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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 1) General
Information introduces the requirements for becoming an EDGAR Filer and maintaining
EDGAR company information. EDGAR Filer Manual (Volume 11) EDGAR Filing illustrates the
process to submit an online filing. EDGAR Filer Manual (Volume 111) 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:

¢ Information for EDGAR Filers (http://www.sec.gov/info/edgar.shtml)
e EDGAR Gateway to submit filings (http://www.portal.edgarfiling.sec.gov)
e EDGAR Company Database (http://www.edgarcompany.sec.gov).

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

Note: New EDGAR software releases include modifications to the EDGARLInk software and
EDGAR submission templates. Please download, install, and use the new EDGARLink
software and submission templates to ensure that submissions will be processed
successfully.

To protect the privacy of our filing community, filers are asked not to include social security
numbers in filings submitted to the Commission.
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Updates
On December 13, 2010, EDGAR Release 10.4 will introduce the following changes:

New EDGARLInk Online Application (EDGARLIink Online) has been implemented to
allow filers to submit EDGARLink submission form types online, without the use of the
offline EDGARLInk Tool. EDGARLIink Online can be accessed from the EDGAR
Filing website, by selecting the “EDGARLink Online Submissions” link.

The existing offline EDGARLInk Tool and the associated Templates 1-6 will continue to
be available.

A new chapter, “Preparing and Transmitting EDGARLink Online Submissions”, has
been added to the Volume Il of the EDGAR Filer Manual to guide filers through the
filing process using the new tool.

Submission type ABS 15G and its amendment will be available on EDGARLink Online.
See Proposing Release No. 33-9148, Disclosure for Asset-Backed Securities Required by
Section 943 of the Dodd-Frank Wall Street Reform and Consumer Protection Act.

A new 8-K Item 6.10 (Alternative Filings of Asset-Backed Issuers) will be available on
EDGARLink Submission Template #3 and EDGARLIink Online for submission form
types 8-K and 8-K/A. Item 6.10 requires a PDF attachment to be included as Exhibit 99.

Filings containing EX-101.INS XBRL document will have validation changed as
follows:

o Removed restrictions, so as to now allow domain items to be abstract.

o Removed restriction, so as to now allow footnoteArc elements to omit the order
attribute.

o Relaxed validations for EX-101.INS XBRL documents to allow a DTS that has
type declarations in any standard international or US namespace.

o Relaxed validations for EX-101.INS documents to allow internationally
recommended type and role declarations to be used in its DTS.

o Relaxed validations for EX-101.INS XBRL documents whose DTS has arc role
declarations to allow the link:footnoteArc element to have an arcrole that is either
standard or is declared in a standard taxonomy schema.

o Added validations for EX-101.INS XBRL documents to require a DTS that has
type declarations in any standard international or US namespace to enforce
restrictions on combinations of numeric data types and unit of measure
declarations according to internationally recommended and US-specific data types
registry.

On October 25, 2010, EDGAR Release 10.3.2 introduced the following changes:

Two new submission form types (SC 14N, SC 14N-S) and their amendments have been
added to EDGARLink Template #2.
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e Anew item in Form 8-K (Item 5.08 - Shareholder Director Nominations) has been added
to EDGARLIink Submission Template #3 for submission form types 8-K, 8-K12B, 8-
K12G3, 8-K15D5 and their amendments.

However, use of the SC 14N, SC 14N-S and Form 8-K Item 5.08 is delayed until further
notice. See Order Rel. No. 33-9149 (Order Granting Stay) for more information; see also
Rel. No. 33-9151 (Notice of stay of effective and compliance dates).
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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 or direct dial transmissions.
EDGAR will disseminate that information and you may view electronically submitted filings in
the SEC's Public Reference Room in Washington, DC, through commercial dissemination
services, or by using the SEC's website on the World Wide Web (http://www.sec.gov).

Do you need to file through EDGAR?

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

Rules Governing Forms and Filing Information

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

Please see the EDGAR Filer Manual VVolume 11 for a detailed listing of laws and releases that
affect electronic filing. You may obtain copies of this material from our SEC website
(http://www.sec.gov).
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1. INTRODUCTION TO VOLUME 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]

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

Submission Type list box
Name field

Company Information query
Return Copy check box

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

o Directories and file names appear in bold text:

The C:\temp directory
Click on the EDGARInstaller.exe icon

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

<ALT-TAB>
<CTRL-C>

o Internet Hyperlinks appear underlined:

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

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

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

ATTN: Thomson Financial

Public Reference Room

US Securities and Exchange Commission
100 F Street, NE

Room 1580

Washington, DC 20549

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

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

2.2 Hours of Operation

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

2.3 Introduction to Web Browsers

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

2.3.1 Browser Differences

For EDGARLIink Online, it is recommended that you use Internet Explorer 7.0 or 8.0 or Firefox
3.5 or greater.

For other EDGAR websites, Netscape version 7.0 or later, or Internet Explorer version 5.0 or
later can be used. The EDGAR Filing Website does not support Netscape version 6.0. Both
browsers comply with Secure Socket Layer (SSL) communications that you will use to reach the
EDGAR Filing Website, and are easy to obtain. Which browser you use is a personal preference.
This section covers some functions that are innate to browsers, how your browser should be set
up, and the differences between Netscape and IE. You should be aware that there might be subtle
differences if you are using IE or other versions of Netscape.

EDGAR Filer Manual (Volume I) 2-1 December 2010


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

- C j_|||| E

Firefox Menu Bar

i > AL | = - 3

et Fonward  Reload Home Search Netscape Print Security =i

Netscape Menu Bar

SRR P < MO TR

Back t=arwyEnd Stop Refresh  Home Search Favorites History | Print

Internet Explorer Menu Bar

Figure 2-1: Browser Menu Bars

The 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 largest difference between the browsers is button appearances and
where to update the preference settings. For detailed information on your browser, see your
browser’s user manual or help function.

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

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

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

2.5 EDGAR Hardware and Software Requirements
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The following list states the recommended system requirements:

e PC with the following:

¢ 500+ MHz processor
¢ Windows 95 version B or higher, 98, 2000, NT, or XP
Note: EDGARLIinkK is not supported on Windows 95
¢ 128 MB of RAM recommended; less may cause program or system
performance problems
¢ Hard Drive with 100 MB of disk storage to install the software and 20-30 MB
of disk storage for submission preparation and transfer

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

= 1.28GB MHz processor or higher

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

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

e Internet browser for EDGARLink Online: Internet Explorer 7.0 or 8.0, or Firefox 3.5
or greater

o Internet browser for other EDGAR websites: Netscape Navigator version 7.0 or
higher or Internet Explorer version 5.0 or higher and supporting 128-bit cipher
strength. Java should be enabled in the browser. EDGARLink and the EDGAR Filing
Website do not support Netscape 6.0

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

o Internet or direct dial access through a telephone/data line and a modem/router. In
some cases, you may need to use a PBX telephone/data line. If you are using a PBX
line, you may need to modify the telephone number that is used for direct dial
connections

e We recommend you use the default settings during the EDGARL.inK install
If you have questions about your PC configuration, check with the manufacturer.
2.6 Getting Help with EDGAR
For Procedural and Technical questions, contact Filer Support

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

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

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

Division of Corporation Finance:

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

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

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

For help with investment company filings (except Forms 13-F, N-SAR and 24F-2), call
the IM EDGAR inquiry line: (202) 551-69809.

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

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

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

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

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

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

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

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

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

ATTN: Publications Branch

US Securities and Exchange Commission
Mail Stop L610

100 F Street, NE

Washington, DC 20549

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

US Securities and Exchange Commission
ATTN: Filer Support

(202) 504-2474
or

(703) 914-4240
or

(703) 813-6961

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

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

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.
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e CCC -- CIK Confirmation Code:

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

Releasing the CCC To Filing Agents and Financial Printers:

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

Changing Your CCC:

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

e Password:

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

Changing Your Password:

We encourage you to change your password frequently, at least annually. You
will find procedures for changing a password in Chapter 4. To change a
password, you must use a Password Modification Authorization Code
(PMAC). Your password will expire 12 months after it was created or last
changed. If you are locked out of EDGAR because your password has
expired, you may generate a new set of EDGAR access codes (PMAC,

EDGAR Filer Manual (Volume I) 3-3 December 2010



password, CCC) via the EDGAR Filer Management Website using your
passphrase. If you have also forgotten your passphrase, you must request a
new passphrase (also via the EDGAR Filer Management Website) before you
can generate a new password. A request for a new passphrase must be
accompanied by authentication documentation, and it must be accepted by the
SEC, so be sure to keep your password up to date. (Refer to Section 4.1,
Generating All EDGAR Access Codes, for instructions on how to generate a
new set of EDGAR access codes and how to request a new passphrase.)

¢ PMAC -- Password Modification Authorization Code:

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

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

e Passphrase:

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

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

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

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

1. Connect to the Internet.
2. Go to the EDGAR Gateway
http://www.portal.edgarfiling.sec.gov

The EDGAR Gateway page appears (see Figure 3-1: EDGAR Gateway Page).

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

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

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

U8, Securities and Fxchange Commiscion
Electronic Data Gathering, Analysis, and Retrieval

(EDGAR)

§J|"|I|

This is the main poreal for the SECs EDGAR websiter. Ploase select the appropriase opiion below:

Are you anw BDOARLnk pler ar would yon Ske 10 creata & mew Asowt-Backed Securves luauvg Eunty

Areyon e Sechox [ Ner

Would you Lke 20 becoms 3 mew fller or guneraie meve gcoess codes
Wondd vou Abe to query compaey date

Wondd you ke 22 doremiood the Flier Masl,

Wondd you Atx to read 3 on the ketest SEC Fegakstary activity

Atcens Netor

o I you e wth us, yeo sy access EDGAR Bom 6 00AM 3o 10 00PN Easern Tene Mosday throagh Erdey (exeept for fzderal hobduys)

ted We recommend ummg Internet Explorer 5 (or later) or Neticage 7 x when nengatng ths webste

EDGARY and FDGARLmL® are repnered wrademaris cfthe U S Secarner aed Excharge Costeurncn AL other beand peodnce name s mennsaed i ther se8wace are wademarks of reproered
trademarks of ther respectare holders

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:

1. Connect to the Internet.
2. Go to the EFMW

https://www.filermanagement.edgarfiling.sec.qgov
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The EFMW Home page appears (Figure 3-2: EDGAR Filer Management Home
Page).

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

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

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

U.S. Securities and Exchange Comumission .

Electronic Data Gathering, Analysis, and Retrieval —
(EDGAR) &

EDGAR

Filer Management

Notice: Before you can oloctromically file vith the SEC on EDGAR, you must become an EDGAR filer with
authorized access codes. This website will allow you to create a Form ID and submit it for authorization to the
SEC. Upon acceptance, you will receive a umique 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 codes, you may use
EDGAR to begin electromcally filing. This website may also be used lo regenerate your access codes.

Please download the EDGAR Filer Manual for more information on becoming an slectroric fler and using
our websites. Once you are ready to bagin filing, you will need to login to our primary EDGAR filing website at
httpsiheww.edgarfiling.sec.gov, or if you are an ownersiip form filer (specifically filing form types 3, 3/A, 4,
/A, 5 or S/A ), you will need to login to our OnlineForms website at
bttpsdheww.onlineforms.edgarfiling.sec.gov.

You may access this website and other EDGAR websites from 6.00AM to 10.00PM Eastern Time Monday through
Fiday (except for federal hokdays)

[ PressHereto Begin |

EDGAR® and EDGARLink® are regstered trademarks of the US Secuntes and Exchange Comsmission Al other brand product names mentioned i thas
software are trademarks or registered trademarks of their respective holders

Browsers Qpported: We recommend wsing Intornet Explorer 5 (or later) or Netsegpe 7.x when navigating thiz website

Figure 3-2: EDGAR Filer Management Home Page
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EFDGAR® U.S. Securities and Exchange Commission p—

Form ID Electronic Data Gathering, Analysis, and Retrieval —

Vet (EDGAR) T
Hotse DCAR ©

Filer Management

Welcome to the EDGAR Filer
capabiities neoded by a Ber Ml &
Paper forms only, you nee

webstte. Thas websnite provdes an electroesc mtediace which inplemests the banc
ces5 10 the EDGAR systen (Note Iu of youx company intend to e with the S5C wa

Access t the capabdes pr ot eanm of the capabeity promdedwa each
follows please refer to the E ¢ Filer Manual tor more comp scrphons

« Applyfor EDCAR Accoss (Now)
Uss this bk f you as an mdndsal, another mdradual wheom you repeesent, oc a company that you represent s new % fing

The contents of this page may -

* Generate Access Codes (NewReplacement)

U, of es s,
eforevery. release.
- your password i expared (eastag uter), -
- you have forgotten all of your EDGAR access codes feaasting user), oc
- you need to change your sccess codes for secunty reasons (1., they have been compronased)
« Updaw Passphrase
Use thes bnk to reset your EDGAR Passphrase f you have firgotten it of it has been conpromesed
+ Convert Paper Only Filer to Electronic Filer
Uz thes knk o your compasy has been Blng with the SEC va paper forms only and it baz become necessary to fle
eclectrocscally

Figure 3-3: EDGAR Filer Management Welcome Page (Top)

3.1.3 Navigating the EDGAR Filer Management Website (EFMW)

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

e Filer Management
e Support
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EDGAR®
Form ID

* Home

Filer Management

Apply for EDGAR
-
Access (New)

= Generate Access Codes
(New/ Replacement)

* Update Passphrase
Conv ( Ve
2 Filer to Electronic Filer

+ ERGAR Access for
New Serial Companies

Support

* GeneralHelp

o+ Frequently Asked
Questions

Figure 3-4: EFMW Welcome Page Menu

Note that clicking Home merely redisplays the EFMW Welcome page. This menu item exists for
consistency with other EDGAR websites (such as the OnlineForms/XML Website) and to
support future functionality. Please note that the links open pop-up windows, so users should not
disable pop-up displays.
3.1.3.1 Filer Management
In the Filer Management section, there are five links:

e Apply for EDGAR Access (New)

o Generate Access Codes (New/Replacement)

o Update Passphrase

e Convert Paper Only Filer to Electronic Filer

o« EDGAR Access for New Serial Companies

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

e A [potential] filer who has not previously filed with the SEC in any media
or

« 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)?.

! “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.

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

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

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

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

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

3.1.3.2 Support
In the Support section, there are two links:
e General Help
e Frequently Asked Questions
31321 General Help

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

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

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

@ Filer Manual

Figure 3-5: EFMW General Help Page

3.1.3.3 Frequently Asked Questions

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

3.2  New SEC Filer: Applying for EDGAR Access

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

3.2.1 Overview

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

Access to EDGAR will not be granted to a potential new filer until both parts have been
completed. The SEC will not accept a Form ID application until both documents have been
received. The Form ID is created and transmitted electronically; it will not be accepted as a
paper form. You have two options for supplying the notarized authentication document that
must accompany your Form ID. First, you can complete the fillable PDF version of the Form 1D
that is found on the SEC’s Public Site; obtain a hardcopy version of the PDF document that can
be signed and notarized; scan the document so that it can be attached to your electronic Form 1D
application; and electronically submit both to the Commission. Filers who are updating their
passphrase or converting from a Paper to Electronic filer must fax their notarized documentation.
Second, you can fax the signed and notarized authentication document to the Branch of Filer
Support two business days before or after submitting your electronic Form ID to the
Commission.

(Refer to Section 3.2.5, Authentication Documentation, for details.)
Within the context of a Form ID, the EFMW will:
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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 upload attachments (i.e., cover letters, exhibits, or correspondence)
Allow you to attach the Notarized Authentication PDF Form ID document

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

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

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

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

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

If you are attaching the Notarized Authenticated PDF version of the Form 1D, you
should have already signed, notarized, and scanned the document when completing
the online Form ID.

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

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

3.2.2 Application (Form ID)

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

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

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

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

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

Ensure that you have proper and valid postal addresses, telephone numbers and e-
mail addresses at hand
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« Prepare any attachments, such as a cover letter or exhibit, or your notarized, signed
and scanned Form ID, save them in the correct format and have the file names
identified*.

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

1.  Connect to the EFMW Welcome page (refer to Section 3.1.2, Accessing the
EDGAR Filer Management Website).
2. Click on Apply for EDGAR Access (New) in the menu bar.

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

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

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

Apply for EDGAR Access (New)

Intentional musstatements or omussions of facts constitute federal cniminal wiclations. See 18 U.S.C.1001

Please fill in the application below if

* you as an indvidual,
+ another mdividual whom you represent, or
* a company that you represent

needs to file electronically with the SEC via the EDGAR system. All references to "Applicant” on this form refer to the individual
or company that needs to file with the SEC,; thus, if you represent an individual or company, "Applicant” is 20t you but rather the
individual or company that you represent.

This application is for potential filers who are zew to the SEC oniy: if the potental filer (1.e., Applicant) already has an assigned
EDGAR Central Index Key (CIK), do not use this form) In this case, refer to the EDGAR Filer Manual for more mformation.

Form ID (" indicates required fleid. Help for a fiekd may be accessed by clicking Rs fabef)

Application for EDGAR Access (Form ID)

Applicant Type
|F1 ler 'I

Indicate whether the applicant is a company or individual

& Company C Individual

Figure 3-6: EDGAR Apply for EDGAR Access (New) Page (Top)

*ASCII (* .txt file extension), HTML (*.htm file extension) and PDF attachments are accepted; graphic formats are
not accepted.
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The information on the Form ID data entry page is sectioned into five parts:

Applicant Information

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

Filer Information

Additional information about the applicant when the applicant is a company.

Contact for EDGAR Information, Inquiries and Access Codes

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

Contact for SEC Account Information and Billing Invoices

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

Signature Information

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

Note that the information to be entered is not the same for all applicants and that the data entry

page is customized based upon the values of the filer attributes (Applicant Type and

Company/Individual indicator). The “parts” that are required are based upon these filer attributes
are specified in Table 3-1: EDGAR Form ID, “Parts”.

Table 3-1: EDGAR Form ID, “Parts”

Applicant Type “Form ID” Data Entry Block
Applicant Filer Contact Account Signature
Information Information Information Information Information
Part | Part Il Part Il Part IV Part V

Filer (Company) | Yes Yes Yes Yes Yes

Filer (Individual) | Yes No Yes No Yes

Filing Agent Yes No Yes Yes Yes

(Company)

Filing Agent Yes No Yes Yes Yes

(Individual)

Training Agent Yes No Yes No Yes

(Company)

Training Agent Yes No Yes No Yes

(Individual)
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Applicant Type “Form ID” Data Entry Block
Applicant Filer Contact Account Signature
Information Information Information Information Information
Part | Part Il Part 111 Part IV Part V
Transfer Agent | Yes Yes Yes Yes Yes
(Company)
Transfer Agent | Yes No Yes No Yes
(Individual)

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

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

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

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

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

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

3.2.2.2 Data Entry Details

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

32221

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

Applicant Information

® Data in the “parts” that are common to the filer attributes settings will be preserved; however, data that exists in a “part” that is not needed
based upon the new filer attribute setting is lost. For example, Filer (Company) requires the entry of Filer Information (Part II) — if you switch the
filer attributes to Filer (Individual), any Filer Information that you may have entered is lost.
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The Name of Applicant or Name of Individual is the first data entry field after the filer attributes.
The difference between the two is that the Name of Applicant is used for companies only and
consists of a single component, while the Name of Individual is used for individuals only and
consists of four components, one each for Last Name, First Name, Middle Name, and Suffix. As
stated on the web page, the Name will be conformed according to the EDGAR standards. (See
APPENDIX C, AUTOMATED NAME CONFORMANCE RULES, for details of these
conformance rules.) These standards may be viewed online by clicking the link in the Note
above the data entry field. The process of automatic name conformance cannot be turned off or
otherwise prevented or avoided by the requestor or applicant.

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

The TIN is required whenever the applicant is a Company. However, a company that has applied
for but has not yet received a TIN must enter “00-0000000 (zeroes). Remember to update your

TIN when it is received. You must use the EDGAR Filing or OnlineForms/XML Website’s Edit
Company Information capability to update the TIN in EDGAR. The TIN is not needed for
Individuals and cannot be entered (the entry of a Social Security Number [SSN] is not required
and is not supported).

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

Intentional masstatements or omassions of facts constitute federal cnminal wiolations. See 18 U .S C.1001

Please 6ll m the apphcation below if

o you as an mdmdual,

* another mdvidual whom you represent, or

* acompany that you represent
needs to file electromcally with the SEC wia the EDGAR system All references to "Apphcant® on this form refer to the mdmdual
or company that needs to file with the SEC; thus, if you represent an mdmwdual or company, "Apphcant® 1s #of you but rather the
mdradual or company that you represent

Thus application 1s for potential filers who are sew to tie SEC only: if the potental filer (1., Applicant) already has an assigned
EDGAR Central Index Key (CIK), do not use this form! In this case, refer to the EDGAR Filer Manual for more mformation

Form ID (™ incicates required feld. Help for & held may be sccessed by chicking #s label)
Application for EDGAR Access (Form ID)
Applicant Type

Filer v
Indicate whether the applicant Is a company or individual
& Company O Individuad

Note: The Name of Applicant mustbe in English!
Also, the value that you emter below may be conformed to meet EDGAR standar ds. Click g & for detadls.

Name of Applicant (English language) *
John Doe Company

Malling Street 1 * Malling Streat 2

999 Maple Avenue Suite 506

Mailing City * Malling State/Country *

Rockville MARYLAND v

Malling Zip/Postal Code *
20851-1324

Phone *
301-555-1234
Note: If the potential filer does notf have a TIN, enter “00-0000000" below.

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

12-3456789

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

3.22.22 Filer Information

The Filer Information section of the Form ID application is the second data entry section that is
displayed on the page (equivalent to Part 11 of the paper form). This information can be supplied
only for applicants that are companies.

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

Filer Inforrnation

*Doing Business As® Name

Note: The Foreign Name Is Intended to be the name of your company in any language other than English

Foreign Name

E Business address same as malling address. Business address is required if not the same

Business Street 1 Business Street 2

Business Clty Business State/Country
Business ZipPostal Code

State of Incorporation
VIRGINIA

Fiscal Year End (MMDD)
1031

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

3.2.2.2.3 Contact for EDGAR Information

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

The Contact Address is required if any part of the address is different from the Mailing Address.

If the Contact Address is identical to the Mailing Address, the requestor may check the “Contact

address same as mailing address” box and EDGAR will copy the Mailing Address information to
the Contact Address fields before submitting the Form ID application. When this box is checked,
the Contact Address data entry fields are disabled (grayed out with Internet Explorer).

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

Contact Name *
Jane Doe

(7] Contact address same as mailing address. Contact address is required if not the same

Contact Street 1 * Contact Street 2
[SS5 Mockingbird Lane [Suite 8
Contact City * Contact State/Country *
[Alexandria VIRGINIA

Contact Zip/Postal Code *
122312-2447

Contact Phone *
703-555-1234

Note: The E-mail address below is where your new ClK 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-mall Address *

nyeralladdress@xyz con

Re-enter E-mall Address *

averalladdress@xyz . con

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

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

3.2224 Contact for SEC Account Information

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

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

Contact Name *
John Doe

El_" Contact address same as malling address. Contact address Is requ red if not the same

Contact Street 1 Contact Street 2

| |

Contact Clty Contact State/Country
|

Contact Zip/Postal Code

l

Contact Phone *
301-555-1234

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

3.2.2.25 Signature

The Signature Information section of the Form ID application is the fifth data entry section that
is displayed upon the page (equivalent to Part V of the paper form). This information is to be
supplied for all applicants. If the applicant is a company, a duly authorized person - such as a
partner, president, treasurer, corporate secretary, officer, or director - must sign the Form 1D
application. Individuals may have someone with their power of attorney sign the Form 1D
application. Filing agents such as financial printers cannot sign this form on behalf of the issuer
unless they are specifically authorized to do so in writing. The written documentation must be
attached to the Form ID application. Refer to Section 3.2.3.2, Assembling the Form ID
Submission.

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

The Title/Position is required only when the applicant is a company.
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Signature Information
Note: Only a duly authorized person - such as a partner, president, treasur er, corporate secretary, officer, or
director - may sign this application on behalf of the applicant.
Signature * Date (MMWDDNYYY) *
John Doe 067302005
Title/Position *
President
“Continue > ' Hierlﬁ J
[7 Exit Window |

Figure 3-11: EDGAR Form ID Page, Sighature Information

3.2.3 Assembling and Submitting the Form ID Application

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

« Correct any errors

e Upload any attachments

o Define a passphrase

e Submit the completed Form ID application

3.2.3.1 Verifying the Form ID Application

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

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

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

EDGAR validates the format and syntax of the information that you provided in
the Form 1D application (you are responsible for confirming the accuracy of all
information submitted in the Form). If there are errors in the information
provided (such as missing required fields), your Form ID application with the
errors highlighted will be displayed (Figure 3-12: EDGAR Form ID, Errors
(Top)). Follow the instructions on the screen to correct the errors, and then click
the [Continue] button. Your updated Form ID application will be revalidated; if
errors remain, your updated Form ID application with any errors is displayed.
You must correct all errors to proceed past this point.
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For example, the following errors are marked in Figure 3-12:

= Mailing State/Country is missing (required field)
= Phone [Telephone Number] is not in the correct format

Apply for EDGAR Access (New)

Intentional masstatements or orussions of facts constitute federal cnmanal wiolahons. See 18 U.S.C 1001

Please fill in the application below if

+ you as an mndmidual,
« another ndividual whom you represent, or
* a company that you represent

needs to file electronically with the SEC wa the EDGAR system All references to "Applicant” on this form refer to the mddual

or company that needs to file with the SEC; thus, if you represent an mdmwidual or company, "Applicant® 1s »ot you but rather the
ndmdual or company that you represent

This application 1s for potential filers who are sew to the SEC only. if the potential Sler (1.¢,, Apphcant) already has an assigned
EDGAR Central Index Key (CIK), do not use this form! In this case, refer to the EDGAR Filer Manual for more information

One or more of the fields below IS missing a 1equired value or contains an invalid value. Please cormrect the
values In the fields marked witn @  For help on a specific field, click on s label

Form ID (™ indicates required flekd. Help for a field may be accessed by cicking s label)

Application for EDGAR Access (Form ID)

Applicant Type
Filer (v

Indicate whether the applicant is a company or individual
& Company O Individual
Note: The Name of Applicant mustbe inEnglish!
Also, the value that you enter below may be conformed to meet EDGAR standar ds. Click hore for details.
Name of Applicant (English language) *
John Do= Company

Mailing Street1 * Mailing Street 2
999 MAPLE AVENUE SUITE S06

Mailing City * € Mailing State/Country *
ROCKVILLE v/

Mailing Zip/Postal Code *
20851-1324|

© Phone*
#)1-555-1234

Figure 3-12: EDGAR Form ID, Errors (Top)
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2.

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

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

s wall
wileyusuie fjtdpnar eeyluydy Q‘

¢ Your applicant name of "John Doe Company" has been conformed to "John

< 5 Doe CO" to meet EDGAR conformance specifications, Note that this
conformed value will become your official company name upon Form ID
acceptance,

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

3. The EFMW Form ID Application Confirmation page appears (Figure 3-14:

EDGAR Form ID Application Confirmation Page (Top) and Figure 3-15:
(bottom)).

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

Intennonal messtatements o onnssons O ! :‘;‘. c1s

constitute federal crmmmal violations, See 18U SC 1

l

"Edit Form ID” button below

Applicant Type
Companyindhidual

Name of Applcant

Mailing Adcress

Fhone;
Tax Idenaficaion Number

"Doing Business As* Name
Foreign Name

Busingss Adcress

State of Incorporabon
Fiscal Year End

Contact Name
Contact Adoress:

Application for EDGAR Access (Form ID)
Filer
Company
Note: This name will become your
John Doe Co offcial company name upon Fom

1D acceptance

120 INTERNATIONAL DRIVE, SUITE 100
MCLEAN. VA 20314

703-789-0090
99-3456789

Filer Information

120 INTERNATIONAL DRIVE. SUITE 201
MCLEAN VA 20313

VA
10220

Centact for EDGAR Information. Inquinies and Access Codes

JANE DOE

120 INTERNATIONAL DRIVE. SUITE 100
MCLEAN VA 20212

Please carefully review and confirm your Form ID information. To make changes to your Form 1D information, select the

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

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

(Bottom)).
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SIgnaty DO

Signature SOHN DOE

Dt 1A

TileiFs B0 Fresiden
EddFom D

You curensdy have 0 uploadsd attachment(s). To complete procesemg of vour Form ID. you st eather antack & FDF verssa
of a potanzed authenic abon document umg the UploadDielete Attac hmenzs” button below. or FAX a notanzed
wotkenhcation doomnent to the sppropnste SEC Filer Support Branch. To upload ophonad sttactenents (rach as a cover
letter, comrespaadence, of power of sitoemey) of delete previoudy uploaded sanchments, select the "UpleadDedete
Anackaeni(s)” butien belew. HOTE: Tou may aleo f theee optomal decument(e) areocaabed with your Form D 12 Filer
Fupport along with yoor notanzed mutheshcaSon documentabon

I'you requre addtonn informasion on how te formae e eplended stackasent, please contact Fler Sepport Sdf ar 200-
551-E900 or refer to Chapter 4 of the EDGAR. Fider Mamual which discarees the gadelnes For formattg an accepiable
upload attachenent

Upload/Delets Atschmants |

Befeee pebetting your Foom ID), oo nisat enter and re-esber & parsphrace below. You well use thar passpheass Iater, along
with your new CIE, to generate your EDGAR access codes. It is ompertant that yon remember this passphrase for
later nse. Mobe that this passphrase i not your EDGAR Logm password Once wou obtaen your CIF via e, ther
passplease, along wath your CIE, say be wred to genesabe your EDGAR Logen password (as well sz COC aed FMAT)

IO iy e pa B s B & Bl ey D ekt By g i el
Patsphests infrmabion

Pasepheage ®  Mebe: Your patsphesss mustbe € characiers
lang and must conSain o leasl one dig and
o of the following charactens. @ #,", o §

Ro-erber Passphiass

——

Crace you hawe confirened the Feqm D mformasion sbove, attacked all necessary decuments, snd entered ypour paasphrase,
select thee " Submat Form [D® baton below

ExitWindtrer

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

The EFMW Form ID application page appears (Figure 3-16: EDGAR Form ID
Application Edit (Top)), prefilled with the data from your original Form 1D
application. Change any of the data that you want, and then click the [Continue]
button. Your updated Form ID application will be reverified; if errors remain,
your updated Form ID application with any errors is displayed (Figure 12:
EDGAR Form ID, Errors (Top)).
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Apply for EDGAR Access (New)

Intentonal masstatements or ormsssions of facts constitute federal crimunal wolahons See 18 U.S.C 1001

Please fill n the applicaton below if

* you as an imdrdual,

+ another indmdual whom you represent, or

* a company that you represent
needs to file electronscally with the SEC wia the EDGAR system. All references to "Applicant” on this form refer to the nddual
or company that needs to file with the SEC, thus, if you represent ar. indmidual or company, “Applicant” 1s #of you but rather the
indmwidual or company that you represent

This apphcation 15 for potential flers who are #ew to the SEC oniy. f the potental fller (1e., Apphcant) already has an assigned
EDGAR Central Index Key (CIK), do not use this form! In this czse, refer to the EDGAR Filer Manual for more information

Form 1D (* indicates required flekd. Help for a fieid may be accessed by clicking s label)
Application for EDGAR Ascess (Form ID)

Applicant Type
Filer v

Indicate whether the applicant is a company or individual
(=) Company O Individual

Note: The Name of Applicant mustbe in English!
Also, the value that you enter below may be conformed to meet EDGAR standards. Click hete Tor details.

Name of Applicant (English language) *
John Doe Company

Mailing Street 1 * Mailing Street 2
9939 MAPLE AVENUE SUITE 506

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

3.2.3.2 Assembling the Form ID Submission

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

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

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

The following table contains a list of your currently attached documents. Use the "Upload Attachment® and "Delete
Attachment® buttons below the table to make modifications to this hst

Aftached Documents List
# Flie Name Type Desciption

Upload Attachment | Delete Attachment

0< I

ExtWindow |

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

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

Upload Attachment

Ester the attachment tnformation in the Sekds below and then select the "Upload” button. Note that only ASCII text. HTML
or PDF documents can be uploaded. These documsents must have the appropeiate 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 docxenents must use the CORRESP document type. To return to the “Upload Delete
Antachment(s)" screen without uploadng an attachment, select the “Cancel” button

*InICaes reCUed A9iT HelD or @ feld MEy D9 3CCES263 Oy CACkNg 83 [ade

Aftachmant Informaton

Upload I Cancel I

Ext Window |

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

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

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

3.2.4 Defining a Passphrase

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

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

The last step prior to submitting your Form ID application to the SEC is to specify a passphrase.
Please remember your passphrase. For security reasons, it cannot be recovered after the Form 1D
application window has been exited.

Note: Defining a passphrase must be the last step before submitting a Form 1D application to
the SEC. If you enter a passphrase and then click on the [Edit Form ID] or
[Upload/Delete Attachments] button, the passphrase is discarded. This sequence of steps
helps ensure the security of the passphrase.

1. To specify your passphrase, enter it in the data entry fields near the bottom of
the Form ID Application Confirmation page (Figure 3-19: EDGAR Form ID
Application Confirmation Page (Bottom)). For security reasons, your
passphrase must be eight characters in length and contain at least one digit and
one character from the set {@, #, *, $}.
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Before submutting 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 Logm password. Once you obtain your CIK wa e-mail, this
passphrase, along with your CIK, may be used to generate your EDGAR Login password (as well as CCC and PMAC)

T incicates required Heid. Help or a Beid may De accessed by ¢icking Ra label
Passphrase Information
Passphrage *  Note: Your passphrase must be 8 characters
[_ long and must contain alleast one digit and
one of the following characters. @, #,°, or §.

Re-enter Passphrase *

—

Once you have confirmed the Form ID mformation above, attached all necessary documents, and entered your passphrase,
select the "Submut Form ID" button below

SubmitFormiD |

Exit Window

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

3.2.4.1 Submitting a Form ID Application

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

Consider this step carefully: You cannot easily retract the Form ID application after it has been
submitted. If you decide that you do not want to submit the Form ID application, close the
browser window by clicking the [Exit Window] button at the bottom of the Form 1D Application
Confirmation page. If you close the window, all of the data that you have entered on the Form ID
application and any attachments will be discarded.

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

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

x|

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

oK Cancel |

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

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

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

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

Your Form ID was successfully submitted. Your accession number for this submission is 9999999996-09-000029.

To complete processing of your Form ID (dsplayed below), you must provide a notanized authentication document Your Form ID will not be processed untd this
document is recerved. After Fller Suppart has reviewed your appbcation you will receive an e-mad mforming you that your request was either accepted (and
tnchude vour pew CIK), or rejected (and inchade the reason why). Your authentication document can either be a PDF attachment that is submitted with your Form
ID or a FAX to the SEC Dnvisions Filer Support Branches at (202) 304-2474 or (T03) 914-4240 If vou bave any questions regarding the stahus of your Form ID
application, please contact Filer Support at (202) 3531-8900. To create a new, blank Form ID, select the "Create New Blank Form ID” button below. To create a
new Form ID usng vour previously entered data and documents, select the *Create New Pre-filled Form ID” button below

Application for EDGAR Access (Form 10)

Applicant Type Filer
Companpindvicdual Company
Hame of 2pplicant John Doe Co
120 RITERNATIONAL DRIVE. SUSTE 100
HaN0p Adens MCLEAN, VA 20314
Phone 703-789-9090
Tax lcensfication Number: 993455789
Fier Informaton

‘Dong Business As” Name:
Foreign Namé

120 RITERNATIONAL DRIVE. SIATE 201
MCLEAN, VA 20314

State of Incomoration VA
Fiscal Yex Enc 1020

Business Acdress:

Contact tor EDGAR Information. Inquines and Accass Codes

Contact Name JANE DOE
120 MITERNATIONAL DRIVE. SUNTE 100

ot fecTene MCLEAN, V4 20314
Contact Phone 703-890-9290
E-mall Adcress lohwemali@address com

Congact for SEC Account Informaton and 8dling Invoices

Contact Name JAE DOE
120 MITERNATIONAL DRIVE. SWSTE 100

SRR A WCLEAN, VA 20314
Contact Phone 703-880-9290

Signature Infoemation
Signature John Doe
Date 107302008
TRePosmon: CEQ

Pt Window I
Create Now, Biank Form D l Croate Now. Pro-flled Form ID ]

Exit Wndow I

Figure 3-21: EDGAR Form ID Application Acknowledgment Page

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

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

‘l\?‘) Are you sure you want to exit this window?

oK Cancel I

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

3.2.4.2 Starting Another Form ID Application

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

3.24.21 Create New, Blank Form ID

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

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

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

Microsoft x|

( ? ; The data and documents entered previously will
be cleared. Continue creating new Form ID?

0k | Cancel |

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

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

3.24.2.2 Create New, Pre-filled Form ID
After submitting one Form ID application, the Create New, Pre-Filled Form ID option returns
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you to the Form ID Application page (in the same browser window) and prefills all of the data
entry fields with the data that you had previously entered, except for the Name of Applicant or
Name of Individual (as appropriate). Use this capability when you need to submit another Form
ID application for a company or person whose information is materially the same as that
previously entered.

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

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

|? The data and documents entered previously will
be retained. Continue creating new Form [D?

oK Cancel |

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

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

3.2.5 Authentication Documentation

The Form ID application must be supplemented with additional verification to help ensure that
the application is authentic. Accordingly, the applicant is required to attach a manually signed,
notarized, and scanned PDF file to their electronic Form ID. (NOTE: A fillable PDF Form ID
is provided for this purpose on the SEC’s Public Site.) Optionally the applicant may file with
the SEC within two business days before or after electronically filing Form ID by faxing a
signed and notarized document (signed by the applicant over his typed signature), that includes
the information contained in the Form ID. If the fax is not received within this period, the
application will be rejected and the applicant must reapply.

3.2.6 Application Acceptance and Applicant Notification

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

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

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

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

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

3.3 Current SEC Filer: Applying for EDGAR Access

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

3.3.1 Current Paper Only Filer

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

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

http://www.edgarcompany.sec.qgov

and clicking the [Company Search] button. The CIK is one of the items returned by querying this
database.
3.3.1.1 Converting from Paper to Electronic Filer

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

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

2. Click on Convert Paper Only Filer to Electronic Filer in the menu bar.
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A new browser window opens and the data entry page for the EDGAR access
request appears (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.

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 character from the following list:
@’ #’ *’ $'

Click on the [Convert to Electronic] button near the bottom of the page when
you are satisfied with the data that you entered.
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Convert Paper Only Filer to Electronic Filer

Intentional misstatements or omissions of facts constitute federal criminal wiolations. See 18 U.5.C.1001.

To convert from a paper only filer to an electronic filer, you must enter your CIK, a passphrase, and an e-mail address
below. You will use your CIK and passphrase later to generate your EDGAR access codes. It is important that you
remember this passphrase for later use. Note that this passphrase is not your EDGAR Login password. Once you have

received a confirmation e-mail, this passphrase, along with your CIK, may be used to generate your EDGAR Login
password (as well as CCC and PMAC).

* indicates required fieid . Help for a fieid may be accessed by clicking its label.
ClKiPassphrase Information
CIK*
n0ooooonoooo
Passphrase * Note: Your passphrase must he 8 characters

long and must contain at least one digit and
LLLRRRRY one of the following characters: @, #, %, or §.

Re-enter Passphrase *
1nnnn
Note: The E-mail address below is where your confirmation will he

sent after submission and review. It is very important that you enter
it correctly. To help ensure accuracy, you must enter it twice.

E-mail Address *

nyemnalladdress@=zyz . comn

Re-enter E-mail Address *

nyemnailladdress@xyz . comn

[ Convertto Electronic ]

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

A dialog box appears (Figure 3-26: EDGAR Convert to Electronic Filer,
“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.

EDGAR Filer Manual (Volume I) 3-35 December 2010



[P Your convert paper only filer to electronic filer request
b ° will now be submitted to EDGAR for processing. Do
you want to continue?

0K Cancel

Figure 3-26: EDGAR Convert to Electronic Filer, “Continue” Dialog

Note: After you click the [OK] button, the Convert Paper Only Filer to
Electronic Filer request is submitted to the automated submission
processing portion of the EDGAR system. This is the start of the
acceptance process; your subsequent actions in this browser window will
not affect this process. However, the acceptance process cannot be
completed until you submit authentication documentation to the SEC —
refer to Section 3.3.1.2, Authentication Documentation, for more
information.

The EFMW Convert Paper Only Filer to Electronic Filer Acknowledgment page
appears (Figure 3-27: 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 acces sion munber for thas subinission 15 0001118648 .09-000002

o1, you must fax a no W!yﬂrhn\al««am o the SEC* va Support Branch a2 (202) 504-2474 or (703) 9144240 Your re.

coatact the Fler Support Branch at (

CIK

Name Associated with CIK. MY PAPER CO

0001118648

Current Company Mading Address. 1234 STREET NAME DRIVE, MAILING CITY, VA 22161

Coetact Person

Cortact Teiephene Number

Sgnature of Authonzed Person Notary Signature & Seal to be Placed Here

Prted Name of Segnature

Tale of Person Sigrang

Figure 3-27: EDGAR Convert Paper Only Filer to Electronic
Filer Acknowledgment Page

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

7. Click the [Exit Window] button to complete the process by closing the browser
window.

No confirming dialog box is displayed - the browser window is just closed.

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

3.3.1.2 Authentication Documentation

The Convert Paper Only Filer to Electronic Filer request must be supplemented with additional
verification to help ensure that the request is authentic. Accordingly, the filer is required to file
with the SEC in paper by fax within two business days after electronically filing the request a
notarized document, manually signed by the filer over its printed or typed signature that includes
the information identified in this section and confirms the authenticity of the request. If we do
not receive the fax within this period, we will reject the request and the requestor will need to
reapply. The authentication documentation should include the following information:

e CIK

o Name associated with that CIK

o Name of the contact person for purposes of this request
e Acknowledgement accession number

o Contact person

o Contact telephone number

e Manual signature of authorized person

e Printed name of authorized person

o Title of authorized person

3.3.1.3 Request Acceptance and Applicant Notification

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

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

e Text saying that the request was accepted by the SEC
o Text stating that the specified passphrase was activated
o 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
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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:

o Text saying that the request was rejected by the SEC
e The reason that the request was rejected

e Basic instructions on how to resolve the issue
3.3.2 New Serial Company

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

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

http://www.edgarcompany.sec.qgov

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

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

3.3.2.1 Composing the New Serial Company Access Request

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

1. Connect to the EFMW Welcome page. (Refer to Section 3.1.2, Accessing the
EDGAR Filer Management Website.)
2. Click on EDGAR Access for New Serial Companies in the menu bar.

3. A new browser window opens and the data entry page for the EDGAR access
request appears (Figure 3-28: EDGAR Access for New Serial Companies Page).

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

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

EDGAR Access for New Serial Companies

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

To obtain access codes for a senal company, you must enter the senal company's CIK, a passphrase, and an e-mail address
below. You will use this CIK and passphrase later to generate the EDGAR access codes for that senal company. Itis
mmportant that you remember this passphrase for later use. Note that this passphrase is not the serial company's
EDGAR Logmn password. Once you have received a confinmation e-mail, this passphrase, along with the CIK, may be used
to generate the serial company's EDGAR Logn passwerd (as well as CCC and PMAC)

* indicales required field. Help for a field may be accessed by clicking Rs label.
Serlal Compary CIK/IPassphrase Information
Serial Company CIK™*
0000000000

Passphrase * Note: Your passphrase must be 8 characters
long and must contain at least one digit and

LLRRRRRR) one of the following characters. @, #,*, or §.
Re-enter Passphrase *
1reeen

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

E-mall Address *

mnyenailaddress@®xzyz . com

Re-enter E-mail Address *

nyenal laddress@xyz . con

[ Submit Szrial Company Request ]

Figure 3-28: EDGAR Access for New Serial Companies Page

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

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

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

A dialog box appears (Figure 3-29: EDGAR New Serial Company Access,
“Continue” Dialog) asking you to confirm that you want to submit the request.
If you do not want to submit the request, click the [Cancel] button and the
dialog box will disappear; otherwise, click the [OK] button.
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i?,".'_tff}-’ osoft In x|

(P Your serial company request will now be submitted
to EDGAR for processing. Do you want to continue?

DK Cancel I

Figure 3-29: EDGAR New Serial Company Access, “Continue” Dialog

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

The EFMW EDGAR Access for New Serial Companies Acknowledgment page
appears (Figure 3-30: 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

Yowr request was successfully submitted. Your accession ber for this submission is 0000000000-05-000444 .

To complete processing of your request, you must fax a notarized authentication document to the SEC's Office of Filings and Information Services (OFI3) Filer
Support Branch at (202) 504-2474 or (703) 914-4240. Your request will #ef be accepted until this document is recetved. After this document is received, OFLS
will review your request and disposition it. You will receive an e-mail message at the e-mail address you specified informing you of the SEC's decision. If your
request was accepted, the message will mdicate that the passphrase that you specified in this request has been activated and you can proceed to use your CIE
and passphrase to generate a new set of EDGAR. access codes; if your request was rejected, the message will indicate why. If vou have any questions regarding
the status of your passphrase recuest, please contact OFIZ at (202) 551-8900.

Figure 3-30: EDGAR Access for New Serial Companies Acknowledgment Page

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

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

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

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

3.3.2.2 Authentication Documentation

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

e CIK

e Name associated with that CIK

« Name of the contact person for purposes of this request

e Acknowledgement accession number

« Contact person of the parent company on database

o Contact telephone number of the parent company on database

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

3.3.2.3 E-mail Notification of Acceptance or Rejection

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

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

e Text saying that the request was accepted by the SEC

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
e Basic instructions on how to resolve the issue
3.4  Creating an Asset Backed Securities Issuing Entity
Request Asset-Backed Securities (ABS) Issuing Entities Creation allows an Asset-Backed
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Securities Depositor to request the creation of up to 100 related Issuing Entities. The depositor
must have a SIC code 6189 in order to initiate this request. Note: It is advisable to limit the
number of companies specified in any one request. If there is a problem with the appropriateness
of one of the names of the Issuing Entities, your request may be rejected. If this happens, then
you must resubmit your entire request.

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

1. Loginto EDGAR.

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

3. Figure 3-32: Retrieve/Edit Data Page appears and prompts you for your CIK
and CCC information:

= Enter your CIK in the CIK field and press [Tab].

= Enter your CCC in the CCC field.
= Click on the [Continue] button.

|»

Retrieve/Edit Data
CIK and CCC Request

Enter a Company CIK and CCC

cK: [
gec = |

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

Continue I

Figure 3-31: Retrieve/Edit Data Page

Figure 3-33: Retrieve/Edit Company and Submission Data Page appears.
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Retrieve/Edit Company and Submission Data

CIK: 0000000000

Please select one of the following options:

o Refieve Submission Information "5¢ ¥ofe #1*

@ Refrieve Company Information "5e¢ Vofe #2*

® Remeve Module/Segment Information
® Remeve Retmin Copies

® Enter Senes and Classes (Contracts) Information

® Request Asset-Backed Secunities (ABS) Issuing Entities Creation

@ Change Company Password or CCC
@ Enter Another CIK/CCC

*Note #1 Information will only be retumed for submissions where the CIK (identified i the upper left corner of this page) is
either the Filer CIK or Login CIK of the related submiss.on

*Note#2  For general company quenes (ncliding wildcard searches), please search the EDGAR Company database

Figure 3-32: Retrieve/Edit Company and Submission Data Page

4. Click on Request Asset-Backed Securities (ABS) Issuing Entities Creation. The
Add ABS Issuing Entities page appears as shown in Figure 3-34: Add ABS
Issuing Entities Page.
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Add ABS Issuing Entities

Depositor CTK: 0000000000
Depositor Company Name: Sample Depositor Inc

* mdicates requred field
Intentional misstatements or ormissions of facts constitute federal cnmmnal wiolations. See 18 U.S.C.1001

Note: The *Company Name" must be in Enghshl Also, the value that you enter below wall be conformed to meet EDGAR
standards. Click here for details

Company Name™

Note: The E-mail address below is where your confimmation will be sent after submission and review. It 15 very important that you
enter 1t correctly. To help ensure accuracy, you must enter it twice

E-mail Address™

Re-enter E-mail Address*

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

Passphrase™

Re-enter Passphrase*

[ AddAnother Company |

(_vOi:—[ [ Cancel

Figure 3-33: Add ABS Issuing Entities Page

5. For each Issuing Entity to be created you must provide the following
information:

= Company Name

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

=  E-mail Address
=  Re-enter E-mail Address
= Passphrase

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

= Re-enter Passphrase

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

7. When you click on the [OK] button the “Request ABS Issuing Entities Creation
Information” page will be displayed showing each requested company with its
conformed name and e-mail address as shown in Figure 3-35: Request ABS
Issuing Entities Creation Information Page.

Request ABS Issuing Entities Creation Information

Depsitor CIK: 0000000000
Depositor Company Name: Sample Depositor Inc

Intentional misstatements or omissions of facts constitute federal criminal violations. See 18 U.5.C.1001.

NOTE: Updated and/or Added mformation are not saved (submutted) untl you Venfy and Confirm. To Venfy updates, click on
the “Venfy/Submut® button

Conformed Company Name E-Mail Address :
() Sample ABS TrustA trusta@sampledepositior.com ||
() Sample ABS TrustB trustb@sampledepositior.com ‘
() Sample ABS TrustC fruste@sampledepositior.com :

| Add Company ] 'LModny] [ Delete] | Print |

Verify/Submit J Cancel J

Figure 3-34: Request ABS Issuing Entities Creation Information Page

8. From here you can choose to continue to add companies to your request, modify
one of your entries that you entered as part of this request, delete one of your
entries that you entered as part of this request, print your requested entries, or
submit your request. Please note that requested information is not saved until
you verify and submit your request. To verify and submit your request, click on
the [Verify/Submit] button. When you click on the [Verify/Submit] button a
Request ABS Issuing Entities Creation Confirmation screen will be displayed as
shown in Figure 3-36: Request ABS Issuing Entities Creation Confirmation
Page.
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Request ABS Issuing Entities Creation Confirmation

Depositor CTK: 0000000000
Depositor Company Name: Sample Depositor Inc

You have requested the Asset-Backed Secunty companies listed below. Carefully review your changes, then either click on the
"Confirm/Submut® to submut your request or chick on *Continue Edat” to return to the "Request ABS Issuing Entities Creation
Information® screen. Intentional misstatements or omissions of facts constitute federal cximinal violations. See 18

U.S.C.1001.
Conformed Company Name E-Mail Address
Sample ABS TrustA trusta@sampledepositor.com
Sample ABS TrustB trustb@sampledepositor.com
Sample ABS Trust C truste@sampledepositor.com
i Confirm/Submit
| Continue Edit
~ Print__|
Cancel

Figure 3-35: Request ABS Issuing Entities Creation Confirmation Page

9. Carefully review your requested information, then either click on the
[Confirm/Submit] button to submit your request or click on the [Continue Edit]
button to return to the Request ABS Issuing Entities Creation Information
screen. Note: Intentional misstatements or omissions of facts constitute federal
criminal violations. See 18 U.S.C.1001.

10. When you click on 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 3-37: Request ABS
Issuing Entities Creation Result Page.

Request ABS Issuing Entities Creation Result

Depositor CTK: 000000
Depositor Company Name: Sample Depositor Inc

The ABS Issuing Entities Creation request was submitted successfully. Your accession number for this submission 1s 0000000000-05-000777,
EDGAR will deliver a notification of this submission to your email address on file and email address of requested ABS Issuing Entities.

Close Window

Figure 3-36: Request ABS Issuing Entities Creation Result Page

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

Once Filer Support processes your request EDGAR will send a notification message to
your e-mail address and to the e-mail address of each requested Issuing Entity. If your
request was accepted then the notification message would contain the CIK associated with
each requested Issuing Entity name along with instructions on how the Issuing Entities can
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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.

3.5  Examples of Notification Messages

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

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

Note: None of the data contained in these messages is real; it merely represents the type of data
that would typically be contained in the message. Do not attempt to use any of this data
with the EDGAR system.
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3.5.1 Form ID Application Messages

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

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

ACCEPTED DATE: O&-Aug—2004 02:53
CONFIEMING COPT: HNO

COMPANT:
FORM TYPE: ID-NEYKCIK

BECEIVED DATE: O&-RAng-Z004 02:53
TEST FILIMNG: NO

ACCESSION NUMEBEER: 2992:23335-03-001201

FILE NUMEEER (2):

1. Hone.
PLEASE BEFER. TO THE ACCESSION NIMEER LISTED AEOVE FOR FUTURE INQUIRIES _1
il
REGISTDANT (5) : || ||
1. CIE: 1234567800 nevr e || |I
COMPANT - ALLEK TEST & BAIN WATER CO INC IIT P ;r,’ \ | I|

FORM TYPE: ID-MEWCIE

. f
FILE NUMEEER(S): r |
L= [ e
1. Home. ,_.l IR || I
o~ | ||I L] |/ 1 | || ||
SUMMARY OF CHANGES : |-"'r’ | I r"l || {1 ; ([ ]
__.-"_‘\._‘ | | | lI|I | | |_,.--
Your application for access to EDGAR has ]:EH?'I. a:o?iiedr ?Yu lItK FI.S 123?5%‘.'3 el
Please commect to the EDGAR Form ID VRL ° | | 11 I
https: .{hq?m £ile edggﬁiutgls‘m/g:v
to generate EIGAR arcess cade%’ 'I.BTTF Jpni‘lr IE emli];l-|Engs!;il|.t'i'nsae’~.L
-~ il | Lo

Ny o 2
e i FHH
URGENT: Veri fY t.l;illf. alll o IYD#-‘[ ESSE:S Dr?ﬁ':.‘ﬂe E]bGPJR database are
Correct. kedt adlli-:eqsl t:'s{e_'EDGAR Aceo u‘lg Contact Mame
and Address :|.|"nfn :iln:\cr Iqa qu t in your Fee Accowmt Actiwvity
StntnmmtEtning- e Fe lD 'Iih:i SEC = wmdalirvaraskbla. DPlamse corract

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

The EDGAER gg@tﬁsﬁ i=s awsilable to receiwe and process filings from
E:00 a.m. £ 10:00 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 encowrage you to vwisit the Filing Website at
https: fiwmr_ edyarfiline . sec. gow. Tou can download our oarrent wersion

of the EDGAPLink/MMindows software and templates, the Filer Masmal,
receive on-line help, =td access Freoguert ly Asked Questions.

Figure 3-37: EDGAR Form ID Application Notification, Accepted
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THE FOLLOWING SUEMISSICHN HASZ BEEN PEJECTED BY THE 11,5, SECURITIES AND EMCHANGE COMMIZSTION.

ALLEMN TEST & RATH WATER CO INC

COMPANT:

FORM TYPE: ID-NEWKCIK NUMEEER OF DOCUMENTS: 1

RECEIVED DATE: O&-Rug-Z004 05:53 PEJECTED DATE: O&e-Aug—2004 05:53
COMFIEMING COFT: 3]

TEXT FILIMNG: NO

ACCESSTON NUMEER: 99295233395-032-001Z201

FILE NUMEEER (%) :
1. More.

PLEASE REFER TO THE ACCEZSTON MUMEEER LISTED ABOVE FOR FUTURE TNOUIRIES. i
[

BEGISTRANT (%) : |
|
1. CIE: Home L~ I| I
COMPANY - ALLEK TEST & PAIN WATER CO INC 'I‘ 4 [ | I|
FOEM TYPE: ID-NFWCIKE s e | I,-' P | [ |
FILE HUMEER(S): [ b I| (L7
o rd
1. Mone. i | [ | - | [
. I |
,.--?“ ', | L I | | | |'I f I.I | f
SUMMARY OF CHANGES : | { b ' | 1] | v
f.- ~._I' | ~ | | J.." ____l -
P
Your application for arcess to EDGAR ]},asheel'h ;aajebted" - l]ffj.::e .of Filer Support for
the following reason: J

Troral ﬁ':umtac!: v, ., ]

For further :|.n.funnata.dm cuhtau:t JJE EEC’,& fo;i:e."cf Fg.ér Support at (202) 555-1234.
.-'
[ |

———————————?-*—————,"——-"-——T-l——|—1 HJJTICE ——l.-——-———":——T—————————————————————
[ || | ¥ |

TRGENT : Uexf’lifar\t'fl ?I.l.'l = lyn:l'l.:li' q!dﬂi‘-iE‘SES on the E]lfl'GER datghase are

correct. 1!L.nlzl.m:n:ur et/ = s_L:l.ﬂ the EDGAR Accowrting Contact Name

and AddresF :I.nf.n Eﬂ;lm’ msﬁr esult in your Fee Accoumt Activity

Statement el turn.ﬁﬂ Lo the SES as wundeliverable. Please correct

outdated a;lllﬂdres:?'es via the EDGLE filimeg webhsite.

The EDGALER sywstem is awsilable to receive and process filings from
E: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
Q:00a.m. to §:30 p.m. Eastern Time.

e strongly encowarage you to visit the Filing Website at

https: ffwmr edygarfiline . sec. gow. Tou can dowmload our oarrent version

of the EDGAPLirvk /Windows software and templates, the Filer Marmal,
receive on-line help, =nd access Freguent ly Asked Questions.

Figure 3-38: EDGAR Form ID Application Notification, Rejected
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3.5.2 Convert Paper Only Filer to Electronic Filer Request

THE FOLLOWING 3UBMI3ZSICON HAS BEEN ACCEPTED BEY THE T.3. 3ECURITIES AND EXCHANGE
COMMISSTON.

COMPANTY : Global Geophysical Jervices Ine

FORM TYFPE: ID-CONVERT NUMEEER oOF DOCUMENTS: 1

RECEIVED DATE: 24-Jul-2006 10:16 ACCEPTELD DALTE: 24-Jul-2006 13:17
TE3ST FILING: e CONFIBRMING COPY: e

ACCESSION NUMEER: 0001311486-06-000001
PLEASE REFER TO THE ACCESSICN NUMBER LISTED ABOVE FOR FUTURE INQUIRIES,
REGISTRANT (3 :

1. CIK: 00013114586
COMPANTY : Flobal Geophysical Jervices Ine
FORM TYPE: ID-COMNVERT

IUMMARY OF CHANGES:

Your request for access to EDGAR has been accepted. FPlease connect Fa;the

EDGAR Filer Management URL [
https://fwww. £ilermanagement .edgarfiling. sec.gowv |

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

Lfter generation of EDGAR access codes, please take;a{moﬁent|po e ie+ vour
information to ensure that it is accurate and up- tq— qeq bakh&ﬂula¥l? TOour
address(es) and, for domestic companies, your IRS [ 8r 4 | Dmpaplbh and
individuals mway view and update their inform 1Dn|us bl ﬁhe ﬁD ER hhlbr
Website (https://wuw.edgarfiling.sec.govi. 04 the G E Ohilm Fufms ha531te
(https:/fwww.onlineforms. edgarfiling. séc. gpq] |up enter. Dmpany
information on the REtrlEVEKEdlt,ﬂEta,— Rettlave|cbmp nfnrmatlun - Edit
Company Information page and., suhmlthha,Eh hges Dw hu prDVldE the CIE
and CCC for that cnmpany, 2 Yo ¢an (=32 gE any 1ﬂfnrmat10n If vou have
gquestions about hnq/LQ ateTgDur 1 qumﬂtpnm; please call Filer Support at
202-551-5900.
— ! |
___________.;'____I'l_ 'f ﬂ_' J
f ~ A |
| I
TRGENT: UEFI#? tjab ali}nf|ymur addresses on the EDGALR database are
Ccorrect. | unm rrect ﬁdﬂress in the EDGLR Accounting Contact Nagne
and ALddress infﬁrMatrbn may result in your fee Account Activity
Itatewment Elng returned to the 3EC as undeliverable. Please correct
outdated a&dﬂesses wia the EDGAR filing wehsite.

| |I .' \ /’r |
1-11- —.— NOTICE’ e
f

"~—J___

[ |\ L-

The EDGAR =system iz available to receiwve and process filings from

6:00 a.mwm. to 10:00 p.m. Eastern Time oh business days. Filer Support
staff members are available to respond to requests for assistance from
S9:00 a.wm. to 5:30 p.mw. Eastern Time.

We strongly encourage you to wisit the Filing Wehsite at
https://wvw.edgarfiling. gec.gov., You can download our current wersion
of the EDGARLink/Windowz software and templates, the Filer Manual,
recelive on-line help, and access Fregquently Asked Questions.

Figure 3-39: EDGAR Convert to Electronic Filer Notification, Accepted
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THE FOLLOWING STTEMISSION HAS BEEN PEJECTED EY THE IJ.5. SECURTITIES AND EXCHANCGE COMMIZZTION.

COMPARNT: ALLEMN TEST & RATN WATER CO INC
FORM TYPE: ID-CONVERT NUMEEER OF DOCUMENTS: 1
FEJECTED' DATE: O&e-Aug—2004 05:53

RECEIVED DATE: O6-Aung-Z004 05:53

TEXZT FILIMG: NO CONFIEMIMNG COPY: 3]

ACCESSTON MUMEIER: 99293333395-032-001201

FILE NUMEEER (5 ):
1. Mone.
1

PLEASE REFER TO0 THE ACCEZ2TON MUMEEER LISTED ABOVE FOR FUTURE INQUIRIES.
|

EEGTSTRANT { &) - [
1. CIE: 1734567590 existing *I‘ PRV || |
CAMPARY - ATT.HM TEST & RLTHN TATER N THMD _,-"f | | r" | In' P -~I | I ||
FOFM TYPI: ID-CONVERT | M [ | II | ,l_}_p I
]

FILE NUMEEL.(S): N o II / y [
1. Heme. _.-'?’f .I'| | - | | |'l f III | [
_ [ L L [ [ | | | o ||_ )

SUMMARY OF CHAMGES - f’ \ || ,.*"n |I || || v | | AT

| Ly

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

. | | =

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

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

Y 1 \_\_____ |

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

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

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

outdated addredses wia the EDGAR filing wehsite.

e

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

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

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

Figure 3-40: EDGAR Convert to Electronic Filer Notification, Rejected
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3.5.3 EDGAR Access for New Serial Companies Request

SECURITIES AND EXCHANGE COMMIZSSTION.

THE FOLLOWING SUEBMISSION HAS BEEN ACCEPTED ET THE IT.5.

COMPANT: ALLEM TEST & PATMN WATER CO INC
FORM TYPE: ID-SERTAL NUMEEER OF DOCUMENTS: 1
ACCEPTED DATE: O&=hug-2004 05: 53

BRECEIVED DATE: Of-Ang-Z004 08:532

TEST FILING: NO CONFIPMING COFT: No

ACCESSTION MUMEER: 99293333395-032-001Z201

FILE NUMEER(2):
1. MNone. .-*"']
[ ]

PLEASE REFER TO THE ACCESSTI0ON MUMEEER LISTED ABOVE FOR FUTURE INQUIBIES. [ |

REGISTRANT () :
__| 1 i/ | f

L. CIE: 1234567850 existing Al n |l
COMPANY:  ALLEN TEST & DATN WATER CO INC BN I| N

f

FOPRM TYPE: ID-SERTAL
FILE NUMEEER(S):
1. Hone.

SUMMARY OF CHAMGES:

Your request for access to E“zﬁ
Pleaze connect to the E]I;ﬁ]ﬂ E
/" https:df

to generate Em iﬂcess EEFE? |'I.E r ; I.'II:‘{K . :
__.- i I| |" | | | ." & | |
[ j-f-—-||—-l|——1-l—J|—-||- ITEI'f'.IEE Ji—————————{- e e T A e

|II 'Jﬁ]l## |
ULGENT : venf—,r s 211 #E v Addrezzes on the EDCAD darshaze are
correct. |:|.n.ccl|'r§:ect, afddrEss in the EDGAR Accowiting Contact Mame
atd Addre 1hfuims's;,1;m may result in your Fee Accoumt Activity

Otatement being/returned £o tlhe SEC as wadeliverable. Pleaa=s corract

outdated addresses via the EDGRE filing website.

The EDGAPR system is awajilable to receive and process filings from
G:00 am. to 10:00 p.m. Eastern Time on business days. Filer Support
staff memhers are awvailahle to respond to requests for assistance from

S9:00a.m. to £:30 p.m. Eastern Time.

WMe strongly encowrage you to visit the Filing Website at
https: ffwmr . edyarfiling . sec. gow. Tou can dowmiload owur oarrent wersion
of the EDGAPLink /Mindows software and templates, the Filer Marmal,
receive on—line help, and access Freoguent ly Asked Questions.

Figure 3-41: EDGAR New Serial Access Notification, Accepted
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THE FOLLOWING SUEMISETON HAZ EEEN DEJECTED EY THE IT.2%. SECURITIEZ AND EXCHANGE COMMIZSTON.

COMPANT: ALLEN TEST & RATN WATER CO INC

FORM TYPE: ID-SERTAL NIMEEER OF DOCUIMENTE: 1

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

ACCESESTON MUMEER: 2922333339:5-02-001201

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

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

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

o | y

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

uqua} : - T

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

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

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

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

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

outdated addresses wvia the EDGAR filing webhsite.

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

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

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

Figure 3-42: EDGAR New Serial Access Notification, Rejected
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4. GENERATING EDGAR ACCESS CODES

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

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

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

o For an electronic filer whose password has expired.

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

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

4.1  Generating All EDGAR Access Codes

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

passphrase.

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

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

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

http://www.edgarcompany.sec.qgov

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

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

The first step in generating a set of EDGAR access codes is to open the EDGAR Generate
Access Codes data entry form. This is accomplished as follows:

1. Connect to the EFMW Welcome page. (Refer to Section 3.1.2, Accessing the
EDGAR Filer Management Website.)
2. Click on 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 musstatements or omussions of facts constitute federal crimmnal wiolations. See 18 U.S.C 1001 ]

You should generate EDGAR access codes f

o You have submitted a Form ID application for a specific company or indwvidual and have received your CIK via e-mail

o Your EDGAR access codes have expired and you would like to generate new EDGAR access codes

o You have forgotten your EDGAR access codes and would like to generate new EDGAR access codes

o You would hike to generate new EDGAR access codes for secunty purposes. Note that if you only want to update
your password or CCC, it is recommended that you do this through the EDGAR Filing website or the EDGAR
OnlineForms/XML website by clicking on the "Retnieve/Edit Data” menu item under "Information Exchange” in the man
EDGAR wndow.

To generate your access codes for the EDGAR system, enter your CIK and passphrase in the fields below and then select the
*Generate Access Codes” button

* indicales required field. Help for a fleld may be accessed by clicking s fabel
ClK/Passphrase Information
CIK*

Passphrase *

| Generste Access Codes |

| ExitWindow

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

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

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

December 2010 4-2 EDGAR Filer Manual (Volume 1)



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

oK Cancel

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

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

Generate Access Codes Acknowledgment

The EDGAR access codes below were successfully generated for CIK 0000000000.

You may now use these codes to log into the EDGAR Filing website or the EDGAR OnlneForms/JOML website. After logging into either of these websites, you
may change your password and/or CCC by clicking on the "Retnieve/Edit Data® menu stem under *Information Exchange® in the main EDGAR window. At any
time, you may also use this website to regenerate all of your codes

EDGAR Access Codes
CIK: 0000000000
Password:  eauzrd@v
CcCC: #pkdkghe
PMAC: poh@eac3

[ Extwindow

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

7. Click the [Exit Window] button to close the browser window and finish the
process.

No confirming dialog box is displayed — the browser window is just closed.

4.1.1 Requesting an EDGAR Passphrase
This section describes how to request a new EDGAR passphrase for:
e A filer who has forgotten their passphrase.
o Afiler who wants to change a passphrase for security purposes.

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

EDGAR Filer Manual (Volume 1) 4-3 December 2010



4.1.1.1 Composing the New Passphrase Request

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

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

2. Click on Update Passphrase in the menu bar.

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

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

Update Passphrase

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

You should update your passphrase if

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

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

* indicates required fieid . Help for a field may be accessed by clicking s fabel,
ClKfPassphrase Information
CIK*
0000000000

New Passphrase ™  Note: Your passphrase must be 8 characters
long and must contain at least one digit and one
LLLRRLEY of the following characters: @, #, *, or §.

Re-enter New Passphrase *
LRRRRRE

Reason for Update (up to 255 characters)

I've forgotten my passphrase.

[ Update Passphrase J

December 2010 4-4 EDGAR Filer Manual (Volume 1)



Figure 4-4: EDGAR Update Passphrase Page

4. Enter the required data (CIK and passphrase) and a reason for making the
request (optional).

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

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

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

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

Microsoft Int x|

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

0K Cancel

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

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

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

Your request was successfully subsnitted Your accession munber for thas subsmission ix 00011186 76.09-000486

To complete peocessng of your request, you must fax a notanzed suthentication document to the SEC's Filer Support Branch at (202) 5042474 or (703) 914.4240. Your request will mof be accepted
untd thes docucnecs i recesved After thas document u recerved, the Filer Suppont Branch will review your request and duponon 2 You will recerve an e-mal message & your e-casd address of record
eformmg you of the SEC's decimon. If your request was accepted, the message will mdbcate that the passplrase that you specified m this request has been activated and you can proceed to use your CIK
and passphras generate a new set GAR access codes, f your request was rejected, the message will nbcate why. If you have any questions regarding the status of your passphrase request, please
coggact the Filer Support Branch at (202 00

CIK: 0001113648
Name Assocaated with CIK: MY PAPER CO
Current Compacyy Mading Address: 1234 STREET NAME DRIVE, MAILING CITY, VA 22161

Coegact Person

Contact Telephoae Number

Signatare of Authonzed Person Notary Signature & Seal to be Placed Here

Preged Name of Signature

Tile of Person Sgrang

Figure 4-6;: EDGAR Update Passphrase Acknowledgment Page

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

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

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

4.1.1.2 Authentication Documentation

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

¢« CIK
o Name associated with that CIK
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o Name of the contact person for purposes of this request
e Acknowledgement accession number

o Contact person

o Contact telephone number

e Manual signature of authorized person

e Printed name of authorized person

o Title of authorized person

4.1.1.3 E-mail Acceptance or Rejection Notification

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

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

o Text stating that the request was accepted by the SEC

o Text stating that the specified passphrase was activated

« 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:

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

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

Note: None of the data contained in these messages is real; it merely represents the type of data
that would typically be contained in the message. Do not attempt to use any of this data
with the EDGAR system.

EDGAR Filer Manual (Volume 1) 4-7 December 2010



4.1.2 Update Passphrase Request

THE FOLLOWING SUEMISSICN HAS BEEN ACCEPIED BY THE U,.&. SECURITIES AND EXCHANGE COMMISSION.

COMPANTY: ALLEN TEST & RAIN WATER 20 INC

FORM TYPE: ID-PASSUPD NUMBER OF DOCUMENTS: 1

RECEIVID DATE: 06-Auy-zZO004 08:53 ACCEPTED DATE: O6-Auy-2004 08:53
TEST FILING: NO CONFIRMING COPY: NO

ACCESSION NUMBER: 93935593936-03-001201

FILE NUMEER(S): 1
1. None. ,

PLEASE REFER TO THE ACCESSION NUMEER LISTED ABOVE FOR FUTURE INQUIRIES.
REGISTAANT(S) :

1. CIR: 123467890 existing
COMPANY : ALLEN TEST & RAIN WATER CO INC

FOMI TYPE: ID-PASSUPD
FJILE NUMBED(S):
1. None. g L

Your request for a new EDGAR passy -3 SEC‘s Branch of Filer Support.

URGENT: W :LLU[/? all of your addresszs on the EDGAR database are
correct. orrecﬁ address in the DGAR Accowting Contact Name
and Addres& in mata.ar may result in your Fee Accownt Activity
Statement belng returned to the SKU as mdeliverable. Please correct
outdated addresses wia the EDGAR filing website.

The EDGAR system is aveilable to receivz and process filings from
6:00 am. to 10:00 p.m. Eastern Time on business days. Filer Support
staff wembers are available to respond o requests for assistance from
7:00 am. to 7:00 p.m. Easterm Time.

We strongly encourage you to wisit the Filing Website at

https: ffwnr edgarfiline. sec. gov. Tou can dowmload owr current version
of the EDGARLink /Windows software and tzmplates, the Filer Marmal,
receive on-line help, snd access Frequeatly Asked Questions.

Figure 4-7: EDGAR Update Passphrase Notification, Accepted

December 2010 4-8 EDGAR Filer Manual (Volume 1)



THE FOLLOWING SUEMISSION HAS BEEN REJECTED EY THE U,&. SECURITIES AND EXCHANGE COMMISSION.

COMPANY: ALLEN TEST & RATN WATER CO INC

FORM TYPE: ID-PASSUPD NUMBER OF DOCUMENTS: 1

RECEIVED DATE: 0O6-Auag-Z004 08:53 REJECTED DATE: 06-Auyg-2004 08:53
TEST FILING: NO CONFIHMMING COPY: HNO

ACCESSION NUMBER: 9999393396-03-001Z01

FILE NUMBER(S):
1. Hone.

PLEASE REFER TO THE ACCESSION NUMEER LISTED AEQVE FOR FUTURE INQUIRIES.

REGISTRANT(S) : ,
1. CIR: 1234567890 existing o }
COMPANY:  ALLEN TEST & RAIN WATER CO INC
FOIM TYPE: ID-PASSUPD |
FILE NUMEER(S): 11 (LD |
1. None. ’ | | |
) a0
SUMMRY OF CHANGES : 'y \ , {/ u‘
A | J

WA vV [\
Your request for a new EDGAR passplnf:ase has heen z? e t*e lsm:'s &ncﬂ of Filer Support
for the following rveason: / I } o i

Unable -to Cornt.acﬁl ’ >
For further 1nﬁounat1m\ T(tmt E’s 0£6x:/ £ Fils Su[porrt at (202) 555-1234.

/]

e ':———-\‘T'{——’:j——)»f—— CE’ 7'——-:.,--——T- BT e
f/_ N\ [ \ /
URGENT : Vet:.ﬁy t,hat %ll f[yq'uf ddresses on the KDGJLR database are
ess in the EDGAR Accownting Contact Name
and Addre lnf /m way result in your Fee Accounmt Activity
Statement e1ng, returned to the SEC as wndeliverable. Please correct

outdated addresses via the EDGAR filing website.

correct. ECC

The EDGAR system is available to receiwve 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

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

We strongly encourage you to visit the Filing Website at

https: ffwmr. edgarfiling. sec. gov. You can dowmload owr current wersion
of the EDGARLink /Windows software and templates, the Filer Marmal,
receive on-line help, and access Frecquently Asked Questions.

Figure 4-8: EDGAR Update Passphrase Notification, Rejected

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
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systems, including all websites. You should not share this password with anyone outside your
company. It is appropriate to change your password under the following circumstances:

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

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

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

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

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

e Change Password
e Change CCC (CIK Confirmation Code)

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

Change Company Password or CCC

e Change Password

e Change CCC (CIK Confirmation Code)

WARNING

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

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

Figure 4-9: Change Company Password or CCC Page

Your EDGAR password is good for only twelve (12) months. Be sure you change your password
on the EDGAR Filing Website before it expires.
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4.1.3.1 Changing Your Password
1. Click on the Change Password link Change Company or CCC page.

Change Company Password

Enter CIK: I
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
infaormation b

Figure 4-10: Change Company Password

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

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

3. Click on the [Change Password] button.

Change Password Results

You successfully changed your password.
Figure 4-11: Change Password Results Page
Note: All CCCs and passwords are case-sensitive and must be entered correctly.

4.1.3.2 Changing Your CCC (CIK Confirmation Code)
You can change your CCC at anytime.
To change your CCC.:
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1. Click on the Change CCC link on the Change Company or CCC page.
2. Enter your CIK, Password, new CCC, and Confirm New CCC.
3. Click on the [Change CCC] button.

Change CCC (CIK Confirmation Code)

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

Confirm New CCC: |

Change CCC |

WARNING

+ Do not give 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 4-12: Change CCC (CIK Confirmation Code) Page

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

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

Change CCC Results

You successfully changed your CCC.

Figure 4-13: Change CCC Results Page

If you mistype 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.

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
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for a long time, may find that they have not yet created a passphrase since the introduction of this
process on the EDGAR system. Filers will only have to follow this process once; however, the
EDGAR system will not let you proceed until the passphrase has been created. The first screen
you will see is shown in Figure 4-14: The EDGAR Create Passphrase Page.

Create Passphrase

According to our records, CIK 0000350001 does not have an EDGAR Filer Management passphrase on file. An EDGAR Filer
Management passphrase is used to generate new EDGAR access codes (password, CCC, PMAC) in the event that they have expired or
you have forgotten them, and as a result, you are unable to log into 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 "Creae
Passphrase” button below. For more information on EDGAR File- Management, refer to the EDGAR Filer Manual

Enter Passpluase: Note: Your passphrase must be 8 characters long
and must contain at least one digit and one of the
Re-Enter Passphrase: following characters: @, #, *, or $.

Enter Existing PNIAC:

[ CreatePassphrase |

Figure 4-14: The EDGAR Create Passphrase Page

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

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

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

Create Passphrase Results

The passphrase has been successfully created for CIK 0000350001.

{ Continue to EDGAR Welcome Page ]

Figure 4-15: The EDGAR Create Passphrase Results Page

4. Click the [Continue to EDGAR Welcome] button. The Welcome page appears.
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= |

O Information Exchange Welcome to EDGAR
Make a Filing We designed EDGAR to provide an electronic filing and company

Home

U.S. Securities and Exchange Commission

Electronic Data Gathering Analysis and Retrieval (EDGAR)

Online Forms Management

’ Other Online Forms
ey nformation management environment for those EDGOR filers and Filer Information
» File Ownership Forms

O Downloads

» File Form D

ﬁl nq agents who fnle wu'h the SEC under the Securmes A::t of 1933,
0 Only XML Submissions

» Transmit XML Subnuumn

R T e Cabadesn | Supported: This OnbneForms
— website only supports the
Retrieve/ Idn Data assembly and submission of
B e e e —— XML filings. Non-XML

submissions will be rejected by

EDGARLite Submission Templates The contents of thl s page may S’Ssﬁﬁgsﬁtzv;:::m::tz\dewa

0 Support

General Help

change with every Release g g O

changes have been made

__ frequently Asked Questions Section 16 FAQ: See the SEC's

Notes:

SECRuleMaking ® TA-1 and TA-1/A: A schema validation rule for EDGARLIte has Section 16 Electronic Reporting

—————— been updated so that the system does not suspend a TA-1

Company Search or TA-1/A filing if the version number of the form has web page for mora information

changed. about Ownership filings.

Logoft
Release 9.14: On December 15, 2008 Form TA-2 has been
updated to include the Office of Thrift Supervision in the list of
ARAs. In addttion, form TA-W has been updated to reflect the
changing of the OMB date to July 30, 2011.

Javascnpt Required: We require
that your browser be
JavaScnpt-enabled to use this
wabsite,

Figure 4-16: 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.
2.
3.

10.

Connect to the Internet or activate a dial-up networking connection.
Go to the EDGAR Gateway: http://www.portal.edgarfiling.sec.gov

Click on the Are you an EDGARL.inkK filer or would you like to create a new
Asset-Backed Securities Issuing Entity? link.

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

Click in the CIK field and enter your CIK.

Press [Tab] and enter your password.

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

Click the [Login to EDGAR] button.
The Create Passphrase page appears if your CIK and password are valid and

you do not have a passphrase. Refer to Section 4.1.4, Creating a Passphrase for
the First Time, if you are asked to create a passphrase.

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

5.2  Accessing Submission and Company Information

1.

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

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 on the [Continue] button.

This page verifies that you have access to retrieve or edit information on the EDGAR system.
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http://www.portal.edgarfiling.sec.gov/

Retrieve/Edit Data i
CIK and CCC Request

Enter a Company CIK and CCC

CIK: |
CCcC: |
You must enter a valid CIK and CIK Confirmation Code (CCC) before continuing.

The following screens will allow you to retrieve, view and update information
related to the CIK value entered.

Continue I

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 on the [Continue] button:

e Retrieve Submission Information

o Retrieve Company Information

e Retrieve Module/Segment Information

e Retrieve Return Copies

o Enter Series and Classes (Contracts) Information

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

o 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

*Note #1

*Note #2

Please select one of the following options:

o Remieve Submission Information *Sec Note #1*

o Retiieve Company Information 5¢¢ Nofe #2*

® Retrieve Module/Segment Information

® Reniteve Retuun Copies

@ Futer Senies and Classes (Contracts) Information

® Request Asset-Backed Secunties (ABS) Issuing Fntities Creation

® Change Company Password or CCC

® Fnter Another CIK/CCC

Information wall only be retumed for submissions where the CIK (identified in the upper left
comer of this page) is either the Filer CIK or Login CIK of the related subrmission.

For general company quenies (including wildcard searches), please search the EDGAR
Company database.

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

Retrieve Company Information

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

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

appears.
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Scroll down this page to review the company information EDGAR has stored. If any of this

Company Information

The EDGAR Company database contams the mformation listed below about the selected Company. Please venfy
that the data represents the current operational state of the Company. You can update specific Company
mformation by clicking on the "Edit Company Information” button located below this data listing,

General Information
Company CIK: 0000350001
Filer Type: FILER
Company/Indvidual: COMPANY
Regulated Entity Type: NONE
Company Name: JOHN DOE CO
Mailing Street 1: 999 MAPLE AVENUE
Mailing Street 2: SUITE 506
Maihng City: ROCRVILLE
Mahing State/Country: MARYLAND
Maikng Zip/Postal Code: 20851-1324
Phone: 301-555-1234
SIC: 4922
Company Reporting Number: 001-99999
Parent CIK (if any):
Filer Information
*Domng Business As* Name:
Foreign Name:
Business Street 1: 999 MAPLE AVENUE
Busmness Street 2: SUTTE 506
Busmess City: ROCRVILLE
Busmess State/Country: MARYLAND
Busmness Zip/Postal Code: 20851-1324
State of Incorporation: VIRGINIA
Fiscal Year End: 10/31
Accelerated Filer Stapus: NON-ACCELERATED FILER
Accelerated Filer Status Penod: MON JUN 05 2006
Contact for FDGAR Information, Inquiries and Access Codes
Contact Name: JANE DOE
Contact Street 1: 555 MOCKINGBIRD LANE
Contact Street 2: SUTTE 8
Contact City: ALEXANDRIA
Contact State/Country: VIRGINA
Contact Zip/Postal Code: 22312-2447
Contact Phone: 703-555-1234
E-Mail Address: myemaidaddress@zxyz com
Contact for SEC Account Information and Billing Invoices

Contact Name: JOHN DOE
Contact Street 1: 999 MAPLE AVENUE
Contact Street 2: SUITE 506
Contact City: ROCRVILLE
Contact State/Country. MARYLAND
Contact Zip/Postal Code: 20851-1324
Contact Phone: 301-555-1234

Other EDGAR Information
Owner Organzation: CA
Access Codes Sent/Generated Date: TUE AUG 23 16:12:46 EDT 2005

Edit Company Information ]

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

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

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

54  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.

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

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

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

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

EDGAR Filer Manual (Volume I) 5-5 December 2010


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

Edit Company Information

CTK: 0000350001

You may update any or all of the Company Information listed below. Please update this mformation carefully, smce
the new mformation wall be public and will appear n all fisture EDGAR filings for this Company.

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

(* mdicates required field)

General Information

Note: 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 * JOHN DOE CO

Mading Street 1 * 999 MAPLE AVENUE

Mading Street 2 SUITE 506

Masing City * ROCKVILLE

Masting State/Country * MARYLAND [+
Masting Zip/Postal Code *  20851-1324

Phone * 301-555-1234

Note: If you do not have a TIN, enter "00-0000000" below.
Tax Identficahon Number  12-3456789

(TIN)
{DD-DDDDDDD) *
Filer Information

"Domg Busmess As" Name
Foreign Name

[ Business address same as mailing address. Business address is required if not the same
Business Street 1 * {999 MAFLE AVENUE
Busmess Street 2 |SUITE 506
Bustness City * |[ROCKVILLE
Business State/Country * MARYLAND v |
Business Zip/Postal Code *  [20851-1324
State of Incorporation VIRGINGA [~

Fiscal Year End QM/DD) 1031
Contact for EDGAR Information. Inquiries and Access Codes

Contact Name * JANE DOE

[] Contact address same as mailing address. Contact address 1s requared if not the same.
Contact Street 1 * 555 MOCKINGBIRD LANE
Contact Street 2 SUIME 8
Contact City * ALEXANDRIA
Contact State/Country * VIRGINIA v
Contact Zip/Postal Code *  22312-2447
Contact Phone * 703-555-1234
E-Mal Address * myemailaddress@xyz.com

Contact for SEC Account Information and Billing Inveices

Contact Name * JOHN DOE

[J Contact address same as mailing address. Contact address 1s required f not the same.
Contact Street 1 * {999 MAPLE AVENUE
Contact Street 2 {SUITE 506
Contact City * [ROCKVILLE

Contact State/Country * MARYLAND

Contact Zip/Postal Code *  [20851-1324
Contact Phone * 301-555-1234

<

Submit Changes

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

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

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

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

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

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

Edit Company Information Confirmation

CIK: 0000350001

You have made changes to the Company mformation ksted below. Carefilly review your changes, then either chek on the *Confrm
Company Changes” or click on "Cancel Changes® to retum to the menu screen

General Company Information
Corformed Company Name BOB & LARRY'S FISH MARKET

Confirm Company Changes |

Cancel Changes I

Figure 5-5: Edit Company Information Confirmation Page

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

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

CIK: 0000350001
The Company information was submitted successfully. EDGAR will deliver a notification of this change to
your ¢-mail address on file. Before EDGAR accepts any change to the Company's name, we will review and
confirm the change.

Return to Retrieve/Edit Company and Submission Data Menu |

Figure 5-6: Edit Company Information Acknowledgment Page

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

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

5.4.1 Series and Classes (Contracts) Information

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

5.4.1.1 Series and Classes (Contracts) Information Page

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

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

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

The investment companies (S/C Funds) that need to keep their information up-to-date are filers
whose last registration statement (excluding registrations on Form N-14) and/or post-effective
amendment was filed on:

e Form N-1A (Mutual Fund)

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

e Form N-4 (Variable Annuity UIT Separate Account)
o 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 Il. 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 deregistration of the S/C Fund.

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

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

For series or classes (contracts) that are no longer offered, go out of existence, or deregister 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 status the for the series of class (contract) to 'Inactive'.

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

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

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

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

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

= Enter your CIK in the CIK field and press [Tab].

= Enter your CCC in the CCC field.
= Click on the [Continue] button.
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https://www.edgarfiling.sec.gov/

Retrieve/Edit Data
CIK 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.

Continue I

Figure 5-7: Retrieve/Edit Data Page

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

CTK: 0000350001

Please select one of the following options:

o Retiteve Submussion Information *See Note #1*

e Retiieve Company Information 52¢ Note #2*

® Renieve Module/ Segment Information

® Retiieve Retwn Copies

® Futer Series and Classes (Contracts) Information

® Request Asset-Backed Secunities {ABS) Issuing Entiies Creation

® Change Company Password or CCC

® Enter Another CIK/CCC

*Note #1  Information will only be returned for submissions where the CIK (identfied in the upper left
comer of this page) 1s either the Filer CIK or Login CIK of the related submission

*Note#2  For general company quenes (including wildcard searches), please search the EDGAR
Company database

Figure 5-8: Retrieve/Edit Company and Submission Data Page

5.4.1.3 Enter Series and Classes (Contracts) Information Page

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

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

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

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

The followng screens are used to mamtan senes and classes (contracts) nformation such as name, status, and ticker symbol Use the off-ne
EDGAR software (1) to identify or change mvestment company type (ICT) when appropnate as part of the submission process for the
relevant substantive fling and (2) to obtam identfiers for new senes andfor classes (contracts) as part of the subrmssion process for the
substantive filing by whach they are added

CIK: 0000350001
Company Name: BIG FUND TRUST CO

Senes and Classes (Contracts) mformation is only applicable if the CIK 15 assigned to a pnmary registrant that last filed on one of the following
forms

A

222z

-1
-3
-4
6

Note: The SEC has required that senies and class (contract) identfiers be used in desygnated flings

| Continue if CIK Meets Above Criteria j|

Close Window |

Figure 5-9: Not a Series and Classes (Contracts) Investment Company

5.4.1.4 Series and Classes (Contracts) Information Page Overview

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

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

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

e Modify Company Type

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

e Viewing series and class (contract) information

« Modifying series and class (contract) information

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

o Verifying/submitting series and class (contract) information

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

The following screens are used to mamntain senes and classes (contracts) information such as name, status, and ticker symbol. Use the off-line
EDGAR software (1) to identify or change investment company type (ICT) when appropnate as part of the submission process for the
relevant substantive filing and (2) to obtain identfiers for new series and/or classes (contracts) as part of the submission process for the
substantive filing by which they are added.

CIK: 0001118586
Company Name: iKnowlinDot

Current lnvestment Company Type:  Form N-5 Filer (Small Busi Investment Company

Modify Company Type I

Series and Classes (Contracts) Information

I NOTE: Updat?mfonnau'on are not saved (submutted) untl you Venfy and Confirm. To Ven'fy;iates. ch‘ck;thc

| "Venify/Submit Changes" button.
|~ Series ldentifier: S000016582 Status: Inactive
Series Name: IKnowdinDotS1
=l ‘ |
|Class | |
(Contract)  Class (Contract) Name m Status
Identifier ‘
¢ |C000004631 ‘iknovﬂinootm ‘ ilnact’rve
Series ldentifier: S000016583 Status:  Active
Series Name: iKnowdinDotS2
" [class \
(Contract) | Class (Contract) Name m |Status
identifier ; ‘ lsi

[

Modify | Print |

Figure 5-10: Series and Classes (Contracts) Information Page

Note: Updated data appears blue in color.

The following section describes each button function on the Series and Classes (Contracts)
Information page.

[Modify Company Type] Button

The [Modify Company Type] button can be used to change the Investment Company Type.

When the button is clicked, the Edit Investment Company Type page displays (see Figure 5-11.:
Edit Investment Company Type Page).
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Edit Investment Company Type

CIK: 0001118586
Company Name: iKnowlinDot

Investment Company Type [Fovrn N-1A Filer (Mutual Fund) _’_l

OK Cancel
Figure 5-11: Edit Investment Company Type Page

To change your Investment Company Type:

e Click on the Investment Company Type dropdown. The selections are as follows:

Form N-1A Filer (Mutual Fund)

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

Form N-4 Filer (Variable Annuity UIT Separate Account)

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

Form N-1 Filer (Open-End Separate Account with No Variable Annuities)

Form N-2 Filer (Closed-End Investment Company)

Form N-5 Filer (Small Business Investment Company)

Form S-1 or S-3 Filer (Face Amount Certificate Company)

Form S-6 Filer (UIT, Non-Insurance Product)

o Scroll down the list and select your new ICT by clicking on it.

e Click OK to accept the selection and return to the Series and Classes (Contracts)
Information page.

e Click [Cancel] to cancel your selection and return to the Series and Classes
(Contracts) Information page.

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

o 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
o Whether any series or class (contract) is selected
o Ifaclass (contract) is selected, whether the corresponding series status is Active

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,
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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:

o If there is more than one series with an Active status, you will be asked to review the
series names to be sure they are appropriate.

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

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

54141 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 5-11: Edit Series
Page. You will use the page to change a Series Name and/or its status.

Edit Series

CIK: 0000350001
Company Name: BIG FUND TRUST CO

* indicates required field

Series identfier 8000002112
Serles Name * Series 1

Series Status @acve Olnactve O Merged

OK | Cancel

Figure 5-12: Edit Series Page

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

1. Edit the Series Name as necessary
2. If displayed, click on the appropriate Series Status selection indicator
3. When the entry is complete, click on the [OK] button.
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Note: If the Series Status is changed to Active, the status of all Classes (Contracts) for the
Series will also be set to Active. The status change will be blocked for SEC review and
may be suspended.

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

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

When the [OK] button is clicked, the following data is validated:
e Series Name must be entered
o 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.

54.1.4.2 Edit Class (Contract) Page

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

The Edit Class (Contract) page is used to change a Class (Contract) Name, Ticker Symbol,
and/or the Class (Contract) status. Figure 5-12: Edit Class (Contract) Page shows the page, as it
will appear.

Edit Class (Contract)
CIK: 0000350001
Company Name: BIG FUND TRUST CO
* mdicates required fisld
Serles $0000002112
Series 1
Class Identifier C0000000310
Class (Contracy Name * Class B
Ticker Symbol BFTCB
Class (Contrach) Status @ Actwe  Olnactive O Merged
[ oK | [ Cancel |

Figure 5-13: Edit Class (Contract) Page
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Note: “*” indicates a required field.
To Edit the Class (Contract) information:

1. Edit the Class (Contract) Name as necessary

2. Edit the Ticker Symbol as necessary

3. If displayed, click on the appropriate Class (Contract) Status selection symbol
4. Click on the [OK] button.

Note: If the Class (Contract) Status is changed to Active, the status change will be blocked for
SEC review and may be suspended.

Note: For a status to be changed to Merged, the original status must be Active.

If the Class (Contract) is the only one for an Active Series, then its status cannot be changed to
Inactive because an Active Series must have at least one Active Class (Contract). If you change
the series status to Inactive then the class status will automatically be changed to Inactive.

If the Class (Contract) is not the only remaining class for an Active Series and the Class
(Contract) Status is changed from Active to Inactive, any previous changes to Class (Contract)
Name and Ticker Symbol in this session will be reverted to original values.

When the [OK] button is clicked, the following data is validated:
e Class (Contract) Name must be filled in
o Class (Contract) Name cannot be used for more than one class of the Series
e Class Ticker Symbol cannot be a duplicate for the Company

If the data is correct, you are returned to the Series and Classes (Contracts) Information page
with the updated data displayed. If the data is not valid you will have the opportunity to change
the data or cancel the function.

54.1.4.3 Series and Classes (Contracts) Information Edit Confirmation Page

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

page.
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Series and Classes (Contracts) Information Edit Confirmation

CIK: 0000350001
Company Name: BIG FUND TRUST CO

You have made changes to the Senes and Classes (Contracts) mformation bsted below. Carefully review your changes, then either
click on the *Confirm/Submat Changes*® to submat your changes or click on *Continue Edit* to retum to the *Senes and Classes
(Contracts) Information® screen

Modified Series and Classes (Contracts):
Identifier: CO00000312
Change Type: Name
From: | Class AA
To: ClassB

| Confirm{Submit Changes )

(et ]

Figure 5-14: Series and Classes (Contracts) Information Edit Confirmation Page

Figure 5-13: Series and Classes (Contracts) Information Edit Confirmation Page, shows the page
as it appears after all updates to your series and class (contract) data have been validated but
prior to transmission to EDGAR. This gives you a final chance to review your series and class
(contract) data. Use this page to review and confirm all changes you made. Click on the
[Continue Edit] button to continue making additional changes. We recommend that you create a
printed copy of your series and class (contract) data to keep for your records. Click the [Print]
button to print this page. After your successful review, click the [Confirm/Submit Changes]
button to transmit the information to EDGAR.

Series and Classes (Contracts) Information Edit Confirmation

CIK: 0000350001
Company Name: BIG FUND TRUST CO

You have made changes to the Senes and Classes (Contracts) information bsted below. Carefully rewiew your changes, then either
click on the *Confirm/Submst Changes® to submst your changes or click on *Contmue Edit* to retum to the *Senes and Classes
(Contracts) Information” screen
Modified Series and Classes (Contracts):
Identifier: CO00000312
Change Type: Name
From: Class AA
To: ClassB

| Confim/Submit Changes |

[ Print

Figure 5-15: Series and Classes (Contracts) Information Edit Confirmation Page

The successful transfer of the data to EDGAR will be shown on the Series and Classes
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(Contracts) Information Edit Result page as shown in Figure 5-16: Series and Classes (Contracts)
Information Edit Confirmation Page. 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: 0000350001
Company Name: BIG FUND TRUST CO

The Series and Classes (Contracts) information was submitted successfully. Your accession nunber for this submission is 0000350001-
04-017579. EDGAR will deliver a notification of this change to your email address on file.

[ Close Window

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

If you click on the [Verify/Submit Changes] button on the Series and Classes (Contracts)
Information page and make no changes, the page shown in Figure 5-16: Series and Classes
(Contracts) Information Edit Confirmation Page, will be displayed stating, “No changes have
been detected.” You will see a button to return to the Series and Classes (Contracts) Information

page.

Series and Classes (Contracts) Information Edit Confirmation

CIK: 0000350001
Company Name: BIG FUND TRUST CO

No changes have been detected.

[ Return to Senes and Classes (Contracts) Information Screen ]

[ Close Window

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

54144 Series and Class Notification

Figure 5-17: Series and Class Notification, Modified Items, shows a sample of the notification
resulting from the modification of existing series and class data.

As with acceptance/suspense messages you receive for filings, EDGAR will deliver these
notifications to your e-mail address on file (you may also view this notification using the
Retrieve Submission Information option on the Retrieve/Edit Company and Submission Data
page shown in Figure 5-1: Retrieve/Edit Data Page, and described in Section 5.2, Accessing
Submission and Company Information). Note that the form type of the Series and Classes
(Contracts) update transmission is SCUPDAT. Each notification provides a summary of the
changes.
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Series and Class Notfication, Modified Items

THE FOLLOWING SUBMISSION HAS BEEN ACCEPTED BY THE U.S. SECURITIES AND EXCHANGE

COMMISSION.

COMPANY 2 B8IG FUND TRUST CO

FORM TYPE: SCUPDAT NUMSER OF DOCUMENTS: 1

RECEIVED DATE: 13-Sep-2004 09:56 ACCEPTED DATE: 13-5ep-2004 09:56
TEST FILING: NO CONFIRMING COPY: NO

ACCESSION NUMBER: 0000350001-04-017580

FILE NUMBER(S):
1. None.

THE PASSWORD FOR LOGIN CIK 0000350001 WILL EXPIRE 0l-Apr-2005 15:1S8.
PLEASE REFER TO THE ACCESSION NUMBER LISTED ABOVE FOR FUTURE INQUIRIES.
REGISTRANT(S):

1. CIK: 0000350001
COMPANY : BIG FUND TRUST CO
FORM TYPE: SCUPDAT

FILE NUMBER(S):

1. None.

SUMMARY OF CHANGES:
MODIFIED THESE CLASSES (CONTRACTS):

L. CLASS (CONTRACT) ID: CO00000312
OLD NAME: Class AA
NEW NAME: Class B

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 Deing returned to the SEC as undeliveradble. Please correct
outdated addresses via the EDGAR filing website.

The EDGAR system is available to receive and process filings from

6:00 a.m. 0 10:00 p.m., Eastern Time on business days. Filer Support
staff members are available to respond to requests for assistance from
7:00 a.m. tTo 7:00 p.m. Eastern Time.

we strongly encour§?9 you to visit the Filing website at .
https://wwe.edgarfiling.sec.gov. You can download our current version
of the EDGARLInk/Windows software and templates, the Filer Marual,
receive on-l1ine help, and access Frequently Asked Questions.

Figure 5-18: Series and Class Notification, Modified Items

55  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 Figure 5-2: Retrieve/Edit Company and Submission Data Page, click
on Enter Another CIK/CCC. The Figure 5-1: Retrieve/Edit Data Page login
page appears, Figure 5-1.

2. Enter your CIK and CCC and click on the [Continue] button.
You can then access or edit all information associated with that CIK.
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6. INTRODUCTION TO FILING ON EDGAR
6.1  Preparation and Submission

After you have completed your application to submit filings on EDGAR, you will be ready for
the filing process. The SEC provides a number of tools to help you with this process. The
method you use to submit your filing will depend on the form type you need to submit. The tools
and detailed instructions for their use are covered in Volume Il of this manual. General
information about the tools and transmission methods is outlined in the following section. This
information is intended as an introduction. Please refer to EDGAR Filer Manual VVolume 11
before you submit a filing.

For EDGARLIink Online, we recommend that you use Internet Explorer 7.0 through 8.0 or
Firefox 3.5 or greater.

The other EDGAR Filing Websites only work with Internet Explorer version 5.0 or later. You
can also use Netscape version 7.0 or later, but certain help functions may be limited with this
browser. The use of browsers is discussed in Section 2.3, Introduction to Web Browsers.

Note: The EDGAR Filing Website is not compatible with Netscape version 6.0.

Once you have completed your registration as a filer on the EDGAR system and have obtained
your access codes, to submit EDGAR filing you must:

e Obtain EDGAR-compatible hardware (computer equipment) and software, see
Section 2.5, EDGAR Hardware and Software Requirements.

e Secure an ISP for access to the Internet, or configure your Windows OS and modem
for direct dial (PPP).

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

Depending on the filing preparation and transmission mechanism specified for your submission
type, you might also have to do the following:

e Download EDGARLIink software and EDGARLIink templates; see EDGAR Filer
Manual VVolume I1.

o Install EDGARLIink software on your PC; see EDGAR Filer Manual Volume I1.
6.2 EDGARLIink Forms
6.2.1 Creating an EDGARL.Ink Filing

EDGARLink allows you to prepare and transmit a number of submissions types. (See Volume Il
of this manual for details as to which specific submissions types.) The main content of these
submissions consists of attached documents one of which is the form itself. Usually the filer
creates these documents first and then “builds” the submission through the tool.

When you compile your submission using EDGARLInk, you will use the Template Viewer, a
Windows application that is based on templates. Most templates contain a large number of
submission types. Volume Il has an index of submission types that will help you to determine
which template to use. These templates are what help you create and merge the different parts of
your submission. You can download these templates from the EDGAR Filing Website to your
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PC and work with them without being connected to the Internet or to EDGAR. These templates
have fields where you enter information, such as submission type, CIK, CCC, SROS,
document/module/segment file names, and e-mail addresses. There are a number of templates
based on the type of submission. Before transmitting your submission, you should error-check it
with EDGARLInk and save it to your PC hard drive. Once you enter all of the information
needed and attach your documents, it is ready for transmission to EDGAR. Filings created using
EDGARLink templates are usually submitted using the EDGAR Filing Website.

6.2.2 Transmitting an EDGARLInk Filing

Use the EDGAR Filing Website to submit EDGARLIink Filings. It is like many other websites
that you now visit, and uses the same browser-based application software and transmission
methods as those other sites. If you can communicate with other websites, then you will probably
be able to reach EDGAR with little or no changes to your hardware or software configurations.
You can reach this website by using the EDGAR Filing Website:
https://www.edgarfiling.sec.gov or you can use the EDGAR Gateway at:
http://www.portal.edgarfiling.sec.gov.

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

We require that your browser supports Java script and we recommend that you accept browser
“cookies” when accessing this website. The EDGAR website software contains functions that
allow us to remind you if you need to update your software depending upon the last time you
visited the EDGAR Filing Website. This information is recorded in your browser cookies.

It is your decision as to the best means to access the Internet. EDGAR accepts transmissions
from any Internet source, so you can decide which Internet Service Provider (ISP) best suits your
needs.

6.2.3 Creating an EDGARLIink Online Filing

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

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

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

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

6.2.3.1 EDGARLIink Online Data Gathering Model
All online submissions will follow the same basic model. EDGARLink Online will:
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o 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.

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

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

e Allow you to verify the information on the form.
e Allow you to upload attachments, i.e. cover letters, exhibits, or correspondence.

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

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

The following are important notes to consider when preparing a submission using EDGARLink
Online:
e You can exit the window at any time to discard your work in progress and start over.

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

6.2.3.2 Submitting an EDGARL.Iink 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.

6.2.4 Additional Filing Transmission Methods for EDGARL.ink Filings

Most filers will use the EDGAR Filing Website to submit their filings. You may also connect to
the Filer Website using direct dial telecommunications lines via your modem. In using any of the
Windows-based operating systems, this is commonly referred to as direct dial networking. You
will setup Windows to use direct dial networking using a Point-to-Point Protocol (PPP)
application. You will also be asked to provide a telephone number. To direct dial EDGAR, use
703-914-7140 as the telephone number. All EDGAR modems associated with this telephone
number are configured to accept direct dial transmissions. When you use the direct dial option,
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your access is restricted to EDGAR Filing Website links only.

The third option is to connect using a Leased Line. This method is commonly used by bulk filers,
and arrangements must be made to set up each user. Refer to EDGAR Filer Manual VVolume II,
EDGAR Filing.

6.3  Online XML Forms
6.3.1 Creating an Online XML Form

The OnlineForms/XML Website is no different than most other websites that you now visit. It
uses the same browser-based application software and transmission methods as the other sites
and you probably will be able to submit filings to EDGAR from the