4.1

GENERATING EDGAR ACCESS CODES

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

For a new electronic filer.

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

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

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

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

Generating All EDGAR Access Codes

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

passphrase.

You cannot obtain individual access codes using the EFMW, only a complete set. However, the
EDGAR Filing and OnlineForms/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 1D
application was accepted). If you do not know the CIK, you can look up the filer name in the
EDGAR Company Database at URL.:

https://www.edgarcompany.sec.qov

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
to Electronic Filer request, or on an EDGAR Access for New Serial Companies request).
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The first step in generating a set of EDGAR access codes is to open the EDGAR Generate

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

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

Management Website.”)
2. Click *Generate Access Codes (New/Replacement)’ in the menu bar.

3. A new browser window opens and the Generate Access Codes (New/Replacement) page

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

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

EFMW pages.

Generate Access Codes (New/Replacement)

Intenbonal nastafesnents of omuinons of facts comstibule federal crmeanal wolshons: See 18 U.8.C 1000

You should penerate EDGAR access codes

o Your EDGAR access codes have expired and vou would Bee 1o generate new EDGAR access codes
» You have forgotien your EDGAR access codes and would Bee to generate new EDGAR. access codes
s You would bee to generate new EDGAR access codes for secunty purpoges. Mote that f wou only want to update

EDGAR wadow

= You have submatted a Form [D apphcaton for a spectfic compasy or mdondual and have recemved your CIK via e-maal

CrnlneForme ML webste by chclong on the "Retneve/Eds Data® miesu stern under "Information Exchange™ m the maen

To generate your access codes for the EDGAR system, enter your CIE and passphrase m the felds below and then select the

*Generate Access Codes” button

* inalicales reguired feld Helo for & Bekd may by sccsssed by ciiclong s label
ChIPas sphease Infanmation
Gic=

Passphrass *

| Genevate Access Codes |

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

5. Enter the required data (CIK and Passphrase).
6. Click the [Generate Access Codes] button near the bottom of the page.
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A dialog box appears (Figure 4-2: EDGAR Generate Access Codes, “Continue” Dialog)
asking you to confirm that you want to submit the request. If you do not want to submit the
request, click the [Cancel] button and the dialog box will disappear; otherwise, click the
[OK] button.

X

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

0K Cancel

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

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

Generate Access Codes Acknowledgment

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

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

EDGAR Access Codes
Cik: 0000000000
Password:  eauzrd@v
CcCC #pkdlghe
PMAC: pah@deacd

Eaat W-lnd:m ..

Figure 4-3: EDGAR Generate Access Codes Acknowledgment Page

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

7. Click the [Exit Window] button to close the browser window and finish the process.
No confirming dialog box is displayed—the browser window is just closed.
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4.1.1 Requesting an EDGAR Passphrase

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

This capability is not needed as long as a filer’s passphrase and EDGAR access codes are
appropriately protected and kept current (the password expires yearly; the passphrase, PMAC
and CCC do not expire, although filers may elect to periodically update the passphrase for
security reasons).

4.1.1.1 Composing the New Passphrase Request

To compose a new passphrase request, you must either generate a Security Token or submit an
Update Passphrase (manual) request. Generating your own Security Token is the most efficient
method and should be chosen if the filer’s email contact information on file in EDGAR is
current.

41.1.1.1 Generating a Security Token

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

2. Click *Update Passphrase’ in the menu bar.

EDGAR®
Form 1D

= Home

Filer Management
Apply for EDGAR Access (New)

Coovert Paper Only Filer to
Comgrarpes

Support
= General Help

Figure 4-4: EFMW Welcome Page Menu

3. A new browser window opens (Figure 4-5: EDGAR Update Passphrase Page). Click the first
hyperlink “Request security token to update passphrase.”
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NOTE: If you have already received a security token that is still valid and would like to navigate
directly to the “Update Passphrase Continuation” screen, please select the second
hyperlink “Received a security token via email” on the “Update Passphrase” screen.

Generating the security token is the standard method to update your passphrase. Use the
"Update Passphrase (manual)" method only if the email contact information on record in
EDGAR is incorrect. If you choose this method, it may take over 48 hours to process the
request. Please select the third hyperlink on the “Update Passphrase” screen to follow the
manual process of updating your passphrase.

Update Passphrase

tements or anussions of fcts comstinne federal crinunal violatioms See IETTS.C

You should wpdate your passplrase if

* You have forgonen vour passploase and would Like to update it with a new passphrase
= You would like to update vour passphrase for secunity purposes

Please select the first yperlink below to request for a securiny toben. EDGAR will send a secusiny token to the ennil
address we havve on record wth a lmk and instrsctions to enter the secunty token You can nss the secunty token to wpdate
your passphlunse on the “Update Passphrase Contrmation” screen

[f woin hawve already received a securiny tokeen that s still valid, please select the second hyperlink below

Gieneratmg the secunty token 15 the standard methaod to update your passphmss, Use the "Update Passphrase {manual}”
method omly of the ema] comtact mfornsahian oo record m EDGAR 18 wcarrect. If vou choose the manual method, 1t may
take aver 48 howrs 1o process the request Please select the durd bypeslink below ra follow fhe mnmesl process of updanng
vour passphrase

Exit Wendoew

Figure 4-5: EDGAR Update Passphrase Page

4. Upon clicking the first hyperlink, the data entry page for “Update Passphrase —
Request Security Token™ appears (Figure 4-6: EDGAR Update Passphrase — Request
Security Token Page).
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Update Passphrase - Request Security Token

Intentional misstatements or omizsions of facts constitute federal criminal viclations. See 18 U S.C 1001,

You should update vour passphrase 1f-

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

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

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

* indicates required fisld. Help for & field may be accessed by clicking its iabel.
CIK *

Reason for Update (up to 255 characters)

| Continue |

|EEWindow |

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

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

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

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

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

e 60 minutes pass from the time a Security Token was generated
e Another Security Token was issued for the same CIK
e The Security Token has already been used.

An example email is shown in Figure 4-7: EDGAR Security Token Email.
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THE FOLLOWING REQUEST HAS BEEN RECEIVED BY THE U.5. SECURITIES AND EXCHANGE COMMISSION AND A SECURITY TOKEN HAS BEEN GENERATED

REGISTRANT(S):

1. CIK : 0000350001
COMPANY : ALLEN TEST & RAIN WATER CO INC 3\/\/
FORM TYPE : ID-PASSUPD
Reason for Update : Retesting purposes

Please enter the following security token and a new passphrase on the "Update Passphrase Continuation" screen to complete the process of updating your passphrase.
Security Token : 359488555047

You can access the "Update Passphrase Continuation” screen via the following hyperlink:

https:/ffilermanagement. edgarfiling. sec. gov/FilerMgmtUpdatePassphraseContinuation, htm

NOTE THAT THE SECURITY TOKEN 1S VALID FOR ONE-TIME USE ONLY AND WILL EXPIRE IN 60 MINUTES.
B et T Y L Il Rt L

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

FEEEEEF LRI IR E IR LR R RS E LRSI R RS P ADN N GESFEEE LTI R AL LR R IR IR LR LR EE LR S

NOTICE

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

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

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

Figure 4-7: EDGAR Security Token Email

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

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

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

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

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

Intentional misstatements or omissions of facts constitute federal coimminal violations. See 18 U S5.C.1001,

You should update vour passphrase ift

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

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

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

* indicates required field. Help for a field may be accessed by clicking is label
ClK/Passphrase Information
ClK*
| have received the security token within the last 50 minutes *
Security Token *
MNew Passphrase *

Re-enter Mew Passphrase *

MNote: Your passphrase must be 8 characters long and
must contain at least one digit and one of the following
characters: (@, # * or 5.

| |

[ Exit Window |

Figure 4-8: EDGAR Update Passphrase Continuation Page

12. A message will be displayed asking if you want to continue (Figure 4-9: EDGAR
Update Passphrase, “Continue” Dialog). Click the [OK] button.
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Message from webpage E1

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

o | conm

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

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

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

é EDGAR Filer Management - Internet Explorer [_[O] =]

Update Passphrase Acknowledgment

Your accession number for this submission is 0000350001-17-000051.

You will recefve an e-mail confirmation at your email address of record. Please connect to the EDGAR Filer Management URL

https:/www filermanagement edearfiling sec gov to generate access codes using your CIK and passphrase.

Exit Window |

Figure 4-10: EDGAR Update Passphrase Acknowledgment Page

41.1.1.2 Update Passphrase (Manual) Request

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

2. Click *Update Passphrase’ in the menu bar.
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EDGAR®
Form ID

= Home

Filer Management

Figure 4-11: EFMW Welcome Page Menu

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

Update Passphrase

Intenizonal musstatements or onussions of facts constitme: federal crinunal wolaticos See 18 17 5.C 1001

You should updare your passphrase if:

* You have forgonen vour passplonse sd would lioe to update 18 watl a new passphrase
* You would Like to update your passphrase for security purposes

Please select the first hyperlink below to request for a secuniry token. ERGAR will send a secuniny token to the ennil
addrase we have on record with a lnk and instrischioms to smtar the secunty token You can uss the secunify token to updase
wour passphuase on the “Update Passphrase Contromation” screen

[f o have already recerved a securiny tokeen that s still valid, please select the secomd hyperlink below.

Cizneratmg the secunry token 15 the standard method fo updare your passphrase. Use the “Update Passphrase {manual}®
method emly 1f the smal contact informanan on record i EDGAR i mcarrect: If vou choose the manual method. 1f may

takoe cover 48 howrs 1o process the request Please select the tdurd bypeslink below ro follow the mnmeal process of updanng
vour passphrase

Ezit Ve indis

Figure 4-12: EDGAR Update Passphrase Page
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4. Click the “Update passphrase (manual)” link. This will take you to the “Update
Passphrase Information” screen (Figure 4-13: Update Passphrase Information).

Update Passphrase Infomation

[etertional mestalemernts or amssions of Bty comstmine federal crnmimal vielations. See 13 1750100

You should update your passplease £

s You have forgetten vour passplrase and would ke to update & with a pew passplmase
» You woald Bee to update your passphrase for security purposes

To update your passphrase, you must sster yoar CIK and a new passphrase befow. You nill mse your CIE and new
passplrase [afer o generate vour EDGAR access codes I8 s imporiani thai vou remember this passphrase for later
wze. Mobe that fhis passphrase is mot your EDGAR. Logm password. Once you have recenved a confirmation &-mad, this
passphiase, aloag with your CTE, may be need to geserate vour EDGAR Login passovord (as well as CCC and PAMAC

" inohcales requied fedd. Hekp for 3 Pald may be acoessed Oy ciohing da fatal
CIKPEsaphrass Infarmation
Cik ™

The applcant of the appicant's authonzed reprasamtatve must =agn
the applcation. Do poa haee ihis asthorky? *

Yeu ' Mg
Hew Passphrases *
Rg-gnlar hew Pagaphrass *
Hole: Wour passphiase maysl B B charachsns

long ared must camlain atleas! one @pl s one
of the following charaders @ 0. " 0§

Reason for Uipdate (o 1o 255 dharacars)

Conkmue

Exat Wi chore |

Figure 4-13: EDGAR Update Passphrase Information

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

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

“You are not authorized to submit this request. Please contact an authorized person
to update the passphrase.”
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6. Enter the required data (CIK and passphrase) and a reason for making the request
(optional). Refer to Section 3.2.4, “Defining a Passphrase,” for a more detailed
description of the passphrase. For security reasons, the passphrase must be at least
eight characters in length and contain at least one digit and one of the following
characters: {@, #, *, $}.

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

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

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

If vou have any questions regarding the status of your Update Passphrase request. pleaze contact Filer Support at (202) 351-
8900. After the SEC has reviewed an application, an e-maitl will be sent to the email address on file with EDGAR informing
the company that the request was either accepted or rejected (to include a reason why the application was rejected).

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

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

Printed Name of Signature:

Title of Person Signing:

Print Window

| Upload/Delete Attachments |

Figure 4-14: EDGAR Update Passphrase Confirmation Page

8. Click the [Print Window] button near the bottom of the page to print the
authentication document. This information should be used in preparing the
Authentication Document (see Section 4.1.1.2).

9. If you are acting as a Power of Attorney (POA) of the company, provide a POA that

is manually signed by an authorized agent of the company.
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10. Scan the authentication document, and the POA if it applies, and save them both in
PDF format. Then, click the [Upload/ Delete Attachments] button on the Update
Passphrase Confirmation page.

Note: The acceptance process cannot be completed until you submit the
authentication document to the SEC; refer to Section 4.1.1.2, “Authentication
Documentation,” for more information.

The EDGAR Upload/Delete Attachment(s) page opens (Figure 4-15: EDGAR
Upload/Delete Attachment(s) Page). This page is used to manage the attachment(s)
associated with your EDGAR access request.

Upload/Delete Attachment(s)

The following table displays your attached document(s). Use the "Upload Attachment” and "Delete Attachment”
buttons below the table to make modifications to this table.

If submitting a Power of Attorney, 1t must be manually signed.

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

Upload Attachment | Delete Attachment

OK |

Exit Window

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

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

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

* indicates required field. Help for a field may be scceszed by clicking itz label

Attachment Information
File Mame * Exows=e. ..

Type CORRESE

Description |

| Upload | | Cancel |

Figure 4-16: EDGAR Upload Attachment Page

12. Click the [Browse] button to select the attachment. The attachment(s) must have the
.pdf file extension.

Note: The Type field defaults to CORRESP and it is non-editable. Refer to Section
3.2.3.2, “Assembling the Form ID Submission,” for EDGAR standards on
document attachments.

13. Enter a description for the attachment and click the [Upload] button. The EDGAR
Upload/Delete Attachment(s) page opens and the new attachment is displayed in the
Attached Documents List table.

To cancel an attachment, click the [Cancel] button; to close the browser window,
click the [Exit Window] button.

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

15. Click the [Submit] button to submit the Update Passphrase request.
A dialog box displays asking for confirmation appears (Figure 4-17: EDGAR Update
Passphrase, “Continue” Dialog). To submit the request to EDGAR for processing,

click the [OK] button; to cancel the request, click the [Cancel] button. EDGAR will
give an indicator that the submission is in progress.
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Message from webpage El

<2 Your update passphrase request will now be submitted
“-u"r/ ko EDGAR, For processing. Do wou wank bo continue?

(] 4 I Cancel |

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

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

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

Update Passphrase Acknowledgment

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

The Filer Support Branch will review vour request and disposition it. You will receive an e-mail message at your e-mail
address of record informing vou of the SEC's decision_ If vour request was accepted, the message will mdicate that the
passphrase that vou specified in this request has been activated and you can proceed to use your CIK and passphrase to
generate a new set of EDGAR access codes; ff your request was rejected, the message will indicate why. If you have any
questions regarding the status of vour passphrase request, please contact the Filer Support Branch at (202} 551-8900.

Exit Window

Figure 4-18: EDGAR Update Passphrase Acknowledgment Page

16. Click the [Exit Window] button to complete the process and close the browser
window.

4.1.1.2 Authentication Documentation

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

¢ CIK

e Name associated with that CIK

e Name of the contact person for purposes of this request
e Contact person

e Contact telephone number
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e Contact email address

e Manual signature of authorized person

e Printed name of authorized person

e Title of authorized person

e Signature

e Signature Date

e Name of Notary (must be different from contact person)
e Notary seal (in jurisdictions that use notary seals)

If the request is for a company, the authentication document must be on company letterhead. If
the request is for an individual, the filer may provide the information on non-company letterhead
or use the print out that can be generated on the EDGAR Update Passphrase Confirmation Page
(Figure 4-14: EDGAR Update Passphrase Confirmation Page).

4.1.1.3 E-mail Acceptance or Rejection Notification

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

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

e Text stating that the request was accepted by the SEC

e Text stating that the specified passphrase was activated

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

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

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

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

THE FOLLOWING SUEMISSICH HiS BEEN ARCCEPIED EY THE II.&5. SECURITIES AND EXCHANGE COMMISEION

ALLEM TEST & BATN WATER -0 INC

CUOMPANT:

FORM TYPE: ID-FPASSUPD NIME=ER OF DOCTMEMTES: 1

BECEIV:D DATE: Og-fnag-Z004 08:53 ACCEPTELD DATE: O&-Aug-2004 03:53
COMFIBMIRG COFY: Mo

TEST FILING: Mo

ACCESSION NUMEER: 299035990%c-02-001201

FILE NUMEER (S} : e
1. Hone. | ]
| |
PLEASE REFER T0 THE ACCESSTON NUMEER LISTED ABOVE FOR FUTURE THNQUIBIES. [
PECEER |
DECTSTAANT (2] : I e
i o NP | [
1. CIE: 1234867830 existing fLell 1Lg I Il '
COMPANY:  ALLEK TEST & BAIN WATER CO INC a7 II II I e | II
0ORM TYPE: ID-PASSUFD 20 ML a
FILE MUMBED(Z): ¥ L | B L |
1. Hone. = T I ! | | i B
-:_. '| I I,l ! I | | LY | |" -',I_____.
PSR AT | |k g | et
SUMMARY OF CHANGES: 3 .f ;- || | | .I | g | =
| | | | 1} e
b g o

Your request for a mewr E]I;- aa‘ie been-

The requested passphrase, 15 ﬂlﬂq . S]".Bt-én.
Please comnect to the mu#mI Eqi-m ¥ URL, T

o i,i}psl. fhﬂmr r!;l'.er;hahaga;mi efgar r111ing. Sec . goy

to gemrl:'at,e r'EIEiLF.' a:!clbﬁs M.EFII.E]:LI]J your CIE md]#l#splmase
| | | '.. i -
i [} | - | I I -_e L

——————————Ir—-||———_—1— ——_—r——l|—|- -|+ |— HIIITII:E el i e e i ek i e
TRGENT : Wearikj,z" that all» Dg'-"_i,rmnr addressz= on the IDGELE database are
correct. %@m ingorract aﬂdress in the EDGAR Accouwmting Contact Name

and Address :|.nf‘i:-rm91;:|.l:rr wmay result in your Fee Accoumt Aotivity
Statement bEing returned to the SHC as mdeliverahle. Vlease correct
ot dated addresses vwia the EDGAR filing website.

The EDGAPR system is aveilable to receiwve and process filings from
E:00 am. ©o 10:00 p.wm. Eastern Time on business days. Filer Support

staff wembers are awailahle to respond o recquests for assistance from
T:00 am. to 7:00 p.m. Eastern Time.

We strongly encourage you Lo wisit the Filing Website at
https: ffwmmr_ edgarfiline. sec gov. Tou can dowmnload our current wersion
of the EDGARLink Mindows software and templates, the Filer Marmal,
receive on-line help, snd access Fregquedtly Asked Questions.

-‘Eu:pepted, h]l* tli.e ZEC's Branch of Filer Support.

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

COMPANT: ALLEM TEST & FATN WATEER CO INC

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

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

TEST FILIMG: jafu}

ACCES2TON NUMEER: 2933333355-03-001201

FILE NUMEEER (3):
1. MHone.

FPLEASE REFER TO THE ACCESSTON NUMEER LISTED ABOVE FOR FUTURE INOQUIRTIES. E

REGISTRANT(3) :
[ |

1. CIE: 1234567590 existing -
COMPANT - ALLEN TEST & BATN WATEE CO IMC 7 o3 Y
FOIM TYPE: ID-PASSUPD _" =] o | [ |
FILE MUMEER(S): I () ||

1. Hone.
-~ | | | I

SMMAKY OF CHANGES : | A Y "-. | J
— |I | I__.

Tour request for a new EDGAR passplu:'ase has heen L‘F:iecteﬂ LJ t]ln.e |SEC‘ #rhn:&l"'; of Filer Support
forr the following reason: 7 -’ I |
| | /
| \_

llnable bp Ei:mta:t.l .BEq‘tEgtf_-F e,
- I A p
| f e
For further 1n.ﬁunnat:|.m‘t\cuinta:t FEC’E1!|fo:I,t=E "ol E E:ll!it‘ Support at (202) 555-1234.
|

\ || II| |I _.'
! /

| I I| I
i f | | ' s |
____________j-____TT____'__-I-JI.__'_-I. I-If:ITII:E -.-'——:'%— -————1- o e
I f | | | / [
i | | I P LA
{1\ g L
TRGENT : T.Fetiﬁ'gr t q.ll n:\'fl'_i,run 4&-&:&55&5 orn the EDGAR databasze are
correct. umn}: ect a,-ﬂd're.%s in the EDGAR Accowidking Contact Name
and Address infu:qué{:lm IIIE.Y result in your Fee Accowmnt Activity

Statement enﬁg returned to the SEC as wndelivershle. Please correct
ot dat ed aﬂdrEsses via the EDGRP filing website.

The EDGAE system is available to receiwe and process filings from

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

staff members are awvailable to respond to regquests for assistance from

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

e strongly encourage Yol to visit the Filing Website atc

https: Ffwmmr_edgarfiling. sec. gov. Tou can dowmiload our ocurrent wersion
of the EDFAPLivk Mindows software and templates, the Filer Marmal,
receive on-line help, and access Freoquently Asked Queastions.

Figure 4-20: EDGAR Update Passphrase Notification, Rejected
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4.1.3 Changing your CCC or Password

Usually, changing all of your access codes will not be required. A more routine procedure would
be to change either your password or CCC. Your password allows you access to the EDGAR
systems, including all websites. You should not share this password with anyone outside your
company. It is appropriate to change your password under the following circumstances:

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

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

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

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

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

e Change Password
e Change CCC (CIK Confirmation Code)

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

Change Company Password or CCC

¢ Change Password

* Change CCC (CIK Confirmation Code)

WARNING

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

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

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

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

Change Company Password

Enter CIK: |
Enter Old Password: |

Enter New Password: |

Confirm New Password: |

Enter Password Modification [Ereesssesy
Authorization Code (PMAC):

Change Password |

WARNING

* Do not give out the new password to anyone who does not need that
information =

Figure 4-22: Change Company Password

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

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

3. Click the [Change Password] button.

Change Password Results

You successfully changed your password.

Figure 4-23: Change Password Results Page
Note: All CCCs and passwords are case-sensitive and must be entered correctly.
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4.1.3.2 Changing Your CCC (CIK Confirmation Code)
You can change your CCC at anytime.
To change your CCC.:

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

Change CCC (CIK Confirmation Code)

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

Confirm New CCC: |

Change ccC |

WARNING

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

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

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

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

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

Change CCC Results

You successfully changed your CCC.

Figure 4-25: Change CCC Results Page

If you mistyped your CIK or CCC, you may see the Invalid CIK/CCC error screen.
Click the [Back] button on your browser and enter it again. If you are still having
problems, please call Filer Support at (202) 551-8900 for help.
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4.1.4 Creating a Passphrase for the First Time

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

Create Passphrase

According to our records, CIE 0000350001 does not have an EDGAR Filer Management passphrase on file, An EDGAFR. Filer
Management passphrase 15 used to generate new EDGAR access codes (password, CCC, PMAC) in the event that they have expred or
you have forgotten them, and as a result, you are unable to log into or access certain fanctionality of the EDGAR system. Creation of a
passphrase is required to continue using the EDGAR system. To create a passphrase, enter the information below and select the "Crease
Pazsphrase” button below. For more information on EDGAR Filer Management, refer to the EDGAR Filer Manual

Enter Passplrase: Note: Your passphsase must be § characters long

and muast contain at least one digit and one of the
Re-Enter Passphrase: following characters: (@, #, *. or §.

Enter Existing PMAC:

I Create Fassphrase

Figure 4-26: 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 passplrase has been successfully created for CTK 0000350001.

| Continue to EDGAR YWelcome Page 1

Figure 4-27: The EDGAR Create Passphrase Results Page
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4. Click the [Continue to EDGAR Welcome] button. The Welcome page displayed is
based on the website that you initially logged on to.

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

U5, Securities and Exchange Commission

Electronic Data Gathering Analysis and Retrieval (EDGAR)

Online Forms Management

O Information Exchange

Malee & Filing Welcome to EDGAR Other Online Forms
‘We designed EDGAR to provide an elactronic filing and company Fiar Information
¥ File: Dmership Forms information management environment for those EDGAR. flers and

= = filing agents wha file with the SEC under the Securibes Act of 1933,
¥ Filie Fisrim [ Cnly XML Submis: 5
— the Securities Exchange Act of 1934, the Trust Indenture Act of Sllliuzorted I‘I:I':i“s“O%nII‘ill':leFon'ns
F Tramsmmit XML Submission 1938, and the Investment Company Act of 1940 (collactively, .
Acts) webhite anly Suppars the
o } ) assembly and submission of
Login Password Status: Your Password will expire on XML filings. Non-XML

December 31, 9999 submissions will ba rajectad by

& ; r&AIM‘E E EDGAR if they are submitted via
Frequently Asked Duestions Online For !JS{ this website. Please vist the

EDGAR Filing websita for all non-

TheiGontents-of thispage méi‘iii"ii? B

charge:witheveryRelease. .- e

SEC Rule Making

about Ownership filings.

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

wvarsion of the forms application avaldable on tha EDGAR Filing Javascnpt Required: We regure
‘Website to file Transfer Agent forms. This web-based that your browser be
applicabion replaces the correspondeng Micrasait InfoPath JavaSoript-enabled to use this
templates that wera previously used to file these forms, wbhste,

Filers can access Transfer Agent forms by selecting the 'File

Tramsfer Agent Farms' bnk on the EDGAR Fling Websita. Direct-Dial Users: You may nat
Chapter 8 (Prepaning and Transmitting EDGARLte accass this wabsite through a
Submissions) of the "EDGAR Filer Manual, Voluma [1: EDGAR direct-dial (PPP) connection
Filing" was retired, Two new sections, ‘File Transfer Agent Only ISP connections are
Farms' and ‘Completsg & Transfer Agent Form were added supported on this website.

to the former Chapter 9 (new Chapter & - Preparing and

Tramsmitting Online Submissions) of the "EDGAR Filer Manual, See the SEC web site for more
Voluma I1: EDGAR Filing” to guide filers through the filing imformation about other SEC
prOCess. Filing and Rulemalomg activibes.

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

e If you mistype your password, EDGAR considers it an invalid password and access to
EDGAR is denied.

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

e 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.

e 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.

e 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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