version
of the EDGARLIAL ‘Windows goftsare and templates, the Filer Manual,
recéive on-1ime halp, 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 can then 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 into EDGAR and accessed the Retrieve/Edit Company and Submission
Data page, you can view your balance information and amount of last deposit.

1. Click the ‘Retrieve Balance Information’ link. The Balance Information page (Figure
5-21: 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 nformation Iisted below about the
selected Company.

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

CIK: 0000350001

Account
Balance:

Amount of Last
Deposit:

Diate of Last
Deposit:

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
hitps:wrww.sec. gov/ pavmentoptions.

Canceal

Figure 5-21: Balance Information Page

2. View the account balance in the Account Balance field.
3. View the date and amount of the last deposit in the Date of Last Deposit and
Amount of Last Deposit fields.

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

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

1. Click the ‘View Account Activity Statement’ link. The View Account Activity
Statement page opens (Figure 5-22: View Account Activity Statement Page).
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View Account Activity Statement

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

CIK: 0000350001

Statement
Period:

|D4.='2[]12 "'I

Submit Request |

Figure 5-22: View Account Activity Statement Page

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: 072017
ALLEN TEST + RAIN WATER CO INC 3 W/ AccountNumber: 0000350001
6432 GENERAL GREEN WAY StatementPeriod: 072017
ATEXANDRIA VA 22316
Beginning of Period Current Actirity End Of Period
Due SEC Availabl P t/ Applied Filing Fees Incurred Due SEC Available
50.00 30.00 $0.00 $0.00 $0.00 50.00
Transactional Details
Transaction Date Activity/Description Form Type / Reference Number Amount | Balance
071052017 333-110720 Wiaver 51 511359 51159
071052017 333-110720 Fee 51 311359 $0.00
- Remit Wire Payment To:
Remit Check Pavment To: 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. Awborne. DHL, and UPS:
U.S. Bank
Government Lockbox 979081
1005 Convention Plaza
SL-MO-C2-GL
St. Louis. MO 63101
ABA 021030004
Account#: 850000001001
CIK: 0000350001
A negative 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.cov/pavmentoptions.
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 | Provides information on where to submit your check if you

to owe payment to the SEC.

Remit Wire payment | Provides information on where to send your wire payment if

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

1. Click the ‘Request Return of Unused Funds’ link. The Select the Method of Payment
page displays (Figure 5-24: Method of Payment Selection Page).
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Select the Method of Payment

CTE: 00003500401
(1) Check Payment
(2} Wire Transfer

Subhmil 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
in EDGAR (e.g., name, mailing address, contact information, e-mail address),
use the ‘Edit Company Information’ link available on the Request Return of
Unused Funds page.

9. Provide the following additional details if you selected ‘Wire Transfer’ as the method
of payment:
= Name of the institution: Enter the name of the institution.

= O-digit routing number (ACH ABA#): Enter the 9 digit routing number in the
format DDDDDDDDD where D represents a digit.
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= Depositor’s Account Number: Enter the account number of the depositor.

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

checking account.

10. Click the [Submit Request] button on the Request Return of Unused Funds page. The
Request Return of Unused Funds Confirmation page displays (Figure 5-25: Request
Return of Unused Funds Confirmation).

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

Request Return of Unused Funds Confirmation

You have reqoested a retomn of wmssed fee account fimds. Carefully review the nformation provided below, then ether select
“Eubamit Flequest” or “Cancel Request” to reham to the Bequest Reton of Unnsed Funds screen

Method of Pavment:

CIK:

Company of Indinidual Name:
Mlading Street 1:

Mading Street 2

Dading Ciry:

Mlading State

Mading Zip Postal Code:

Social Secmity Number (5514
Tax Identfication Mumber (TINY:
Amount of Request m U5 Dollars:
Contact Person

Contact Phome:

Tustification for Reqoest
Explanation:

Notification Emed Address: 1)
Notication Enssd Address: 1)
Notfication Enzsl Address: 3)

Cancel Request

Check Pavment
00003 80001

BIG'S FUND TRUST CO2
126 STREETS

CHEC THIS ADDRESS
CENTREVILLE

MA

A3IOI3

00 D000
2599
TESTER ONE
123-456-7800

Duplicate Payment made

Figure 5-25: 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 can also view the notification via the ‘Retrieve Submission Information’

link on the OnlineForms Management or the EDGAR Filing website.

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

page.
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6. INTRODUCTION TO FILING ON EDGAR
6.1 Preparation and Submission

After you have completed your application to submit filings on EDGAR, you will be ready for
the filing process. The SEC provides a number of tools to help you with this process. The
method you use to submit your filing will depend on the form type you need to submit. The tools
and detailed instructions for their use are covered in Volume II of this manual. General
information about the tools and transmission methods is outlined in the following section. This
information is intended as an introduction. Please refer to EDGAR Filer Manual Volume I1
before you submit a filing.

For EDGARLIink 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 EDGARLIink Online Forms
6.2.1 Creating an EDGARLIink Online Filing

EDGARLIink Online can be accessed from the EDGAR Filing Website at:
https://www.edgarfiling.sec.gov.

Note: Please remember to enter https. You will not be able to access the EDGAR Filing
Website without the “s” designation.

EDGARLIink Online allows you to prepare and transmit a number of submission types. (See
Volume 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 EDGARLink Online Data Gathering Model
All online submissions will follow the same basic model. EDGARLink Online will:

¢ 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.

June 2019 6-1 EDGAR Filer Manual (Volume I)


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

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

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

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.

¢ 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:

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

o All filings designated as live that you prepare and submit online are considered to
be live EDGAR submissions. Once you transmit an online prepared submission that has
been designated as live, it will be automatically processed by EDGAR, and if accepted,
disseminated to the public (based on the dissemination rules in EDGAR).

6.2.1.2 Submitting an EDGARLink Online Form

When you create an 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 can only create and submit one Form submission at a time. If you are filing on
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behalf of a company's officers and directors you must create a separate form for EACH
officer and director.

6.3.1.1 OnlineForms 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.

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

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

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

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

e Allow you to provide your signature and signature date.

e Allow you to verify the information on the form.

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

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

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

¢ 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.

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

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

¢ 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 Specifications

The SEC recognizes that there are cases when filers will want to prepare their own submissions
without the use of the software developed by the SEC. There are companies that develop value
added software for the preparation and submission of EDGAR filings. Many times a subsection
of the filing community will find this software desirable and the programs may include
capabilities beyond that of the SEC provided software. Some filers may also want to develop
their own interface to larger computer systems that will deliver tagged form output ready for
submission. Other filers may want to develop their own tagged output without the aid of
computer programs or interfaces. We call all of these types of filings “Filer-Constructed”.
(Please note that previously these filings were referred to as “reduced content” filings. Since
their content is actually the same as filings produced by any of the EDGAR Filer software
programs, we are updating the name used to refer to these filings to Filer-Constructed.)

To facilitate this type of filing content development, we publish technical specifications. This
allows companies to create software or form output compatible with the EDGAR system. The
SEC does not provide support services for this type of development, but will keep the technical
documentation up-to-date to coincide with EDGAR releases. We recognize that we cannot
always provide the amount of lead time that development firms would like to create or modify
their software, but we will publish these technical specifications as soon as possible in a draft
format.

PLEASE NOTE: Draft EDGAR Technical Specifications posted before Commission
approval of potential regulatory changes in a release are provided as a service to our
filing community to assist filers, agents, and software developers in preparing for
potential changes the staff anticipates. Since this is a draft specification, the SEC retains
the right to change any part of the specification before the release is made final. The
changes outlined in the technical specifications will note the date that these changes, if
regulatory changes are approved, are scheduled to take effect. The schedule is subject to
change. The final version of the technical specification will be made available on or
about the release date on the SEC's public website.

Because of their limited audience, these documents are produced separately from the EDGAR
Filer Manual. Also, the production schedule may not follow that of the Filer Manual. Most filers
will not use these documents. Only those companies with technical skill sets and understanding
needed to produce software that creates submissions or Filer-Constructed documents should
utilize these manuals.

6.4.1 XML Form Type Technical Specification

Online filings are produced in XML format. The XML Technical Specification is comprised of a
number of documents, each specifying the format for a specific submission type or a small group
of related submission types. For example, the document describing Section 16 Forms is called
the Section 16 Forms XML Technical Specification. Form types that are XML formatted include
the content of the paper form within the main, primary document. Thus a Technical Specification
for one form type is considerably larger than that an EDGARLink Online Filer-Constructed
XML form, which would include header information only. Also, many companies may produce a
single or limited number of forms in this format. In this case, delivering all of the forms in a
single document might make the information for a single form type more difficult to find.
Packaging the Technical Specifications for all XML form types in a single document would
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produce an extremely large document that would take considerable time to download and would
be difficult to use. Thus we feel separate form packaging is desirable.

Since XML is a tagged format, the document includes a description of all of the tags and the
allowable content and format of the data elements. In this type of submission, the form type is
made up of XML content. The technical specification reflects this aspect and describes all of the
form content in a tagged structure. The technical specification also includes the details on how to
include additional document content such as cover letters and correspondence. Attached
documents must be MIMed and must be surrounded by tags that define the content as an attached
document.

6.4.2 Transmitting XML Form Types

After you prepare your Filer-Constructed submissions, you can submit them using the website
pages for transmitting filings. XML Filer-Constructed filings can be submitted using the
OnlineForms Website (https.//www.onlineforms.edgarfiling.sec.gov) and using the EDGAR
Filing Website (https.// www.edgarfiling.sec.gov). Directions on the website guide you to select
the file to be transmitted using the standard Microsoft browse function. If you have a third party
application that uses low-level HTTPS software to transmit filings, you will need to have your
EDGAR interface integrity inspected often. The SEC cannot guarantee that EDGAR website
pages will remain constant; therefore, developers of these applications must be prepared to
update this interface whenever a new EDGAR release is installed.
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APPENDIX A. GLOSSARY OF COMMONLY USED TERMS, ACRONYMS, AND

ABBREVIATIONS
Term or Acronym Definition
ACCEPTANCE Notification from the SEC that an electronic submission has met
MESSAGE the minimum filing requirements and been accepted by EDGAR.

If the submitter or filer has an Internet electronic mail (e-mail)
address, the acceptance messages are sent by e-mail to that
account. Acceptance messages are also sent to all Internet e-mail
addresses on the Notification page.

ACCEPTANCE Procedural checks performed by EDGAR to determine whether a

REVIEW filing meets certain minimum filing requirements. The
requirements may relate to the composition and completeness of
the submission package, as well as to the particular type of filing
being made.

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

ACCESSION NUMBER A 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 (CCCO)

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
investment company. The format is a 'C' followed by nine digits.

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

An electronic copy of a paper filing. The paper filing is
considered to be the official copy and the confirming copy is an
electronic duplicate.

A unique string of letters and numbers that the web server stores
in a file on your hard drive. This method is used by web
designers to track visitors to a website so the visitors do not have
to enter the same information every time they visit a new page or
revisit the site.

A submission type EDGAR participants may use to submit non-
public information, generally correspondence, to the SEC staff
that is not disseminated immediately. The SEC staff may release
all or portions of these documents electronically if they relate to
the staff’s review process. See SEC Press Release 2004-89,
“SEC Staff to Publicly Release Comment Letters and
Responses.”

An element in a submission data entry form.

An identifier that labels specific information submitted to
EDGAR. Data fields are created by placing angle brackets on
either side of a term. An end data field is distinguishable from a
begin data field by the "/" (virgule/slash) immediately following
the opening angle bracket (<). For example, the beginning and
end of a table would be signified by <TABLE> and </TABLE>,
respectively.

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

DOCUMENT Document is a generic term for the various forms, reports,
schedules, exhibits, items of correspondence, etc., that comprise
filings and other submissions. An electronic document
originating with a filer or agent can only be sent as part of a
submission. A document is a discrete unit of text. One or more
documents comprise an electronic submission. Examples of
documents include a 1933 Act registration statement, a 1934 Act
Form 10-Q, or a cover letter. Each exhibit is a separate document
within a submission.

DOCUMENT HEADER A header used within an EDGAR submission to indicate, by the
appropriate use of tags and tag values, the document type, and if
desired the description of the document. EDGAR constructs
document headers for each separate document contained within a
submission.

DOCUMENT TYPE Submissions received may consist of more than one document.
For example, a Form 10-K, an exhibit, and a cover letter
constitute three separate documents in one submission. Each
document must begin with a document header. A Form 10-K
submission must contain at least one document, which is the
Form 10-K.

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

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

ELECTRONIC FILING A document or series of documents submitted in electronic
format, at least one of which is required to be filed with the SEC
pursuant to the federal securities laws.

ELECTRONIC A form type header and all associated documents representing

SUBMISSION one or more filings that are transmitted to the Commission in
electronic format. An electronic submission may also contain
correspondence material and modules or segments. The
maximum size of your submission must not exceed 600 MB for
form types ABS-EE, ABS-EE/A, NPORT-NP, NPORT-NP/A,
NPORT-P, and NPORT-P/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 in 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 financial printer, law firm, or other person, which will be using
EDGAR access codes to send a filing or portion of a filing on
behalf of a filer.

A distinct type of submission that must be filed pursuant to the
federal securities laws (e.g., 1934 Act Form 10-K or a
preliminary proxy statement).

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

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 Definition

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

GROUPED TAGS 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 Act of 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.
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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 Act of 1934, as
amended (See 17 CFR 240.13h-1(a)(1)).

Lightweight Directory Access Protocol.

The term used to describe the arrangement with the U.S.
Treasury-designated depository to collect and deposit checks,
money orders, cash, and wire transfers to an SEC account at the
depository.

In EDGAR, a segment, referred to as a subordinate segment, is a
document (partial or whole) that is to be included into a
submission once EDGAR has processed it. The master segment
is the final submission you transmit to EDGAR that incorporates
all the previously submitted subordinate segments.

In EDGAR, a modular submission is a document intended to be
SUBMISSION “included”, i.e., physically incorporated, into
another submission in a future submission. You can include
modular submissions in a filing by using special tags.
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Term or Acronym

MODULE

MUNICIPAL
ADVISOR

NATIONALLY
RECOGNIZED
STATISTICAL
RATING
ORGANIZATION

NESTED

NON-INVESTMENT

Definition

A partial or complete document that is intended to be included in
an electronic submission. Filers submit modules to EDGAR as
module documents in module submissions. Modules are stored in
a non-public data storage area of EDGAR. Filers can incorporate
them into multiple subsequent submissions. Up to 10 modules
may be stored for a single CIK on EDGAR. Storage is limited to
a total of 1 megabyte per CIK, with a maximum of Imegabyte
for a single module.

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

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

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

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)(75)).

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

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

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

PARTICIPANT

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

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

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

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 Definition

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

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

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

Example SROs are:

NYSE - New York Stock Exchange

BSE - Boston Stock Exchange

NASD - National Association of Securities Dealers

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

SSH Secure Shell Protocol; a transport layer protocol, which runs on
top of TCP/IP and provides a mechanism for secure file transfers
(SCP). A UNIX-based command interface and protocol for
securely getting access to a remote computer.

SUBMISSION A submission is the fundamental unit of information that is
transmitted to EDGAR for receipt, validation, and acceptance. It

is the conveyance of a document or series of documents, in
electronic format, to the SEC via EDGAR.

SUBMISSION TYPE The specific name by which EDGAR recognizes the variants of
filings with the SEC (e.g., for Form Type S-3, the registration
statement relating to dividend reinvestment plans, EDGAR
recognizes the submission type S-3D.) Other examples include
modules and correspondence.

SUSPENDED FILING Filings that have not successfully passed EDGAR’s acceptance
review are placed in a suspended status indicating fatal flaws
within the submission. Suspended filings are deleted in six
business days. If an EDGAR filer receives notice that a filing has
been suspended, the fatal errors must be corrected and the filing
must be re-transmitted. Suspended filings are not publicly
viewable and are deleted in six business days.
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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. EDGAR sends the
results of a test filing acceptance review to the filer via
acceptance or suspense messages. A test filing cannot be changed
to a live filing.

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

TRANSFER AGENT A person or entity planning to register as a Transfer Agent as
defined in Section 3(a)(25) of the Securities Exchange Act of
1934, as amended, on whose behalf an electronic filing is made.
(See 15 U.S.C. 78c(a)(25)).

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

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 inserted in a data
field. For example, the Name data field would indicate the name
of the person to be contacted who could answer questions about a
particular filing.

XBRL Extensible Business Reporting Language

XML Extensible Markup Language
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APPENDIX B. FREQUENTLY ASKED QUESTIONS

Since we opened the Operational EDGAR system for testing on May 1, 1991, EDGAR filers
have called Filer Support with a variety of questions about EDGAR. Below are some of the more
frequently asked questions and answers that pertain to becoming a filer and maintaining

company data.

Questions

Answers

How do I reach any of the
EDGAR websites?

How do I reach the
EDGAR Filer Management
Website?

How do I reach the
EDGAR Filing Website?

How do I reach the
EDGAR OnlineForms
Website?

Which web browser shall 1
use for EDGARLink
Online?

Which web browser shall |
use for other EDGAR
websites?

Can I use a web browser
such as Safari to access

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 can reach this site by using the EDGAR Filer Management
Website at: https.//www.filermanagement.edgarfiling.sec.gov.
Please bookmark this site the next time you visit it.

You can reach this site by using the EDGAR Filing Website at:
https://www.edgarfiling.sec.gov. Please bookmark this site the next
time you visit it.

You can reach this site by using the EDGAR OnlineForms
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.

EDGAR websites?
Where do I find the Form To find the PDF version of Form ID, use the following link to the
ID? SEC web page:_https.//www.sec.gov/forms.
You must submit Form ID applications electronically as the SEC
does not accept these applications in paper format.
To apply for EDGAR access, use the EDGAR Filer Management
Website URL: Attps://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.

2. Sign the form and have the form notarized.

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

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

You may change your password at any time before it expires and
within 10 days after the expiration date using the EDGAR Filing
Website (https.//www.edgarfiling.sec.gov). If both the password
and the grace period have expired, you may generate a new set of
EDGAR access codes (including the password) using the EDGAR
Filer Management Website and your passphrase. If you have
forgotten your passphrase, you must request a new one before you
can generate a new set of EDGAR access codes. (Refer to Section
4.1.3.1, “Changing Your Password,” for more information).

You may change your CCC using the EDGAR Filing Website.
Login to EDGAR using the EDGAR Filing Website, click
‘Retrieve/Edit Data’, and then click ‘Change Company Password
or CCC’. Please note that CCCs do not expire.

Yes, if you change it within 10 days of the expiration date. If both
the password and the grace period have expired, you must use your
Passphrase to generate new access codes.

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 can I
determine whether my
filing was accepted?

How do I check the status
of a submission?

Can I download Copy
Return Copies more than
once?

How do I access the

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 Quick Reference = EDGAR Filer Management Website, and click the “EDGAR
Guides from the EDGAR Quick Reference Guides” hyperlink displayed under the “Other
Filer Management Filer Management FAQ Topics.” The following EDGAR Quick
Website? Reference Guides will be displayed as hyperlinks:
e ASCII Plain Text Quick Reference Guide
e Authentication Document — Save as a PDF File in Adobe
Acrobat
e Authentication Document — Save as a PDF File in Adobe
Reader
e Browser Quick Reference Guide
e Filer Technical Support Frequently Asked Questions
e Filings — Attaching and Submitting
e Form 13F — Create a 13F XML Information Table using
Excel 2010 or 2007
e EDGAR Access Codes Quick Reference Guide
e HTML Quick Reference Guide
¢ Org Chart Quick Reference Guide
e SC 13D Blank Form Instructions
e 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 ﬁﬁr?nltl)er
Space 32
& Ampersand 38
- Hyphen, dash 45
\ Backward slash 92
/ Virgule, forward slash 47
! Exclamation point 40
# Pound/number sign 41
$ Dollar sign 36
( Left parenthesis 40
) Right parenthesis 41
, Comma 44
Period 46
Colon 58
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Char | Character Name

ASCII

Number
Semicolon 59
= Equals sign 61
@ At sign 64
Back quote/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

insensitive, but exact spelling will be required (i.e., misspellings will not be detected). The
values, which are replaced as part of the substitution will be in, uppercase irrespective of the case
of the original word (e.g., Corporation would become Corp). Text substitution steps will be
performed after the text elimination step.
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When the filer indicates that he or she is a Company (i.e., not an Individual):

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 &

The following substitution will be applied if the word is neither the first in the name,
nor is immediately followed by the word “Partnership:”

Original Value Conformed Value
Limited Ltd

When the filer indicates that he or she is an Individual, the following text substitutions will be
applied to the name suffix field (see Sequencing of Individual Names, below).

Original Value Conformed Value
Junior Jr
Senior Sr

C.6  Sequencing of Individual Names

When the filer indicates that he or she is an Individual, he or she will be prompted to enter his or
her name in four separate name fields: First, Middle, Last, and Suffix (e.g. Walter Hines Dill
Junior). After data entry, the fields will be combined in the sequence Last, First, Middle, Suffix,
separated by blank spaces (e.g. Dill Walter Hines JR) and displayed in the Company Name data
element.

Punctuation, except hyphens, will not be valid in the names of individuals. If an individual
wishes to use an initial in his or her name, please do not use a period after the initial. For
example, Walter H Dill Junior would be valid but Walter H. Dill Junior would be invalid.
Similarly, Walter H Dill, Junior would be invalid.
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EFMW Help, 3-8
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