5.

5.1

5.2

MAINTENANCE OF COMPANY DATA

Once you have obtained your access codes and are a registered EDGAR filer, you should
maintain your company data. This chapter will help you by illustrating the process of
maintaining your data.

Login to EDGAR

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

1.
2.
3.

10.

Connect to the Internet.

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

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

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

Click in the CIK field and enter your CIK.

Press [Tab] and enter your password.

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

Click the [Login to EDGAR] button.

The Create Passphrase page appears if your CIK and password are valid and you do

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

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

Accessing Submission and Company Information

1.

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

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

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

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

Enter a Company CIK and CCC

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

Continug l

Figure 5-1: Retrieve/Edit Data Page

=

=

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

= Retrieve Submission Information

= Retrieve Company Information

= Retrieve Module/Segment Information

= Enter Series and Classes (Contracts) Information

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

= Retrieve Balance Information

= View Account Activity Statement

= Change Company Password or CCC

= Enter Another CIK/CCC

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

CIK: 0000350001

Please select one of the following options:

a Retrieve Submission Information "5¢¢ Naie =1*

. - “ - Y -
o Retrieve Company Information G

® Reimeve Module/Segment Information

s Retrieve Return ';.::"rlll'ﬁ_h'vd;d‘lj'

® Epter Seres and Classes (Contracts) Information

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

® Request Beturn of Unused Fonds

® Reirieve Balance Information

® View Account Activity Statement

® Change Company Password or CCC

® Enter Another CIK/CCC

*Mote=1  [nformation will onty be retumed for submissions where the CIK (identified m the upper
left comer of this page) is either the Filer CIK or Login CIK of the related submission.

*Note®l For peneral company queries (mchiding wildeard searches), please search the EDGAR
Company database.

*Note 23 EDWGAR Release 18 3 introduced changes that remove the ability to access return
copies of submissions if a refum copy is requested. Filers are encouraged to save a copy
of ther submisson prior to transmifting a TEST or LIVE filing.

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

5.3 Retrieve Company Information

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

3. Click ‘Retrieve Company Information’. The Company Information page appears.
Scroll down this page to review the company information EDGAR has stored.
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If any of this information is incorrect, you can change it by using the [Edit Company

Company Information

The EDNEAR, Company dhinbase contains the mformation beted befow about the =slected Company. Pleass venfy that
the dain represents the cornent operational siate of the Company. Yoo cin update specific Company information by
chcking on the "Edit Company Information” batton locaied bl this data sting

General Infermation

Company CIK: O3 S00]
Fier Trpe FILER
C oy Tndvidual COMPANY
Fepabted Entity Type: WONE
Compary Nome BIFS FUND TRUET OO
Maiing Street 1 ROLFE 5T
Mabing Strees T
Maiing Cier: CENTREVILLE
Maling StageCountry: ALABAMA
Maiing Zip Postal Code: AZ3033
Phecae BR&S
5IC: alEp
Comgasy Repoeting Nusber 00049638
Pl CIE {f my): 0003 50001]
Filer Infermation
"Dioing Busness A" Mame: vl et et LCheriptee
Foreign Name: Lina Test Co
Husinea Street | ROLFE 5T
Business Sireet T
Husinrs Uity CENTREVILLE
Business Siabe' Country: ALABAMA
Husiness ZipTostal Cade AI3NI3
Sinpe of [ncoeporation: ALABANMA
Fiscal Yem End 0308
Accelerated Filer Siatus: ROT APPLICABLE
Acceleeabed Filer Sintus Period: MON JAM 25 2015
Contact for EDGAR Isformaries, Isyeiries and Access Codes
Comtact Name TESTER ONE
Contact Sireet - SOOTT 5T
Contact Strert I
Contact Cicy: CENTREVILLE
Contact 5iabe/Country WIRGIN ISLANDS, U5
Contact ZipPostal Code: AF3N53
Contact Phoor (14 Ted-3100
E-Mad Address cadfia ¥ AHOOD, COM
Cemiact for SEC Account Information asd Billing lovoices
Contact Name: ROBERTSE SMITH FR.
Congact Street 1 121 S0OTT 5T
Contark Sireet 1
Contact City AMMANDALE
Cootact Siate/ Country: VIRGIN ISELANDS. UE
Contact ZipPoual Cade FEELEE]
Contact Phone: (614 7643101
Criher EDGAR laformaties

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

Principal Execwtive Ofice Isformaties
Prineeipual Baeeathee Offioss Street | 136 AK STREET
Principal Exacuttve Offices Srest 20 TEST ADDEESS BUSINESS
Principal Bxecithre Officas City CENTREVILLE
Principal Executfve Offices State'Comiry: VIRGINIA
Prieaa) Bueersthve Ofices Fip/Peatal Code A3
Principal Executive Offices Phone: D03-AAT-SER

Eckil Casnpary Informaticn

Figure 5-3: Company Information Page

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

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

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

5.4 Edit Company Information

It is the obligation of the registrant to keep the company information on EDGAR current

and valid. All changes to your company information are made immediately except for changes
to your company's name. Our Filer Support staff needs to review any change to your company's
name to ensure that it is appropriate.

Note: Filers that are registered as Broker-Dealers cannot update their company information
(except for e-mail address) through the “Retrieve/Edit Data’ link on the EDGAR Filing
Website. Instead, they must submit a Form BD/A (Amendment) to CRD to update their
company information. The Form BD/A filing will automatically update the company
information in EDGAR, and thereafter the new company address information will be
pre-populated into the applicable address fields on future EDGAR submissions.

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

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

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

CIK: 0000350001

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

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

(* indicates required field)

General Information

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

standards. Click here for detalls.
Company Name *

Mailing Street 1 *

Madling Street 2

Maling City *

Mailing State'Country *

Mailing Zip/Postal Code *

Phome *

BIG'S FUMD TRUST CO
126 5STREETS

CHEC THIS ADDRESS
CENTREVILLE
MASSACHUSETTS
A3IH33

BRE4%

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

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

"Dioing Business As® Name
Foreign Name

454545456

Filer Information

Lina TestCao

Lima TestCa

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

Business Street 1 *
Business Street 2

Business City *

Business State/'Country *
Business Zip/Postal Code *
State of Incorporation
Fiscal Year End (MMDIDN

126 OAK STREET

TEST ADDRESS BLSINESS
CEMTREVILLE

VIRGIMLA

A33533

GEORGIA

0N

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

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

|4

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

them.
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Coatact for EDGAR Information, Inguines and Access Codes

Contact Name * TESTER OME

Contact address same as maling address. Contact address i required o not the same
Contact Street 1 * 126 0AK STREET
Contact Street 1 APT £88
Coatact City * CENTREWVILLE
Coatact State/Coontry * VIRGIM ISLAMDS. LS -
Contact Zip/Postal Code * A33933
Contact Phone * (514) 764-3100
E-Mail Address * tommy_headi@emailaddress com

Contact for SEC Account Information and Billing Invoices

Coatact Name * ROBERTSS SMITH JR

Contact address same as mailing address. Contact address s required o not the same.
Coatact Street 1 * 13 0AKSTREET
Contact Street 2 APT 883
Contact City * MAMASSAS
Contact State’'Country * VIRGEN ISLAMDS, LIS -
Contart Zip/Postal Code * A33014
Coatact Phone * {(E14) 764-3101

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

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

Address of Principal Execative Offices

Principal Executive Offices Strest 1 * 101 TEST LANE

Principal Executive Offices Street 2

Principal Executive Offices City * BETHESDA

Principal Executive Offices State'Country ®*  MARYLAND -
Principal Executive Offices Zip/Postal Code * 20577

Principal Executive Offices Phone * 301-555-1212

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

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

company name is conformed, a pop-up dialog indicating your entered company name
and the EDGAR conformed company name will appear as a warning.
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8. Confirm the changes by clicking the [Confirm Company Changes] button at the
bottom of the page. EDGAR will give an indicator that the submission is in progress.

Company Information Edit Confirmation

CIK: DM3S0001

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

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

Confirn Campany Changes I

Cancel Changas

Figure 5-7: Company Information Edit Confirmation Page

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

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

Edit Company Information Resulis

CIK: G0H35000]1

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

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

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

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

5.4.1 Series and Classes (Contracts) Information

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

Series and class (contract) identifiers are created and their names are established on certain
registration statement and pre and post effective amendment filings specified in EDGAR Filer
Manual VVolume Il. The Series and Classes (Contracts) Information page provides S/C Funds a
mechanism to keep their information up-to-date in support of SEC rules adopted in Release
33-8590 (July 18, 2005) [70-FR43558], “Rulemaking for EDGAR System.” We recommend that
you refer to the SEC rules releases in conjunction with this section.

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

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

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

e Form N-1A (Mutual Fund)

e Form N-3 (Separate Account Registered as Open-End Management Investment Company)
e Form N-4 (Variable Annuity UIT Separate Account)

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

The adopting release outlines the implementation of the requirements to electronically collect
and utilize series and class (contract) information. Obtaining identifiers for series and classes via
a filing is outlined in Volume 11. S/C Funds will enter information using the Series and Classes
(Contracts) Information page to update series and class (contract) information as required upon
specified events, such as name changes, deactivations, liquidations, mergers, or other events
resulting in the elimination or merger of a series or class or de-registration of the S/C Fund.

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

After a merger involving a series or class (contract) becomes effective, it is the responsibility of
the target S/C Fund to update the status for the series or class (contract) to ‘Merged’ (i.e.,
inactive due to merger) after the last EDGAR filing is made for the target.
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For series or classes (contracts) that are no longer offered, go out of existence, or de-register after
the last EDGAR filing for the series/ or class (contract) has been made, it is the responsibility of
the S/C Fund to update the status for the series of class (contract) to ‘Inactive’.

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

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

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

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

3. The Retrieve/Edit Data page (Figure 5-9: Retrieve/Edit Data Page) appears and
prompts you for your CIK and CCC information. This CIK is the one with which the
series and classes (contracts) entered later will be associated.

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

Retrieve/Edit Data
CIK and CCC Request

Enter a Company CIK and CCC

CIK:
CCC:

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

i:-‘-l.'.-'_lél:lunl.le 3
Figure 5-9: Retrieve/Edit Data Page

4. Figure 5-10: Retrieve/Edit Company and Submission Data Page, appears. Click the
‘Enter Series and Classes (Contracts) Information’ option to get to the page that
supports the entry of series and class data.

EDGAR Filer Manual (Volume 1) 5-10 October 2018


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

Retrieve/Edit Company and Submission Data

CIK: 0000350001

Please select one of the following options:
e Retrieve Submission Information ~2¢ Vote #1*

*See Note #2*

@ Retrieve Company Information
® Retrieve Module/Segment Information
o Retrieve Return ('opiestsgg"\'bm e

® Enter Series and Classes (Contracts) Information

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

® Request Return of Unused Funds
® Retrieve Balance Information

® View Account Activity Statement

® Change Company Password or CCC

® Enter Another CTEK/CCC

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

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

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

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

Figure 5-10: Retrieve/Edit Company and Submission Data Page

5.4.1.3 Enter Series and Classes (Contracts) Information Page

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

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

If your investment company is already known in EDGAR as filing on one of the forms indicated,
EDGAR will display the Series and Classes (Contracts) Information page shown in Figure 5-12:
Series and Classes (Contracts) Information Page. If EDGAR does not know the Investment
Company Type or the type is not an S/C Funds type, then Figure 5-11: Not a Series and Classes
(Contracts) Investment Company will appear.
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Since you are not an S/C Funds type, click the [Close Window] button. You are not required to
submit series and class (contract) information.

Enter Series and Classes (Contracts) Information

The fallovang coreens are uged o mastam fenes and classes (contracts) mfonnadon much as name, stabes, aed hoker pymbol Uie the off-bne

DRGAR. software (1) 10 tdentfir or change mvestment compasy type {ICT) when appropoate as part of the submetiion process for the
redevant pubotasirve Blng and () o obtamn vdeniBiers for new senes andfor clagser (contracts) s pant of the submesmon process for the
substantve filmg by whach they are added

CIK 003 S0 |
Company Name: BIG FUND TRUST OO

Serves and Clasees (Contracts) formabon is caly appbeable f the CLE @ asrgned 1o o prenary reprtraat that last Bed on one of the follownng
formas

s H-1A
w MN-3
+ W4
-

H-&

Nete: The SEC has requared that serier and class (contract) identifiers be ured m dengnated Slmgs

[ Contnee i CIF Moets Abc Crgns 1

[ CloseWindow |
Figure 5-11: Not a Series and Classes (Contracts) Investment Company

5.4.1.4 Series and Classes (Contracts) Information Page Overview

Figure 5-12: Series and Classes (Contracts) Information Page is the central page you will use to
build the data for series and classes (contracts). Most buttons on this page will cause subsequent
pages to be displayed to collect information. As the information is collected, you will return to
this page where the new information is displayed. The page has two sections:

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

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

e Modify Company Type

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

e Viewing series and class (contract) information

e Modifying series and class (contract) information

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

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

Series and Classes (Contracts) Information

The following screens are used to maintain semes and classes {contracts) mformaton such as name, statms, and Goker svbol. Use the off-Ene
EDMGAR saftware (1) to sdentify or change mvestment company type (1CT) when appropaiate as part of the submission process for the
relevant substantive Sing asd (1) to obtam identifiers for new series and'or classes (contracts) as part of the sobmusseon process for the
substantive filing by which they are added

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

Cuirenl vesimend Comgpany Type: Faim N-14 Filer (Matual Fund)
MadilyCompany

Serles and Classes (Contracts) Information
NOTE: Updated information are not saved (submitted) wntl vouo Verify and Confirm. To Vesdfy updates, chek o the
*Venfy Sobmat Changes” button
Series identifier: S000193438 Santus: Active
Series Hame: wvasanssnamat

Class Ticker
(D EETE i Class [Coslracl) Hadmns | GhElus
i Sym
COD0O04B5T el Scthee
CO00004854 enal Actig
CON0O0428E eal Adrim
Series kentler: 5000103440 Satus: Inacte

Series Hame: EvasBiEEnarmel

Moy | | Print
Vernfy'Submit Changes Cancal

Figure 5-12: Series and Classes (Contracts) Information Page
Note: Updated data appears in blue.

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

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

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

CIE: 0001118586
Company Name: iKnowlimDot

Investment Compary Type: [Forrrl M-1A Filer (Mutual Fund) _,‘j

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

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

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

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

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

No longer an Investment Company Type in the selection list

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

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

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

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

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

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

e Investment Company Type
e Whether any series or class (contract) is selected
e If aclass (contract) is selected, whether the corresponding series status is Active
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To modify a class (contract) for a series with a status of Inactive, the series must first be
modified to make the status Active.

If a series can be modified, the Edit Series page described in Section 5.4.1.4.1, “Edit Series
Page,” is displayed. If a class can be modified, the Edit Class (Contract) page described in
Section 5.4.1.4.2, “Edit Class (Contract) Page,” is displayed.

[Print] Button
The [Print] button provides a mechanism for you to print your data in landscape mode.
[Verify/Submit Changes] Button

The [Verify/Submit Changes] button is used to verify the changes and transmit the data into the
EDGAR system.

When the button is clicked, checks are made to see if the series and class (contract) information
is correct:

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

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

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

54.1.4.1 Edit Series Page

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

Edit Series
CIK DOOG3S000]
Company Name: BIG FUND TRUST CO

* b atew pequared field

Serws 1aenkfer SO00002112

Bris Mams * Series 1
Serwrs Blatuy “kitve  inachive (O aged
Cancal

Figure 5-14: Edit Series Page
Note: “*” indicates a required field.
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To edit the Series information:

1. Edit the Series Name as necessary
2. If displayed, click on the appropriate Series Status selection indicator
3. When the entry is complete, click the [OK] button.

Note: If the Series Status is changed to Active, the status of all Classes (Contracts) for the
Series will also be set to Active. The status change will be blocked for SEC review and
may be suspended.

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

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

When the [OK] button is clicked, the following data is validated:
e Series Name must be entered
e Series Name cannot be used for more than one series of the Company

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

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

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

Edit Class (Contract)

CIK OO0 5000 |
Company Name: BIG FUND TRUST CO

* wedacaden reqrared feld

Euries SO000C0 211 2
Eenag 1

Clais khpedilar CEROMaI G

Craas (Contatl Name ® Class B

Tighoer Symiol BFTCH

Chaas (Coniach Shebis =) Avtve i Eee Metgea

K Cancb|

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

1. Edit the Class (Contract) Name as necessary

2. Edit the Ticker Symbol as necessary

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

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

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

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

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

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

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

54.1.4.3 Series and Classes (Contracts) Information Edit Confirmation Page

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

page.

Series and Classes (Contracts) Information Edit Confirmation

CIK: OO0 54600 1
Company Name: BIG FUND TRUST CO

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

E Confirm/Submit Chonges J

Cintineg Eda

Frind

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

Figure 5-16: Series and Classes (Contracts) Information Edit Confirmation Page, shows the page
as it appears after all updates to your series and class (contract) data have been validated but
prior to transmission to EDGAR. This gives you a final chance to review your series and class
(contract) data. Use this page to review and confirm all changes you made. Click the [Continue
Edit] button to continue making additional changes. We recommend that you create a printed
copy of your series and class (contract) data to keep for your records. Click the [Print] button to
print this page. After your successful review, click the [Confirm/Submit Changes] button to
transmit the information to EDGAR.
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Series and Classes (Contracts) Information Edit Confirmation

CIK CaTan0 L SR |
Company Nune: HIG FUND TRUST OO

Ve buree pande changed to B Srmen and Claspes (Contraots) mfommatot bied below Carelfidly renew your changes, then egher
ehek oot "ConlireSobest Change:” to subend your chasges of chek on "Cootene Ed2® 1o return 1o B "Serws ond Cligoes
(Ceniracts) dormamon” ioreen
Alodafied Series and {Vassen (Contracts)
il s CO0000001 3
A By Ty Mo
Fosmx Cilann A

T Clagt D

[ ey e { i I

orieagy £ oY

Frwrd

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

The successful transfer of the data to EDGAR will be shown on the Series and Classes
(Contracts) Information Edit Result page as shown in Figure 5-18. This confirms that EDGAR
has received your updated series and class (contract) information. EDGAR will deliver a
notification of this change to your e-mail address on file. Click the [Close Window] button to
close the window.

Series and Classes (Contracts) Information Edit Result

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

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

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

[ Close Window

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

If you click the [Verify/Submit Changes] button on the Series and Classes (Contracts)
Information page and make no changes, the page shown in Figure 5-19: Series and Classes
(Contracts) Information Edit Confirmation Page, will be displayed stating, “No changes have
been detected.” EDGAR will give an indicator that the submission is in progress. You will see a
button to return to the Series and Classes (Contracts) Information page.
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Series and Classes (Contracts) Information Edit Confirmation

CIK GO0035000 1
Company Name: BIGC FUND TRUST CO

Mo changes have been detected

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

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

54144 Series and Class Notification

Figure 5-20: Series and Class Notification, Modified Items, shows a sample of the notification
resulting from the modification of existing series and class data.

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

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

COMMTSSION,

COMPANY § ATG FUND TRUST OO

FOaN TYPE:D SCUPCAT KUABER OF COCLMEMTS: 1

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

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

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

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

FILE MUMBSERCSD:

L. None.

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

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

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

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

we strongly emcourage you to visit the Filing website at
https://men.edgarfiling.sec.gov. vou can download ocur current version
of the EDGARLIAL windows softeare and vemplates, the Filer manual,
receive on-T1ime help, amd access Frequently Asked CuesTions.

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

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

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

CTK: (00350001
{1} Check Payment

(2} Wire Transfer
Submul Cancel

Figure 5-21: Method of Payment Selection Page

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

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

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

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

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

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

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

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

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

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

checking account.

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

Request Return of Unused Funds Confirmation

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

Method of Pavment

CIK:

Company or Individoal Name-
Mlading Street 1:

Mading Street -

Mading City:

Mlading State

Mading Zip/Postal Cade:

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

Contact Phome:

Tustification for Reguest
Explanation:

Motification Enssl Address: 1)
Notifieation Ered Address: 2)

Notfication Emed Address: 3}

Cancel Requesi

Check Payment
0000350001

BIG'S FUND TRUST CO2
126 STREETS

CHEC THIS ADDRESS
CENTREVILLE

A

A33933

0~ 0000000
32599
TESTER ONE
123-456-7890

Duplicate Payment made

Figure 5-22: Request Return of Unused Funds Confirmation

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

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

notified of the status of your request via e-mail — whether the request for return of unused

funds was accepted or denied.

Note: You can also view the notification via the ‘Retrieve Submission Information’

link on the OnlineForms Management or the EDGAR Filing website.

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

page.
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5.6 View Fee Account Information

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

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

5.6.1 View Account Balance and Amount of Last Deposit

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

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

Balance Information

The EDGAR Fee Subsystem contains the account mformation hsted below about the
selected Company.

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

CIK: 0000350001

Account
Balance:

Amount of Last
Dieposit:

Date of Last
Deposit:

A negative balance amount indicates that money is owed to the SEC and the account is past
due. For more information on making filing fee payments, see

htips 'www.sec. gov pavmentoptions.

Cancal

Figure 5-23: Balance Information Page

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

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

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

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

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

CIK: 0000350001

Statement
Period:

I[H."E[HE "I

Submit Regquest |

Figure 5-24: View Account Activity Statement Page

2. Select the statement period of the account activity statement from the Statement

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

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

Account Activity Statement
Period Ending: 072017
ALLEN TEST + RAIN WATER CO INC 3 1/ AccountNumber: 0000350001
6432 GENERAL GREEN WAY StatementPeriod: 072017
ATEXANDRIA VA 22316
Beginning of Period Current Actirity End Of Period
Due SEC i Pay pplied Filing Fees Incurred Due SEC Available
50.00 30.00 $0.00 $0.00 $0.00 $0.00
Transactional Details
Transaction Date Activity/Description Form Type / Reference Number Amount | Balance
071052017 333-110720 Wiaver 31 51159 51159
071052017 333-110720 Fee 51 31150 30.00
- Remit Wire Payment To:
Remit Check Pavment To: US Bank
USPS remittances MUST be sent to the following
PO Box address:
Securities & Exchange Commission
P.O. Box 979081
St. Louis, MO 63197-9000
The following address can be used for common
carriers such as FedEx, Awborme. DHL_ and UPS:
U.S. Bank
‘Government Lockbox 979081
1005 Convention Plaza
SL-MO-C2-GL
St. Louis, MO 63101
ABA 021030004
Account#: 850000001001
CIK: 0000350001
A negative ending balance amount indicates that money is owed to the SEC and the account is past due. For more information on
making filing fee payments, see hitps:/Wwww.sec.cov/pavmentoptions.
Figure 5-25: Account Activity Statement Page
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Table 5-1 contains a list of all the fields and descriptions available on the Account Activity
Statement page.

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

Field

Description

Period Ending

Refers to the end period/date of the Account activity statement.

Account Number

The account number that identifies your account. This number
should be referenced when corresponding with the SEC.

Statement Period

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

Beginning of Period

Cu

En

Field Description
Due SEC Total amount of funds due to the SEC at the beginning of the
statement period.
Available Total amount of funds available at the beginning of the
statement period.
rrent Activity
Field Description

Payment Applied

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

Filing Fees Incurred

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

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

period.

Transaction Details

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

Transaction Date

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

Description

Activity/Description

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

Form Type/Reference
Number

Refers to the type of form (reference number).

Amount

The amount of the transaction.

Balance

The balance remaining after the transaction.

Remit Check Payment
to

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

Remit Wire payment
to

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

ABA

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

Account Number

The US bank account number designated for SEC filers.

CIK

The login Central Index Key.

5.7

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

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

2. Enter your CIK and CCC and click the [Continue] button.
You can then access or edit all information associated with that CIK.

Logging in with a Different CIK
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