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Form ID Quick Reference Guide
How to Obtain EDGAR Access Codes to Access EDGAR

Disclaimer

These instructions represent the views of the Filer Technical Support branch and are written to assist
filers in the preparation and process of filing electronically. The instructions are intended as general
guidance and should not be relied on as definitive or a substitute for the EDGAR Filer Manual.
http://sec.gov/info/edgar/edmanuals.htm

In this document, you will learn how to apply for EDGAR access codes and then use the codes to access
EDGAR.

Before Obtaining EDGAR Access Codes
Before a filer can access EDGAR, the filer must have EDGAR access codes.

If you are a new filer or an existing filer who wants to file in another capacity as a filing agent or training
agent, you must use a Form ID to apply for EDGAR access codes. You do this by completing and
submitting an electronic Form ID along with a notarized authentication document. You can obtain this
document at https://www.filermanagement.edgarfiling.sec.gov

Authentication Documentation (From the Edgar Filer Manual 3.2.5)

In addition to the submitted Form ID application, the applicant must submit additional verification
documents to help ensure that the application is authentic. Accordingly, the applicant is required to attach
a manually signed, notarized, and scanned PDF file of the Notarized Authentication Document to their
electronic Form ID.

How to Apply for EDGAR Access Codes

Note: Itis suggested that you gather the information that you need before applying for your Edgar
access codes. This will save you some time. You can apply for your codes at
https://www.filermanagement.edgarfiling.sec.qgov,

To apply for your EDGAR access codes:

1. Goto http://www.sec.gov/about/forms/formid.pdf.

2. Fill out and print the pdf Form ID.

3. Have the form signed by the owner of the CIK.

4. Have the form notarized and dated.

5. Scan the document to your computer and save it as a pdf.
NOTE: The document file name must:

e Bein lower case and no longer than 32 characters in length
e Have a name that must start with a letter (a-z) and not contain spaces.


http://sec.gov/info/edgar/edmanuals.htm
https://www.filermanagement.edgarfiling.sec.gov/
https://www.filermanagement.edgarfiling.sec.gov/
http://www.sec.gov/about/forms/formid.pdf
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File names may contain digits (0-9), up to one period (.), one hyphen (-), and one
underscore () character.

6. Attach the form to your electronic Form ID application and submit both to the Commission at
https://www.filermanagement.edgarfiling.sec.qov

After Obtaining Your Access Codes

After you have obtained your access codes, you will be ready to log in to EDGAR, transmit submissions,
run company queries, update your company information, or change your password/CCC (CIK
Confirmation Code).

Below, you will see the PDF Form for Authentication Documentation.

PDF Form ID for
Authentication
Documentation
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Step 1: Print the form and sign it.
Step 2: Have the form notarized and dated for authentication.

Date: 12/3/2013
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After the SEC Receives Your Form ID Application

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

Applying for EDGAR Access
Please follow these steps:

Step 1: Log on to the EDGAR website https://www.filermanagement.edgarfiling.sec.gov.

Step 2: Click on the option Apply for EDGAR Access (New).

EDGAR® U.S. Securities and Exchange Commission —
Bl Electronic Data Gathering, Analysis, and Retrieval —
Filer Management B

Filer Management

Epiacen) Welcome to the EDGAR Filer Management website. This website provides an electronic interface which implements the basic capabilities needed by a filer to gain access to the

o=y EDGAR system. (Note: If you or your company mtend to file with the SEC via paper forms only, you needn't do anything involving this website.)

Convert Paper Only Filer to

Electroic Filer Access to the capabilities provided by this website is via the mem to the left. A brief description of the capahilty provided via each follows: please refer to the EDGAR Filer

E Manual for more complete descriptions.

Compan

+ Apply for EDGAR Access (New)

Support Use this link if you as an individual, another individual whom you represent, or a company that vou represent is new to filing electronically with the SEC. If the potential fler
® General Help already has an EDGAR. Central Index Key (CIK), use one of the other links on this website to resolve any EDGAR access issues.

e AT e + Generate Access Codes (New/Replacement)

Use this link to generate a set of EDGAR access codes (i.e., PMAC, Password and CCC) when:
- your initial application for EDGAR access has been accepted (new user),
- your password has expired (existing user),
- you have forgotten all of your EDGAR access codes (existing user), or
- you need to change your access codes for security reasons (ie., they have been compromised).

+ Update Passphrase
Use this fink to reset your EDGAR. Passphrase if you have forgotten it or it has been compromised.
+ Convert Paper Ouly Filer to Electronic Filer
Use this fink if your company has been filing with the SEC via paper forms only and it has become necessary to file electronically.

Apply for Edgar Access
(New)

The Form ID Application is displayed.
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Step 3: Choose the filer type, and fill out the rest of the form.

Choose the type of
filer. For example:
Filer; Filing Agent;
Large Trader.

Sk 1 LFalali CEal. MEEIS1E BISEanT

Comgeamp kit =T DHED

gy S Mg Sy
I I
My iy Ml ey T e ™
I I =l
My P e
e
P
I
e T tm
1.#._!"!!"‘!&-
I—'“‘““'“m
e ]
T g by Far—a
I
e - Ty i Laghh
B g P ™o
I
O Boistmid a0 b e i ien] eSS wid b
Bt b e LR T
I I
Wrpan T e SR o
I i =1
By b Do okl Coon
r =
Fiian ¥ et el s £
i P =
I
O Dol adblas i 2 i sy i [e—
T —— o —1




Form ID Quick Reference Guide
OIT Filer Technical Support

Step 4: Enter the signature on the form.
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Typed Signature here

Step 5: Browse for the Authentication Document that you scanned into your computer.

Date: 12/3/2013

Upload Attachment

To complete processing of your Form ID. you must upload a notarized anthentication document. Your Form ID will not be
processed if this document is not received. Your authentication document must be a PDF attachment that is submitted with
your Form ID.

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

* indicates required field. Help for a field may be accessed by clicking its label. Browse fOr yOUI‘
Attachment Information Authentlcat|on
File Name *
Tipe comzs? ¢ Documentation.
Description CI|Ck on Upload
(U

Choose: Type - Correspondence
for your Authentication
Document. Choose Type- EX-24
for Power of Attorney if
needed.

Exit Window |
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Step 6:

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 list.

Attached Documents List
# File Name Type Description
@ | 1 |secformid.pdf CORRESP Form ID
Upload Atiachment | [ Delete Atiachment | Once your document is in the field

o ]<— | ClickonOK

Exit Window

Before submitting your Form ID, you must enter and re-enter a passphrase. You will use this
passphrase later, along with your new CIK, to generate your EDGAR access codes.

It is important that you remember this passphrase for later use.
Note that this passphrase is not your EDGAR Login password.

Once you obtain your CIK via e-mail, this passphrase along with your CIK may
be used to generate your EDGAR Login password (as well as CCC and PMAC).

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

Step: 7

( Upload/Delete Attachments |

Before submitting your Form ID. you must enter and re-enter a passphrase below. You will use this passphrase later. along
with your new CIK. to generate your EDGAR access codes. It is important that you remember this passphrase for
later use. Note that this passphrase is not your EDGAR Login password. Once you obtain your CIK via e-mail. this
passphrase. along with your CIK. may be used to generate your EDGAR Login password (as well as CCC and PMAC).

Make up a passphrase

*indicates required field. Help for a field may be accessed by clic]

Passphrase Infor;

~Your must be 8 S
long and must contain at least one digit and
one of the following characters: @, #, *, or §.

Passphrase *

Re-enter Passphrase *

Once you have confirmed the Form ID information above, attached all necessary document: enter
select the "Submit Form ID" button below.

SubmitFormID |

Click Submit Form ID

Exit Window
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Once you obtain your CIK via e-mail, this passphrase, along with your CIK, may
be used to generate your EDGAR Login password (as well as CCC and PMAC).

Note: After you receive the CIK you will must return to the Filer Management website
https://www.filermanagement.edgarfiling.sec.gov to generate your Edgar access codes.

Step 8: Go to https://www.filermanagement.edgarfiling.sec.gov

Click on Generate Access Codes

Use this link to generate a set of EDGAR access codes (i.e., PMAC, Password and CCC) when:
- your initial application for EDGAR access has been accepted (new user),
- your password has expired (existing user),
- you have forgotten all of your EDGAR access codes (existing user), or
- you need to change your access codes for security reasons (i.e., they have been
compromised).


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

