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Revision History

Version

Date

Description of Changes

1.0

June 2009

Initial version.

11

August 2009

Added new Dataport features in Section 4.1.2: Bulk Upload, CUSIP-6
Search, Associated Securities, and Non-CUSIP-9 Based;

Updated screen shots for registration and confirmation process in
Section 2.1;

Added instructions for restarting the confirmation process in Section
2.3.

1.2

January 2010

Change effective January 18, 2010: Added free text field in Section
4.1.1 Selecting the Document Type

Change effective January 1, 2010: Uploaded PDFs must be word-
searchable.

1.3

February 2010

Added new Dataport features in Section 4.1.2A: | do know my CUSIP-9
and Section 4.1.2B: | do not know my CUSIP-9s

Figure 5 XML Submission Validation Response Message for data tag
Security changed from Error to Warning for Commercial Paper
submissions.

1.4

May 2010

Changed Section 6: Automated Submission of Continuing Disclosure
Documents to point to Specifications for Continuing Disclosure
Submission document.

1.5

June 2010

Updated text on the submission filing screen; updated Section 5 to
illustrate how to create groups and control securities at the CUSIP-9
level; updated screen shots in Section 5 to reflect new EMMA
Dashboard.

1.6

August 2010

Added text box to explain the purpose of the PDF when making CD
submissions.

1.7

May 2011

Updated steps for registration and referenced new user manual.

2.0

April 2012

Extracted Gateway account management functionality, updated
screenshots and text to reflect shared dashboard.

2.1

July 2013

Added instructions on how to schedule and manage email reminders
for recurring financial disclosures; updated screen shots.

2.2

January 2015

Added instructions for submitting disclosures for asset-backed
securities under Securities Exchange Act Rule 15Ga-1.
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Version Date Description of Changes

2.3 August 2015 |Updated the Resources and Support section to reflect the change in
hours of operation for Email Support.

2.4 June 2016 |Updated to reflect the user navigation changes to the MSRB.org
homepage, MSRB Gateway Login and Main Menu pages.

2.5 September |Updated to reflect Bank Loan/Alternative Financing Filing changes to

2016 EMMA Dataport.

2.6 June 2018 |Updated to reflect addition of ABLE program submissions and
removed the word “College” from 529 Savings Plans to reflect the Tax
Cuts and Jobs Act of 2017.

2.7 February 2019 | Updated to reflect additional event disclosures required under SEC

Rule 15¢2-12 beginning February 27, 2019, and to discontinue
separate voluntary submission process for bank loan and alternative
financing filings effective February 27, 2019. Minor text edits to
conform manual to the existing functionality for associating securities
and managing groups of securities.
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Resources and Support

Online
MSRB Website: msrb.org
EMMA Website: emma.msrb.org

MSRB Support

Tel: 202-838-1330

Email: MSRBsupport@msrb.org

Live Support: 7:30 a.m. - 6:30 p.m. ET
Email Support: 7:00 a.m. —7:00 p.m. ET

Municipal Securities Rulemaking Board
1300 | Street NW, Suite 1000
Washington, DC 20005

Tel: 202-838-1500

Fax: 202-898-1500
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Introduction

The Municipal Securities Rulemaking Board (MSRB) protects investors, state and local
governments and other municipal entities, and the public interest by promoting a fair and
efficient municipal securities market. The MSRB fulfills this mission by regulating the municipal
securities firms, banks and municipal advisors that engage in municipal securities and advisory
activities. To further protect market participants, the MSRB provides market transparency
through its Electronic Municipal Market Access (EMMA®) website, the official repository for

information on virtually all municipal bonds. EMMA provides free public access to official
disclosures, trade data, credit ratings, educational materials and other information about the
municipal securities market. The MSRB also serves as an objective resource on the municipal
market, conducts extensive education and outreach to market stakeholders, and provides
market leadership on key issues. The MSRB is a Congressionally-chartered, self-regulatory
organization governed by a 21-member board of directors that has a majority of public
members, in addition to representatives of regulated entities. The MSRB is subject to oversight
by the U.S. Securities and Exchange Commission (SEC).

The EMMA Continuing Disclosure Service receives submissions of continuing disclosure
documents, together with related indexing information, to allow the public to readily identify
and access such documents from issuers, obligated persons and their agents pursuant to
continuing disclosure undertakings with SEC Rules 15¢2-12 and 15Ga-1.

This manual is for use by issuers, obligated persons, dealers, municipal advisors or staff of any
other organization submitting to the EMMA Continuing Disclosure Service via the EMMA
Dataport web user interface.

The EMMA Continuing Disclosure Service is an automated computer-to-computer interface for
submission of continuing disclosure documents and related indexing information as an
alternative to the Internet-based process described in this manual. The Internet-based process
is designed to accept input for a single submission, while the computer-to-computer interface
supports input of multiple submissions. See the Continuing Disclosure Submission Specifications

for specifications for the computer-to-computer interface.

Submissions may be made at no charge to the submitter through a choice of an Internet-based
electronic submission interface or electronic computer-to-computer streaming connections.
The Continuing Disclosure Subscription Service makes a real-time feed of continuing disclosures
available by subscription for a fee.

A Gateway account is required to make submissions to EMMA. See the Gateway User Manual

for Issuers, Obligated Persons and Agents for guidance on how to create and manage a user
account.

Municipal Securities Rulemaking Board 6
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Part 1: Access EMMA Dataport

Logging in to EMMA to make a continuing disclosure submission can be done from the EMMA
homepage at http://emma.msrb.org or MSRB.org.

Log in from the EMMA Homepage
From the EMMA homepage at http://emma.msrb.org, click the EMMA Dataport link at the top
of the page.

MyEMMA I EMMA Dataport I Contact Us
EMMA &

Electronic Municipal Market Access
Aservice of the MSRB

Advanced Search Browse Issuers Tools and Resources Market Activity ~ EMMA Help

Learn
New to EMMA? Find out more.

Evaluate

Access New Issue Calendar and
other market tools.

o

Monitor

Lo B
Territories: . . - . _
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Then click the Login to MSRB Gateway button.

EMMA

Electronic Municipal Market Access
Aservice of the MSRB

for assistance call: 703-797-6668

EMMA Dataport
Municipal Securities Document Submission

+ Overview Municipal securities dealers, issuers, obligated persons and their designated agents N oatarort
provide the Municipal Securities Rulemaking Board (MSRB) with electronic to Submit Documents

* Submissions by Dealers documents to be posted on EMMA. EMMA Dataport is the utility through which ’ \

+ Submissions by Issuers submissions of documents and related information are made to MSRB Market 9
Transparency Programs. For information about how to make specific submissions,

® Sror=ras e e please click on the applicable link below.
= MSRB Subscription Services

=+ MSRB System Status
“+ Submissions by Dealers

= Submissions by Issuers

= Submissions by Obligated Persons

EMMA Dataport | Contact Us.

9 gin to MSRB Gateway

Don't have an account? Register »

il Access Online Traini ng
about Submitting to EMMA

MSRB Gateway Manual »

EMMA Tools for
State and Local Governments

Il' EMMA Trade Manitor
% Getting to Know EMMA

@ MSRB Education Center

Municipal Securities Rulemaking Board 8
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Log in from the MSRB Home Page
From the MSRB homepage at www.msrb.org, click LOGIN.

— ABOUTMSRB | EMMA® MUNIEDPR09| LOGIN | REGISTER | CAREERS
i o : Q

Municipal Securities Rulemaking Board &

Rules and Gui Compli Center Transparency Education Center Policy and Analysis News and Events

Milestones in Transparency
We recently modernized our trade reporting system to | Comu. ;;‘:;;:«;n d
improve data-quality and prevent service disruptions.

Read more on our market transparency milestones.

0000

The MSRB provides a suite of

interactive, online courses designed KX
specifically for municipal market B
participants. T

| EMMA ¥

Providing Market Transparency Since 2008

MARKET EDUCATION ABOUT THE MSRB MSRB RULES VISIT THE EMMA WEBSITE

Log in to MSRB Gateway

From the MSRB Gateway landing page, enter your User ID and Password, and click Login.

| MSRB

Municipal Securities Rulemaking Board

MSRB Home Contact and Support

Log into MSRB Gateway Welcome to MSRB Gateway, the secure access point for all MSRB applications including

EMMA. Click here for guidance on user account management and information about the
’B\ MSRB Gateway.

To return to MSRB.org from within the MSRB Gateway application, click on the MSRB Home
link at the top right corner of the page.

User ID
If you are experiencing login or other system related problems, please check the Systems
Status Page for more information. If you need additional help, please contact the MSRB via
Password email at GatewaySupport@msrb.org or by phone at 202-838-1330

Forgot password?

.

Don't have an account? Register

(-1 Access Online Training about Submitting to EMMA

The MSRB recommends not bookmarking this page.

IMSRB Gateway Manual

Municipal Securities Rulemaking Board 9
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From the MSRB Gateway Main Menu, click EMMA Dataport. The EMMA Dataport Submission
Screen appears.

_— IMSREB Home Contact and Support

IMSRB

Municipal Securities Rulemaking Board

Welcome JDOES ¥, A3939. Logout

MSRB Gateway Main Menu

Welcome to MSRB Gateway! Your User Account has the following access rights:

Market Transparency Systems

Access MSRB systems to submit documents and data related to municipal market activity and political contributions.

u Dealer System Outage Reporting

w SHORT System Web User Interface — Data Submissions

u SHORT System Web User Interface — Data Submissions Test Environment
u RTRS Web Interface - Test System

m Rule G-37 Submission

u EMMA Dataport b

Municipal Securities Rulemaking Board 10
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Part 2: Make a Continuing Disclosure Submission

The EMMA Dataport Submission Portal displays tabs which represent the submission types you can
make to EMMA. Click the Continuing Disclosure tab.

The most recent submissions are displayed on below the create and update button. The submissions
can be amended by any user in the organization.

Click the Create button to start a submission.

EMMA Dataport | MSRE Gateway | Contact | Logout

EMMA

Electronic Municipal Market Access
A service of the MSRE

EMMA Dataport Submission Portal

“You are currently acting on behalf of: SAMPLE CO

Continuing Disclosure Issuer Issuer Voluntary
(Rule-based & Voluntary) | Homepage — Official Statement

Select Organization| SAMPLE CO (G000OC) ¥ |

Continuing Disclosure Submission CREATE UPDATE

[y

Most Recent Submissions up to One Year

Submission Date - Disclosure Type Submission ID User ID
10/24/2018 Initial Asset-Backed Securities Disclosure U180609% JDOEZ
10/18/2018 Financial Cbligation - Event Reflecting Financial Difficulties U18060928 JDOEZ2
10/18/2018 Financial Cbligation - Incurrence or Agreement U1806097 JDOEZ2

To organize your issues and securities into groupings to simplify future

~ - . P,
SRS Ef ATy dleds @ drnumnas "l ‘ Schedule and manage email reminders for recurring
) . m financial disclosures
Manage groups of issues and securities. A

Municipal Securities Rulemaking Board 11
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Select the type of continuing disclosure submission you will make: Financial/Operating Filing, Event
Filing or Asset-Backed Securities Filing.

EMMA Dataport | MSRB Gateway | Contact | Logout

| EMMA

Electronic Municipal Market Access

A service of the MSRE . R -
for assistance call: 202-838-1330

EMMA Dataport - Continuing Disclosure Submission

Submission Status: Not Published You are currently acting on behalf of: SAMPLE C

Select Type of Continuing Disclosure Submission &8 Submitting Continuing Disclosures

FINANCIAL/OPERATING FILING EVENT FILING
Submit annual financial information under SEC Rule 15c2-12{b)5){i)(A) Submit notice of an event specified under SEC Rule 15c2-12{b)(5)(i)
and (d)(2 B), and any other voluntary notice or disclosure with
respect to municipal securities.

ASSET-BACKED SECURITIES FILING
Submit disclosure documents for asset-backed securities under SEC
Rule 15Ga-1.

Municipal Securities Rulemaking Board 12
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Submit a Financial/Operating Filing

To submit a financial/operating filing, select Financial/Operating Filing, then click the Next button.

EMMA Dataport | MSRB Gateway | Contact | Logout

| EMMA

Electronic Municipal Market Access
A service of the MSRE

for assistance call: 202-838-1330

EMMA Dataport - Continuing Disclosure Submission MbRg
Submission Status: Not Published You are currently acting on behalf of: SAMPLE CO
Select Type of Continuing Disclosure Submission &8 Submitting Continuing Disclosures

FINANCIAL/OPERATING FILING EVENT FILING

nual financial information under SEC Rule 15c2-12(b) ) Submit notice of an event s
i1(A), audited financial statements under Rule 1502-12(h) and (d)(2)
nofice of failure to provide annual financial information under Rule respect to municipal securities.
i)D), and other financial or operafing information

ecified under SEC Rule 15c2-12(b)
voluntary notice or disclosure with

ASSET-BACKED SECURITIES FILING
Submit disclosure documents for asset-backed securities under SEC
Rule 15Ga-1.

Municipal Securities Rulemaking Board 13
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To proceed, select the disclosure type, as shown below.

“You may select multiple types of disclosures. An annual or periodic filing may be made pursuant to
Securities and Exchange Commission (SEC) Rule 15c¢2-12 or it may be made voluntarily.

Submission Status: Not Published You are currently acting on behalf of- Issuer XYZ

ISelect Type of Continuing Disclosure Submission

FINANCIAL/OPERATING DATA DISCLOSURES * indicates required fields
Expected date format for all date fields (including year ended): mmiddiyyyy

RULE 15C2-12 DISCLOSURE I

[¥lAnnual Financial Information and Operating Data (Rule 15¢2-12)

Consisting of:
Year Ended = E -

DAudited Financial Statements or CAFR (Rule 15¢2-12)

[CFailure to Provide Annual Financial Information as Required

I ADDITIONAL / VOLUNTARY DISCLOSURE I

FQuarterly / Monthly Financial Information

Consisting of:
Quarter Ended |~ = -

[CIChange in Fiscal Year / Timing of Annual Disclosure

DChange in Accounting Standard

[Dinterim / Additional Financial Information / Operating Data

CBudget

[Dinvestment / Debt / Financial Policy

Dinformation Provided to Rating Agency, Gredit / Liquidity Provider or Other Third Party
[CIconsultant Reports

[Cother Financial [ Operating Data

Enter the document title or other brief descriptive information in the Consisting of text box to provide
additional details about the contents of the disclosure(s).

Next, enter the period covered by the disclosure in the date field. You may type the date or select a
date from the calendar next to the date field. Both the text and date fields will appear on the EMMA
website in connection with the uploaded document.

Next, associate the CUSIPs to the disclosure as described in the Associating CUSIPs to the Disclosure
section.

Municipal Securities Rulemaking Board 14
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Submit an Event Filing

To submit an event filing, select Event Filing. Click the Next button.

EMMA Dataport | MSRB Gateway | Contact | Logout

EMMA

Electronic Municipal Market Access
A service of the MSRE . R -
for assistance call: 202-838-1330

EMMA Dataport - Continuing Disclosure Submission

Submission Status: Not Published You are currently acting on behalf of: SAMPLE CO

Select Type of Continuing Disclosure Submission &8 Submitting Continuing Disclosures

FINANCIAL/OPERATING FILING EVENT FILING
Submit annual financial information under SEC Rule 15¢2-12(b)}(5) ) Submit notice of an event specified under SEC Rule 15c2-12{b)(5){I)(C)
and (d) (A), audited financial statements under Rule 15¢2-12( and (d)(2)(ii)(B), and any other voluntary notice or disclosure with
({I)(B), nofice of failure to provide annual financial information under Rule respect to municipal securities.
15¢2-12(b)(5)(iND), and other financial or operating information

ASSET-BACKED SECURITIES FILING
Submit disclosure documents for asset-backed securities under SEC
Rule 15Ga-1.

Enter the date of the document if not today’s date and then select the event type.
d

If the document date is the date of submission, EMMA defaults to the current date.

EMMA Dataport - Continuing Disclosure Submission

Submission Status: Mot Published *You are currently acting on behalf of: SAMPLE CC

Select Type of Continuing Disclosure Submission &5 Submitting Continuing Disclosures

EVENT FILING *indicates required fields

Expected date format for all date fields (including year ended): mm/ddfyyyy

Document dated (if not today): | =

d

" Select the event type that best fits the submission. Event types include disclosure of an event as
specified by SEC Rule 15c2-12 and additional event disclosures that can be made on a voluntary basis.
Event types listed under SEC Rule 15¢2-12 disclosure may be used for voluntary submissions. For

Municipal Securities Rulemaking Board 15
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example, submitters may use the “Financial Obligation — Incurrence and Agreement” event type for
disclosures that may not be required to be made under a continuing disclosure agreement entered
into pursuant to SEC Rule 15¢2-12.

EMMA Dataport | MSRE Gateway | Contact | Logout

 EMMA

Electronic Municipal Market Access
A service of the MSRE

for assistance call: 202-8358-1330

MSRB

EMMA Dataport - Continuing Disclosure Submission

Submission Status: Mot Published You are currently acting on behalf of: SAMPLE CO
Select Type of Continuing Disclosure Submission &8 Submitting Continuing Disclosures
EVENT FILING *indicates required fields

Expected date format for all date fields (including year ended). mmiddiyyyy
Document dated (if not today): | |J
Rule 15c2-12 Disclosure Additional / Voluntary Disclosure
(Check all that apply) Amendment to Confinuing Disclosure Undertaking

] Pay t Deli oy : ]
#| Principal / Interest Payment Delinguency Change in Obligated Person

Description: | Motice to Investor Pursuant to Bond Documents

Communication From the Internal Revenue Service

RIEI= P T TR U DRl Bid For Auction Rate or Cther Securifies

Unscheduled Draw on Debt Service Reserve Reflecting Financial Difficulties Capital or Other Financing Plan

Unscheduled Draw on Credit Enhancement Reflecting Financial Difficulties Litigation / Enforcement Action

Substitution of Credit or Liguidity Provider, or Its Failure to Perform Change of Tender Agent, Remarkefing Agent or Other On-going Party

Adverse Tax Opinion or Event Affecting the Tax-exempt Status of the Security Derivative or Other Similar Transaction
Modification to the Rights of Security Holders Other Eveni-based Disclosures
Bond Call

Defeasance

Releasze, Substitution or Sale of Property Securing Repayment of the Security

Rating Change

Failure to Provide Event Filing Information as Required

Tender Cffer / Secondary Market Purchases

Merger / Consolidation / Acquisition and Sale of All or Substantially All Assets

Bankruptcy, Insolvency, Receivership or Similar Event

Successor, Additional or Change in Trustee

Financial Obligation - Incurrence or Agreement

Financial Obligation - Event Reflecting Financial Difficulties

Once a selection is made, you are prompted to provide a brief description of the event
disclosure being submitted.

#| Frincipal [ Interest Payment Delinguency

Description:

Municipal Securities Rulemaking Board 16



EMMA Dataport Manual for Continuing Disclosure Submissions

For two of the events, Financial Obligation — Incurrence and Agreement and Financial Obligation —
Event Reflecting Financial Difficulties, additional indexing information is required. When submitting a
disclosure relating to Financial Obligation — Incurrence and Agreement, submitters must indicate
some information about the type of Financial Obligation.

#| Financial Obligation - Incurrence or Agreement

Description: | "

Type of Obligation
[Select one)*
Debt Obligation
Guarantee
Derivative Instrument

Any submitter that selects “Guarantee” must indicate whether the guarantee relates to a debt
obligation or derivative instrument.

When submitting a disclosure related to Financial Obligation — Event Reflecting Financial Difficulties,
submitters must select all that apply about the event reflecting financial difficulties.

#| Financial Obligation - Event Reflecting Financial Difficulties

Description: | :

Type of Event
[Select all that apply)*

Default

Event of Acceleration
Termination Event
Modification of Terms

Cther

Next, associate the CUSIPs to the disclosure as described in the Associating CUSIPs to the Disclosure
section.

Municipal Securities Rulemaking Board 17
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Submit an Asset-Backed Securities Filing

Under Rule 15Ga-1 of the Securities Exchange Act, municipal securitizers of asset-backed
securities are required to disclose fulfilled and unfulfilled repurchase requests across all trusts
aggregated by an issuer, so that investors may identify asset originators with clear underwriting
deficiencies. Rule 15Ga-1 requires certain municipal securitizers to make an initial filing of the
demand, repurchase and replacement history of asset-backed securities offerings for the three
years ended December 31, 2014, through the MSRB’s EMMA system or the SEC’s Electronic
Data Gathering, Analysis, and Retrieval system (EDGAR) by February 14, 2015. After the initial
disclosure filing, municipal securitizers are to submit the disclosures required by Rule 15Ga-1 on
an ongoing basis. Read more about SEC Rule 15Ga-1.

To make an asset-backed securities filing, select the Asset-Backed Securities Filing option then click
the Next button.

EMMA Dataport | MSRB Gateway | Contact | Logout

EMMA

Electronic Municipal Market Access
A service of the MSRE

EMMA Dataport - Continuing Disclosure Submission

Submission Status: Not Published You are cuyrently acting on behalf of: SAMPLE CO
Select Type of Continuing Disclosure Submission &8 Submitting Continuing Disclosures
FINANCIAL/OPERATING FILING EVENT FILING
Submit annual financial information under SEC Rule 15c2-12{b)5){i)(A) Submit notice of an event specified under SEC Rule 15c2-12{b)(5){I)(C)
and ii){4), audited financial statements under Rule 15¢2-12(b)(5) and (d)(2)(ii)(B), and any other voluntary notice or disclosure with
{i)(B), nofice of failure to provide annual financial information under Rule respect to municipal securities.

15¢2-12(b)(5)(iND), and other financial or operating information

ASSET-BACKED SECURITIES FILING
Submit disclosure documents for asset-backed securities under SEC
Rule 15Ga-1.

Municipal Securities Rulemaking Board 18
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Select the radio button next to the specific type of Rule 15Ga-1 disclosure.

EMMA Dataport - Continuing Disclosure Submission

ASSET-BACKED SECURITIES FILING

RULE 15GA-1 DISCLOSURE

() Initial Asset-Backed Securities Disclosure (SEC Rule 15Ga-1(c)(1))

() Quarterly Asset-Backed Securities Disclosure (SEC Rule 15Ga-1(c)(2)())
() Annual Asset-Backed Securiies Disclosure (SEC Rule 15Ga-1(c)(2)(ii)

(7) Other Asset-Backed Securities Disclosure (2.0. notice of termination of duty to file reports pursuant to SEC Rule 15Ga-1(c)(3))

Submission Status: Not Published You are currently acting on behalf of MSRB

Select Type of Continuing Disclosure Submission &, Submitting Continuing Disclosures

Expected date format for all date fields {including year ended): mmiddiyyyy

* indicates required fields

In the Disclosure Description text box, enter the document title or other brief descriptive
information to provide further explanation for those who will access this disclosure on the

EMMA website.

EMMA Dataport - Continuing Disclosure Submission

ASSET-BACKED SECURITIES FILING

RULE 15GA-1 DISCLOSURE
@ Initial Asset-Backed Securities Disclosure (SEC Rule 15Ga-1(c)(1))

Disclosure Description |Initia| Rule 15Ga-1 Filing

For the period from| |[E] te |E

(O Quarterly Asset-Backed Securities Disclosure (SEC Rule 15Ga-1(c)(2)(i))
“1Annual Asset-Backed Securities Disclosure (SEC Rule 15Ga-1(c)(2)(ii))

") Other Asset-Backed Securities Disclosure (2.q. notice of termination of duty to file reports pursuantto SEC Rule 15Ga-1(c)(3))

Submission Status: Not Published You are currently acting on behalf of. MSRB

Select Type of Continuing Disclosure Submission &, Submitting Continuing Disclosures

Expected date format for all date fields (including year ended): mm/dd/yyyy

* indicates required fields

Municipal Securities Rulemaking Board
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Enter the time period covered by the disclosure. Enter the date or select a date from the
calendar next to the date field.

EMMA Dataport - Continuing Disclosure Submission

Submission Status: Not Published You are currently acting on behalf of: M3RB

Submitting Continuing Disclosures

Select Type of Continuing Disclosure Submission &

*indicates required fields

Expected date format for all date fields (i ing year ended):

ASSET-BACKED SECURITIES FILING

RULE 15GA-1 DISCLOSURE
@ Initial Asset-Backed Securities Disclosure (SEC Rule 15Ga-1(c)(1))

Disclosure Descriptinn|lnilial Rule 15Ga-1 Filing
For the period rom [01/01/2010 | ] to[1231/2014 |7 * I

() Quarterly Asset-Backed Securities Disclosure (SEC Rule 15Ga-1(c)(2)(i))
() Annual Asset-Backed Securities Disclosure (SEC Rule 15Ga-1(c)(2)(i))
() Other Asset-Backed Securities Disclosure (e g notice of termination of duty to file reports pursuant to SEC Rule 15Ga-1(c)(3))

Next, associate the CUSIPs to the disclosure as described in the Associating CUSIPs to the Disclosure
section.

Associate Issues or CUSIPs to the Disclosure

The correct CUSIPs are needed to make a continuing disclosure submission and can be
identified using one of the following methods:

e CUSIP-9 Based: | know my CUSIP-9s, | don’t know my CUSIP-9s;
« Non-CUSIP-9 Based: Commercial Paper, Ineligible for CUSIP, 529 Savings Plan/ABLE

Program, and Other Municipal Fund Security.

These paths cannot be combined in one submission.
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EMMA Dataport - Continuing Disclosure Submission

Submission Status: Mot Published

Associate Issues/Securities to the Disclosure

CUSIP-9 Based
(What is a CUSIP?)

Non-CUSIP-9 Based

© commercial Paper (CUSIP-6 Based)

@ Ineligible for CUSIP Number Assignment
) 520 College Savings Plan

© Other Municipal Fund Security

Discl e Type: A IFi ial Infor i and Operating Data {(Rule 15c2-12) for the year ended 09/01/2012

SELECT ONE OF THE OPTIONS FOR ASSOCIATING ISSUES/SECURITIES

@ 1 know my CUSIP-95: Select to input individual CUSIP-
© 1 don't know my GUSIP-9s: Select to search for CUSIP-95 or to input a CUSIP-6

You are currently acting on behalf of. Issuer XYZ

&5, Submitting Continuing Disclosures

9s or use existing Group(s)

| Know My CUSIP-9s

If you know the CUSIP-9s, you may enter or copy and paste individual CUSIPs from another file
in the ADD CUSIP-9s section. If you have previously set up a group, select the CUSIPs from the
Existing Groups section. CUSIP-6 may also be entered to add all associated CUSIP-9s.

The copy-and-paste functionality includes delimiters to separate securities, including but

not limited to semicolon, comma

9s box at a time. For more than 1,

for each submission.

and enter. Up to 1,500 CUSIPs can be pasted in the ADD CUSIP
500 CUSIPs, multiple uploads up to 15,000 CUSIPs are allowed

EMMA Dataport - Continuing Disclosure Submission

Submission Status: Not Published

Associate Issues/Securities to the Disclosure
D e Type: A I Fi ial Information and
Total CUSIPs Count: 0

[-1 EXISTING GROUPS e
Groups can be created / edited in th® ‘Submission Control
shboard

[ roup B 12 cusies
[Tl GroOUP € (12 cusiFs)

[-]1 ADD CUSIP-95
Smess us
r s

You are currently acting on behalf of: ISsuer XYZ

o o B e

&l Submitting Continuing Disclosures

Operating Data (Rule 15¢2-12) for the year ended 09/01/2012

ADDING SECURITIES TO CONTINUING DISCLOSURE SUBMISSION
Maximum of 16000 securities per submission

Securtties uploaded via existing groups and the cut and paste securities utilities are combined in alphabstic sort order up to the
maximum allowed per submission.

Click the Upload button and the corresponding CUSIPs will appear on the right side of the

screen in a list.
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Submission Status: Mot Published

e Type: A IFi

Associate Issues/Securities to the Disclosure
Di

Total CUSIPs Count: 3 Remove All
CUsIP-2 BASED

[-] EXISTING GROUPS

[ GrouP B (12 cusiFs)
[ GROWP € (12 cusiPs)

[-] ADD CUSIP-8s

INSTRUCTIONS Enter CUSIP-9s for securities.
also enter CUSIP-8s for all associated CUSIP-9s

ial Infor

Groups can be created / edited in the “Submission Control
Dashboard

ou may

EMMA Dataport - Continuing Disclosure Submission

You are currently acting on behalf of. Issuer XYZ

&3 Submitting Continuing Disclosures
and Operating Data (Rule 15c2-12) for the year ended 09/01/2012

ADDING SECURITIES TO CONTINUING DISCLOSURE SUBMISSION
Maximum of 15000 securities per submission

Securities uploaded via existing groups and the cut and paste securities utilties are combined in alphabetic sort order up to the
maximum allowed per submission.
Listing of all associated securities

Displaying 3 securities
99999BA18
99999BA26
99999BA34

Remove CUSIPs

Verify that the CUSIPs listed are accurate. To remove a CUSIP-9, highlight the CUSIP(s) and click
the Remove CUSIPs link below the list of CUSIPs.

the right-hand side of the screen.

Invalid CUSIPs will not populate in the list and will generate an error message that appears on
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| Don’t Know My CUSIP-9s

If you don’t know your CUSIPs, you may enter a CUSIP-6 and select the underlying CUSIP-9s. If

the CUSIP-6 is unknown, search for the CUSIP-6 using Issuer Name and/or State.

EMMA Dataport - Continuing Disclosure Submission

Submission Status: Not Published

Associate Issues/Securities to the Disclosure

Disclosure Type: Annual Financial Information and Operating Data (Rule 15¢2-12) for the year ended 07/02/2013
Total CUSIPs Count: 0

CUSIP-8 BASED
SEARCH FOR CUSIP-65

Search CUSIP-6 by entering either CUSIP-6 or by entering
issuer name and/or state.

or

Em

‘You are currently acting on behalf of; Dealer XYZ

&3, Submitting Continuing Disclosures

CUSIP-6 Search Option:

Enter the CUSIP-6 and click the Search button. EMMA displays the issuer name corresponding

to the CUSIP number, and all issues for which it has information.

Select the relevant CUSIP-6s from the search results, which associates them to the current
submission or check the Select all issues from issuer box to associate all issues.

EMMA Dataport - Continuing Disclosure Submission

Submission Status: Not Published

Associate Issues/Securities to the Disclosure &8, Submitting Continuing Disclosures
(&1} e Type: A 1Fi i Infor i and Operating Data (Rule 15¢2-12) for the year ended 09/01/2012
Total CUSIPs Count: 0
CuUsIP-2 BASED
SEARCH FOR CUSIP-65 ISSUER NAME, VA (999998)
s sring either CUSIP-G or by entering Displaying 1 - 8 of 8 issues
Total securities asiected for this CUSIP-6: 0 Refrean Count
Select all issues for issuer: 7]
setect Maturity ormcial
or e 1ssue Description patea Date == o=
p namae: [ ] )| 1 [+] lssue Description C
State: | =1
[ searcn | =] 141 Issus Description O o101rz010 | 1zizz
= [ "
= I vimze1e | 12E1E11

MSRB

You are currently acting on behalf of: Issuer X¥Z

Back Save

01/01/2010 | 1273172111
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To associate specific securities of an issue, click on the [+] icon next to the issue name. The
securities identified by nine-digit CUSIP numbers appear in an expanded list beneath the issue.

To collapse the list, click on the [-] icon.

EMMA Dataport - Continuing Disclosure Submission

Submission Status: Not Published
Associate Issues/Securities to the Disclosure
Disclosure Type: Annual Financial Information and Operating Data (Rule 15c2-12) for the year ended 09/01/2012
Total CUSIPs Count: 0
CUSIP-9 BASED
SEARCH FOR CUSIP-6S ISSUER NAME, (99999A)
Search CUSIP-6 by entering sither CUSIP-5 or by entering
is ame and/or state
Select all issues for issuer: [
E=l x| oot
or
. Maturity Official
N | N e Datcapate | Meturity | oMol
il [-] ISSUE DESCRIPTION 04/01/2012 | 2031 to 2031
o
Select CUSIP-9s cusie Maturity Date Interest Rate (%) Principal Amit ()
select s = 017012031 430,000.00
cusip
599998 WA ISSUER NAME x = 017022031 390,000.00
599954 ISSUER HAME x
B 017032031 270,000.00
= 255,000.00
= 7.05 345,000.00
= 7.15 460,000.00
= 325,000.00
= 210,000.00
] [+] Securty Description 04/01/2012 | 2031 to 2031

Select the relevant CUSIP-9s and then click the Next button.

Issuer Name and/or State option:

Enter the Issuer Name and/or State and click the Search button. A list of issuers based on your
search criteria appears. To narrow the search results, use a combination of Issuer Name and
State. This feature facilitates finding the correct CUSIP numbers and applying them to the

current submission.

Select the relevant CUSIP-6s from the search results to associate them with the current

submission and then click the Add Issuer button.
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Dataport - Continuing Disclosure Submission

Submission Status: Not Published

Associate Issues/Securities to the Disclosure

Total CUSIPs Count: 0
CUSIP-9 BASED
SEARCH FOR CUSIP-6§ CUSIPs via CUSIP6s Search

Search CUSIP-G by entering etther CUSIP-6 or by entering

: . Displaying 1 - 2 of 2 records
issuer name andior state

or Select

To add securities, select a CUSIP-8 from the list below then
select securities from the right-side security list

CusIP-6 State Issuer Hame
999950 WA ISSUER NAME x

You are currently acting on behalf of. Issuer XYZ

Disclosure Type: Annual Financial Information and Operating Data (Rule 15¢2-12) for the year ended 09/01/2012

CUsIP-6 Issuer Name State
999994 ISSUER NAME /A
[E 999998 ISSUER NAME VA

&3, Submitting Continuing Disclosures

Cancel

The issues for the selected issuer appear on the screen.

To associate specific securities of an issue, click on the [+] icon next to the issue name. The

securities, identified by nine-digit CUSIP numbers, appear in an expanded list beneath the issue.

To collapse the list, click on the [-] icon.

Supmission Status: Not Published

Associate Issues/Securities to the Disclosure

Total CUSIPs Count: 0
CUSIP-9 BASED
SEARCH FOR CUSIP-6S ISSUER MAME, (999994)

Search CUSIP- by entering either CUSIP-5 or by entering Displaying 1 - 20 o7 S5 issues
jssuername and/or state Total securities selected for this CUSIP-6: 0 Refresh Count

or

Issue(s)

[-] ISSUE DESCRIPTION

Select CUSIP-9s cusip Maturity Date
To add securities, select a CUSIP-S from the list below then
select securities from the right-side security list. = LS 01012031
CUSIP_6 State Issuer Name
999998 WA  ISSUER NAME x = o9 01/02/2031
999994 ISSUER HAME x
= 01/03/2031
=
=
= 01/06/2031
= 01/07/2031
= 01/082031
=1 [+] Security Description

You are currerfly acting gn behalf of. Issuer XYZ

Disclosure Type: Annual Financial Information and Operating Data (Rule 15¢2-12) for the year ended 09/01/2012

Interest Rate (%) Principal Amt (S}
57 430,000.00
65 390,000.00
6.55 270,000.00
6.7 255,000.00
7.05

&5, Submitting Continuing Disclosures

select all issues for issuer: [

Maturity official

Dated Date Dates Statement

04/01/2012 | 2031 to 2031

04/01/2012 | 2031 to 2031

Select the relevant CUSIP-9s and then click the Next button.
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Non-CUSIP-9 Based

For non-CUSIP-9 based submissions, select one of the following categories: Commercial Paper,
Non-CUSIP, 529 College Savings Plan/ABLE Program or Other Municipal Fund Security. Once the
selection is made, follow the on-screen instructions for associating the disclosure to the

appropriate issue and/or security.

EMMA Dataport - Continuing Disclosure Submission

Submission Status: Not Published

Associate Issues/Securities to the Disclosure

SELECT ONE OF THE OPTIONS FOR ASSOCIATING ISSUES/SECURITIES
CUSIP-9 Based
(What is a CUSIP?)

| know my CUSIP-9s: Select to input individual CUSIP-9s or use existing Group(s)
| don't know my CUSIP-9s: Select to search for CUSIP-9s or to input a CUSIP-6

Non-CUSIP-9 Based

Commercial Paper (CUSIP-6 Based)
Ineligible for CUSIP Number Assignment
529 College Savings Plan

ABLE Program

Other Municipal Fund Security

Associate Contacts to the Disclosure

Disclosure Type: Annual Financial Information and Operating Data (Rule 15¢2-12) for the year ended 06/30/2017

You are currently acting on behalif of: MSRB

&, Submitting Continuing Disclosures

A submitter may provide contact information of persons whom the public can ask for further
information. After the issues or securities are selected, you are prompted to enter a new issuer

contact, obligated person contact, or both.

EMMA Dataport - Continuing Disclosure Submission

Submission Status: Mot Published

Total CUSIPs associated with this submission: 2

Associate Contacts to the Disclosure (Contact information will be posted on EMMA)*
Disclosure Type: Annual Financial Information and Operating Data (Rule 15c2-12) for the year ended 09/01/2012

You are currently acting on behalf of: [ssuer XYZ

g8 Submitting Continuing Disclosures

SUBMITTER'S CONTACT
INFORMATION

ISSUER'S CONTACT INFORMATION
Select Contact

Company:
MName:
Address:

City, State Zip:

Phone
111-222-3333
Number:

Issuer XYZ

BOB DOE

101 MAIN STREET
CITY, 5T 12345

E| => Enter New Contact

OBLIGOR'S CONTACT INFORMATION
Select Contact E” == Enter New Contact

Email: bdoe@issuenyzcom

*If no issueriobligor's contact information is provided, then submitter information will be posted on EMMA.
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You must enter the contact’s name and either phone number or e-mail address. The drop-down
menus also allow you to select from contacts that were previously associated with any one of
the CUSIPs in the current submission. If you do not enter issuer or obligated person contact
information, EMMA will display information about you as the submitter.

EMMA Dataport - Continuing Disclosure Submission

Submission Status: Mot Published You are currently acting on behalf of: Issuer XYZ

Associate Contacts to the Disclosure (Contact information will be posted on EMMA)* &5, Submitting Continuing Disclosures

Disclosure Type: Annual Financial Information and Operating Data (Rule 15¢2-12) for the year ended 09/01/2012
Total CUSIPs associated with this submission: 2

SUBMITTER'S CONTACT ISSUER'S CONTACT INFORMATION OBLIGOR'S CONTACT INFORMATION
INFORMATION =» Select Existing Contact Select Contact |z|| »» Enter New Contact
Company |ssuer XYZ * denotes required fields
 one of these fields is required
Name BOB DOE R __
Address: 101 MAIN STREET et
City, State Zip:  CITY, ST 12345 LEET
*Last N
Phone 4149903333 ssems
Number. Address:
Email: bdoe@issuenyz.col city:
Zip Gode:

+Phone Number:
Extension:
+Email:

== Clear Contact Information

*If no issuer/obligor's contact information is provided, then submitter information will be posted on EMMA.

Once you have completed the Contact Information section, click the Next button to proceed.
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Upload the Document

When your security and issue selections have been made, click the Next button. The document

upload screen will appear.

EMMA Dataport - Continuing Disclosure Submission

Submission Status: Not Published

Upload Disclosure Document

Discl e Type: A I Fil ial Infor

Total CUSIPs iated with this

PP

CONTINUING DISCLOSURE DOCUMENT
Currently no documents exist

and Operating Data (Rule 15c2-12) for the year ended 09/01/2012

2

You are currently acting on behalf of: Issuer XYZ

&%, Submitting Continuing Disclosures

UPLOAD CONTINUING DISCLOSURE DOCUMENT

Only PDFs acoepted £
Effective 1/1/2010 all PDF's need to be word searchable.

Upload

+Upload Multiple Files

There are certain constraints on documents that can be uploaded to EMMA. Each continuing
disclosure document must be a portable document format (PDF) file configured to be saved,
viewed, printed and retransmitted by electronic means. The document must also be word-
searchable, that is, allowing the user to search for specific terms used within the document
through a search or find function available in most standard software packages.

Diagrams, images and other non-textual elements are not required to be word-searchable. If
the submitted file is a reproduction of the original document, the submitted file must maintain
the graphical and textual integrity of the original document.
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Continuing disclosure documents and supplemental files can be uploaded to EMMA. Use the
Browse button to select the file on your computer. Click the Upload button to transfer the file
to EMMA.

EMMA Dataport - Continuing Disclosure Submission

'_ré Choose File to Upload

X
@\/‘" » Manual » PDF

You are cuently acting on behalf of Issuer XYZ

m B
Organize » New folder

- 0 @

v ‘ ) || Search PDE = ]

-
Name
W[ Favorites T

M Desktop
& Downloads

¥

&3, Submiting Continuing Disclosures
Date modified Type

ng Data (Rule 15¢2-12) for the year ended 09/01/2012
. Continuing Disclosure Document.pdf 9/17/2012337PM  Adobe A

. Continuing Disclosure File pdf 9/17/20123:37PM  Adobe Aq

UPLOAD CONTINUING DISCLOSURE DOCUMENT
12| Recent Places
o'}

Only PDFs acospted. &

5 Libraries Effective 1/1/2010 all PDFs need to be word searchable.
3 Documents 3
J’ Music
=) Pictures
E Videos

Browse...
& os(c) I
8 TRA (\imsrb.msr
S L --—evallims

5# Library (\\msrb.n
5 Sean (WPrint-ori- 7 ¢ | L

+Upload Multiple Files

| b
w | All Files (%) A

File name:

Municipal Securities Rulemaking Board 29



EMMA Dataport Manual for Continuing Disclosure Submissions

EMMA shows that the file has been uploaded by displaying the file name on the left side of the

screen.

Dataport - Continuing Disclosure Submission

Submission Status: Mot Published

Upload Disclesure Document

Total CUSIPs associated with this submission: 2

CONTINUING DISCLOSURE DOCUMENT
IManage Documents & Files - Options

=-Financial Operating Filing h
=] inuing Di D

pdf posted 02/17/2012

Disclosure Type: Annual Financial Information and Operating Data (Rule 15c2-12) for the year ended 09/01/2012

You are currently acting on behalf of Issuer XYZ

&8 Submiting Continuing Disclosures

Hover your mouse over the question mark located next to the Manage Documents & Files —
Options to view additional options that can be performed with the document and file/PDF.

A Dataport - Continuing Disclosure Submission

Submission Status: Mot Published

Upload Disclosure Document

Disclosure Type: Annual Financial Information and Operating Data (Rule 15c2-12) for the year ended 09/01/2012
Total CUSIPs iated with this submission: 2

CONTINUING DISCLOSURE DOCUMENT b
Manage Documents & Files U Options E‘

In EMMA, a Document reflects the attributes of a

submission (e.g. document type & description) and a E i
File/PDF is the attachment (e.g. Audited Financial

Statement or CAFR). Documents or files may be managed

on the document tree using the Options menu. To access

the Options menu, single-click the document or file. Hold

the mouse curser over the Options menu to display a list

of possible actions including the following.

DOCUMENT OPTIONS:

* Add File (Upload File dialog box)
+ Archive Document

FILE/PDF OPTIONS:

* Replace File (Upload & Archive old file)
* Archive File

You are currently acting on behalf of: 1s5uer XYZ

cack [i sove [l proview Jf ot

&% Submitting Continuing Disclosures
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Publish the Disclosure

The uploaded document will not be accessible by the public until it is published. First, click the

Preview button to review all the information to be published. If you wish to make a hard-copy
record of your submission, print this screen.

EMMA Dataport - Continuing Disclosure Submission

Submission Status: Published You are currently acting on - XYZ

Upload Disclosure Document

Disclosure Type: Annual Financial Information and Operating Data (Rule 15c2-12) for the year ended 09/01/2012
Total CUSIPs associated with this submission: 2

CONTINUING DISCLOSURE DOCUMENT

Manage Documents & Files - Options

=-Financial Operating Filing

3] 1 Continuing Disclosure Document.pdf posted 09/18/2012 View

If any information on the Preview screen needs to be changed, use the Back button until you

reach the screen where the data was input. Once all information is correct, click the Publish
button.

Continuing Disclosure Preview

Submission Status: Mot Published

You are currently acting on behalf of |pee

FINANCIAL/OPERATING FILING (CUSIP-9 BASED)
Rule 15c2-12 Disclosure VIEW DOCUMENT S
Annual Financial Information and Operatin, r

=-Financial Operating Filing
Total CUSIPs i with this ission: 4 L] w

ed) D
Document pdf posted 08/17/2012  View

The following issuers are with this C D

e Submission: The following securities have been

wiith this C D
Submission:
CUSIP6 State Issuer Hame

Displaying 4 CUSIPs
999958 WA ISSUER NAME

99999BB82
9999988590
99999BC81
99999BC99

SUBMITTER'S CONTACT INFORMATION

Company: Issuer XYz
Name BOB DOE
Address: 101 MAIN STREET

City, State Zip:  CITY, ST 12345
Phone Number: 111-222-3333

Email: bdoe@issuenyz.com

Municipal Securities Rulemaking Board 31



EMMA Dataport Manual for Continuing Disclosure Submissions

The following screen appears. Once you are ready to publish, click Yes: Publish to disclose and
publish your submission.

Are you sure you want to publish?

YES: Publish

MNO: Edit Submission

After publishing, a confirmation screen containing the following information appears:

e A submission ID, which is your unique identifier and helpful for any future updates.

e Alink to print your submission confirmation.

e Alink to “start new submission” or to modify your existing submission.

e Alink to create a group of securities. Creating a group allows you to easily retrieve a list
of securities for later continuing disclosure submissions. To create a group, click the link
“Click here to create a group with this list of securities,” complete the group name and
then click save.

e Alink to send your submission confirmation to a secondary email address.

e Alink to create an email reminder for a recurring financial or operating disclosure
submission in advance of the next filing deadline.

SUBMISSION ID (U2456840) PUBLISHED SUCCESSFULLY

Print Submission

Start new submission

Click here to create a Group with this list of Securities

A confirmation email has been sent to your email address on file.
To send a duplicate confirmation email to a secondary email address
click here

m Schedule and manage email reminders for
"v‘ recurring financial disclosures

Upon publication, the MSRB will send an electronic confirmation to your email address. The
email contains a complete listing of the submission and a link to view the submission on the
EMMA website.
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Amend a Submission

Changes to a submission can be made by users within an organization as needed.

To amend a submission, log in to the EMMA Dataport Submission Portal and then click on the
Continuing Disclosure tab. Click on the submission you wish to amend and continue with the
update. If the submission you wish to amend does not appear on the Most Recent Submissions
list, click the Update link and enter the submission ID.

EMMA Dataport | MSRE Gateway | Contact | Logout

EMMA

Electronic Municipal Market Access
A service of the MSRB

EMMA Dataport Submission Portal MSRB

You are currently acting on behalf of: SAMPLE CO

Continuing Disclosure Issuer Issuer Voluntary
(Rule-based & “oluntary) Homepage Official Statement

Select Organization| SAMPLE CO (G000OC) ¥ |

Continuing Disclosure Submission CREATE UPDATE

Most Recent Submissions up to One Year L}

Submission Date Disclosure Type Submission 1D User ID
102472018 Initial Asset-Backed Securities Disclosure U1306099 JDOEZ
10/19/2018 Financial Cbligation - Event Reflecting Financial Difficulties U18060928 JDOEZ2
10/19/2018 Financial Cbligation - Incurrence or Agreement U1806097 JDOEZ2

To erganize your issues and securities into groupings to simplify future

~ - . P,

submissions of continuing disclosure documents. (J \ Schedule and manage email reminders for recurring
) . N financial disclosures

Manage groups of issues and securities P
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Schedule Email Reminders for Recurring Financial Disclosures

Scheduling email reminders can help ensure timely filing of annual and quarterly financial
disclosures to EMMA. You may send email reminders for upcoming filing deadlines to multiple
recipients with a role in preparing and filing financial disclosures.

To schedule an email reminder for recurring financial disclosures, go to the Continuing
Disclosure tab on the EMMA Dataport Submission Portal and click on Schedule and manage
email reminders for recurring financial disclosures.

EMMA Dataport | MSRE Gateway | Contact | Logout

EMMA

Electronic Municipal Market Access

A service of the MSRE

EMMA Dataport Submission Portal

You are currently acting on behalf of: SAMPLE C

Continuing Disclosure Issuer Issuer Voluntary
(Rule-based & Voluntary) | Homepage  Official Statement

Select Organization | SAMPLE CO (G0D0OC) v |

Continuing Disclosure Submission CREATE UPDATE

N

Most Recent Submissions up to One Year

Submission Date Disclosure Type Submission |D User ID
10/24/2018 Initial Asset-Backed Securities Disclosure U1806099 JDOE2
10/19/2018 Financial Cbligation - Event Reflecting Financial Difficulties U18060928 JDOEZ2
10/19/2018 Financial Cbligation - Incurrence or Agreement U1806087 JDOE2

To erganize your issues and securities into groupings to simplify future

~ - . P,

SulRnIESOTS of Fei iy dedvs @ drumnans ‘,l ‘ Schedule and manage email reminders for recurring
. . m| financial disclosures

Manage groups of issues and securities A

Municipal Securities Rulemaking Board 34



EMMA Dataport Manual for Continuing Disclosure Submissions

You can also access email reminders from the submission confirmation screen.

SUBMISSION ID (U2456840) PUBLISHED SUCCESSFULLY

Print Submission

Start new submission

Click here to create a Group with this list of Securities

A confirmation email has been sent to your email addrass on file.
To send a duplicate confirmation email to a secondary email address
click here

(’ J S Schedule and manage email reminders for
N recurring financial disclosures

The Financial Disclosure Email Reminders screen appears. Click the Create Reminder button to
access the scheduling form.

EMMA Dataport — Financial Disclosure Email Reminders

9 Create Reminder

Disclosure Type Description Filing Due Date Repeat

Mo email reminders exist
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The following screen appears.

EMMA Dataport — Financial Disclosure Email Reminder

Provide the following information to schedule an email reminder for a particular recurring financial or other disclosure. All fields are required. Click here
for more information about scheduling and managing email reminders.

Default Recipient: jdoe@issuenyzorg

+ Add additional recipients
{include up to twenty email addresses, e.g. appropriate internal staff, financial advisor, bond counsel)

Disclosure Type: . annual Financial Information and Operating Data
(Audited Financial Statements or CAFR
(Asset-Backed Securities

(")Other (e.g. quarterly financials, annual budget)

FilingDueDate: | |

Send email: days before filing due date (enter number of calendar days)

Repeat: g vearly
() Quarterly

() Mever

Description: [,

Create Reminder |JoT o]

The default email address is the one associated with your MSRB Gateway account and
additional recipient email addresses can be added.

Provide the following information to schedule an email reminder for a particular recurring financial or other disclosure. All fields are required.
Click here for more information about scheduling and managing email reminders.

Default Recipient: jdoe@email.com

|id091@email.com ‘

|idoe2@email.com ‘

|id0e3@email.c0m ‘

Select the type of financial disclosure for which you wish to receive an email reminder. If you
select the Other option, you can provide notes about the type of disclosure in the Description
section of the form.
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Provide the following information to schedule an email reminder for a particular recurring financial or other disclosure. All fields are reguired. Click here
for more information about scheduling and managing email reminders.

Default Recipient: jdoe@issuengzorg

+ Add additional recipients
(include up to twenty email addresses, e.g. appropriate internal staff, financial advisor, bond counsel)

Disclosure Type: - annual Financial Information and Operating Data
(OAudited Financial Statements or CAFR
(CAgset-Backed Securities

(10ther (e.g. quarterly financials, annual budget)

Specify the filing due date of the submission.

Filing Due Date: |n7/31/2013

Send email: || & 2013 [=]| O :nter number of calendar days)
S5u Me Tu We Th Fr 3a
Repeat:
w1 12 1
Description: || 1| 15 18 1| 1| 1 :
2|[ 22 23| 24| 25 =
z8|[ 20 a0|[ =
g

Create Reminder |jes]il«:]]

Indicate when you wish to receive the email reminder by entering the number of days prior to
the due date. You will also receive an additional reminder one calendar day before the filing
due date.

Default Recipient: jdoe@issuenyz.org

+ Add additional recipients
(include up to twenty email addresses, e.g. appropriate internal staff, financial advisor, bond counsel)

Disclosure Type: yAnnual Financial Information and Operating Data
(Audited Financial Statements or CAFR
("Asset-Backed Securities

(Ti0ther (e.g. quarterly financials, annual budget)

Filing Due Date:

Send email: @ days before filing due date (enter number of calendar days)
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Select the frequency for a recurring submission from the Repeat options.

9 Repeat: (-

19} Quarterly

IYearly

() Never

In the Description section, provide details about the filing to assist with identification of the
recurring submission (for example, enter the issue description or the document name).

Description: | Provide details about the filing to assist with the -
Tecurring submission (g.g. issue
description, document name)

Create Reminder |JeT¥:|

Once you have completed all of the fields, click the Create Reminder button.

EMMA Dataport — Financial Disclosure Email Reminder

Provide the following information to schedule an email reminder for a particular recurring financial or other disclosure. All fields are required. Click here
for more information about scheduling and managing email reminders.

Default Recipient: jdoe@issuenyzorg

|]doe‘|@|ssuerxyz org |

|jdoe3@issuerxyz org |

+ Add additional recipients
(include up to twenty email addresses, e.g. appropriate internal staff, financial advisor, bond counsel)

Disclosure Type: g Annual Financial Information and Operating Data
(Audited Financial Statements or CAFR
(iAsset-Backed Securities

(C)Other (e.g. quarterly financials, annual budget)
Filing Due Date: |01/09/2015
Send email: days before filing due date (enter number of calendar days)

Repeat: G yearly
() Quarterly

@ Never

Description: |Provide details about the filing to assist with the

recurring submission(e.g. issue description,
document name)

9 Create Reminder | #1Tes|
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The reminder appears on the Financial Disclosure Email Reminder screen.

EMMA Dataport | MSRB Gateway | Contact | Logout

EMMA

Electronic Municipal Market Access
A service of the MSRE . o ey
for assistance call: 703-797-6668

EMMA Dataport — Financial Disclosure Email Reminders

Dizclosure Type Description Filing Due Date Repeat

Annual Financial E.g. issue description and document name. 12015 “fearly dit | delete

You and all designated email recipients will receive emails on the specified date and one day
prior to the filing due date.

Manage Email Reminders

To make changes to the scheduled reminder, click the Edit link. The reminder screen appears
containing all the information you previously entered.

Disclosure Type Description Filing Due Date Repeat ¢
edit | d

Annual Financial E.g. issue description and document name. 1182015 Yearly

Make the necessary changes and then click the Update Reminder button.

Municipal Securities Rulemaking Board 39



EMMA Dataport Manual for Continuing Disclosure Submissions

Provide the following information to schedule an email reminder for a particular recurring financial or other disclosure. All fields are required. Click here
for more information about scheduling and managing email reminders

Default Recipient: jdoe@issuenyzorg
jdoel@issuemnyz.org
jdoe3@issuemyz.org

+ Add additional recipients
(include up to twenty email addresses, e.g. appropriate internal staff, financial advisor, bond counsel)

Disclosure Type: g Annual Financial Information and Qperating Data
Audited Financial Statements or CAFR
Asset-Backed Securities

Other (e.q. quarterly financials, annual budget)

Filing Due Date: |01/09/2015
Send email: |5 | days before filing due date (enter number of calendar days)
Repeat: g Yearly
Quarterly

Never

Description: |E g issue description and document name.

» Update Reminder | et

To delete the reminder, click the Delete option on the right side of the reminder and then click

Yes when the confirmation screen appears.

EMMA Dataport — Financial Disclosure Email Reminders

Create Reminder m

Disclosure Type Description Filing Due Date Repeat

Annual Financial E.g. iszue description and document name: 11972015 early edit | delete é

Are you sure you want to delete?
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Save a Group of Securities

Saving the set of securities associated with the disclosure as a named group allows you to
quickly and easily add additional disclosures to the same group of securities for future
submissions.

To create a group, click on the Click here to create a Group with this list of Securities link
located at the bottom of the confirmation screen.

SUBMISSION ID (U2456340) PUBLISHED SUCCESSFULLY

Print Submission

Start new submission

Click here to create a Group with this list of Securities

A confirmation email has been sent to your email address on file.
To send a duplicate confirmation email to a secondary email address
click here

? J s Schedule and manage email reminders for
N recurring financial disclosures

A field appears in which you can enter the name of the group of securities. Enter the name and
then click the Save button. The group will be available the next time you make a continuing
disclosure submission.

SUBMISSION ID (U2408305) PUBLISHED SUCCESSFULLY

Print Submission
Start new submission

m A confirmation email has been sent to your
email address on file.

To send a duplicate confirmation email to a secondary email address

click here
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Create a Group of Securities

Groups are created at the CUSIP-9 level. Groups can be accessed from the Continuing
Disclosure Submissions screen, which appears immediately after you log in to EMMA Dataport
and select the Continuing Disclosure tab.

To create a group, click the Manage groups of issues and securities link.

EMMA Dataport | MSRE Gateway | Contact | Logout

EMMA

Electronic Municipal Market Access

A service of the MSRB

EMMA Dataport Submission Portal

You are currently acting on behalf of: SAMPLE CO

Continuing Disclosure Issuer Issuer Voluntary
(Rule-based & Voluntary) Homepage Official Statement

Select Organization | SAMPLE CO (G0D0OC) v |

Continuing Disclosure Submission CREATE UPDATE

N

Most Recent Submissions up to One Year

Submission Date Disclosure Type Submission 1D User ID
10/24/2018 Initial Asset-Backed Securities Disclosure U1806099 JDOE2
10/19/2018 Financial Cbligation - Event Reflecting Financial Difficulties U18060928 JDOEZ2
10/19/2018 Financial Cbligation - Incurrence or Agreement U1806097 JDOEZ2

To erganize your issues and securities into groupings to simplify future
~ - . P,
submissions of continuing disclosure documents. (J \ Schedule and manage email reminders for recurring

M| financial disclosures

Manage groups of issues and securities
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You are directed to the Groups tab. On the Groups tab, click the Create Group link.

EMMA Dataport-Issuer Dashboard

Groups Control & Notices Invite Obligated Person(s) &, Creating and Contraling Groups
Existing Groups Create Group INSTRUCTIONS
Group B (12 CUSPs) Edit | Delete | Save As Create, save and edit groups of zecurities for which you are aszociated. By creating groups of your securities,
Groun © (12 CUSPPs) Edit | Delete | Save As you can simplify making g e subm and control which agents are able to make

submissions on your behalf. During the submission process, groups you create can be selected with a single
click instead of re-entering each security's CUSIP number every time you make a continuing disclosure
submission on EMMA.

Enter a descriptive name for your CUSIP group.

v Create Group

STEP 1: Enter Group Name

STEP 2: Enter Securities

In the text box, enter the CUSIP-9s of the securities you wish to include in the group.

w Create Group

STEP 1: Enter Group Name

Group D

STEP 2: Enter Securities

[-]1 Enter CUSIP-9s/ CUSIP-65

INSTRUCTIONS Enter CUSIP-8= for securities. ou may
also enter CUSIP-5s for all associated CUSIP-Ss
99999B8A1 -
99999BA2

99999BA3

99999B8A4

99999BA5

99999BA5

99999BATF

99999BA2

99999BA10

99999BA11

99999BA12

[+]1 Enter CUSIP-9s via CUSIP-6s
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If you do not know the CUSIP-9, expand the Enter CUSIP-9s via CUSIP-6s option to view all
securities for the associated CUSIP-9s.

STEP 2: Enter Securities

[-] Enter CUSIP-9si CUSIP-6s

INSTRUCTIONS Enter CUSIP-8s for securities. ou may
also enter CUSIP-6s for all associated CUSIP-8s

[+] Enter CUSIP-9s via CUSIP-6s

Next, enter the CUSIP-6 and click the Display Issues/Securities button.

[-] Enter CUSIP-9s via CUSIP-Gs

INSTRUCTIONS
Enter 6-digit base for searching and adding
securities. [example:123456] How to Enter CUSIP-6

Enter CUSIP-&

[Enter CUSIP-6 |

Display Issues/ Securities

Search CUSIP-6s

lssuer Mame: | |

State: I:I
Search CUSIP-6s
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Check the box of the individual issues you would like in the group and then click the Add
Securities button or check the Select all issues for issuer box to select all issues for the group.

ISSUER NAME, VA (99999B) )
Displaying 1 - 8 of & issues.

Total CUSIPs selected: 6. Refresh Count

él%leﬂ all issues for issuer: I

Select Maturity Official
Issue(s) ISR Dates Statement

=

[+] Issue Description C 01/01/2010 | 127312111

=

[#] lssue Description D 01012010 | 120312111

=

[+] Issue Description E 01012010 | 120312111

O

[#] lssue Description F 01012010 | 120312111

O

[+] lssue Description G 01012010 | 120312111

]

[+] Issue Description H 01/01/2010 | 123122111

[+] lssue Description J 01012010 | 120312111

O

[#] lssue Description K 01012010 | 120312111

Municipal Securities Rulemaking Board 45



EMMA Dataport Manual for Continuing Disclosure Submissions

A list of all selected securities for the group appears on the screen. Scroll through and delete
CUSIPs as needed. Click Save Changes when done.

CREATE GROUP STEP 3

Total =ecurities selected: 6

999996682
999998690
99999BCE1
99999BC399
999998080
9999980493

Remove CUSIPs

If saved successfully, the new group will be listed alphabetically among existing groups.

EMMA Dataport-Issuer Dashboard

Groups Control & Notices Invite Obligated Person(s) s, Creating and Controling Groups
Existing Groups CREATE GROUP STEP3
Group B (12 CUSIPs) Edit | Delete | Save As
Group C (12 CUSIPs) Edit | Delete | Save As
Group D (5 CUSIPs) Edit | Delete | Save As
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Amend a Group

A group can be edited, deleted or renamed at any time by clicking the appropriate link next to
the group name.

Group B (12 CUSIPs) Edit | Delete | Save As
Group C (12 CUSIPs) Edit | Delete | Save As
Group D (5 CUSIPs) Edit | Delete | Save As
Click Steps
Edit 1. Add or delete securities in the group

a. Add securities by entering the CUSIP-9 or
searching for and entering the CUSIP-6.
b. Delete securities by selecting the
unwanted securities and clicking the
Remove CUSIPs link.
Enter a new group name.
3. Save updates by clicking Save Changes.

The Save As link allows you to 1. Click on the Save As link and the group will display
duplicate an existing group by | 2. Add or edit the appropriate securities to

adding or deleting securities in
the group, then saving the
group under a new name.

customize the group.
3. Give the group a new name.
4. Create the new group by clicking Save Changes.
5. The new group will display among the list of
existing groups.

Delete Click Yes to confirm deletion of the group.

Municipal Securities Rulemaking Board 47



EMMA Dataport Manual for Continuing Disclosure Submissions

Control a Group of Securities

By controlling groups of securities, issuers can designate which secondary market agents may
make continuing disclosure submissions to EMMA. Designated secondary market agents can
submit information regarding a CUSIP or CUSIP group.

The Master Account Administrator is notified for each continuing disclosure submission for a
controlled security or group, as well as if a user in the organization elects to take control of the

group.

To create a group, click on Manage groups of issues and securities link on Dataport submission
portal. Once on the main page, click on the Control & Notices tab to elect control of the group.
Locate the group and then click the Yes button to elect control.

Groups Control & Notices Invite Obligated Person(s)

Control & Notice Management

In addition to using groups to simplify your document submission process, you have the option to receive notices when a continuing disclosure submission is made
on your securities by others. You may also elect control of your securities, which will restrict subm made by submission agents that have not been
designated as authorized agents in MSRB Gateway.

Groups Elect Control Receive Email Notices
Group B @ ves No
Group C Tes @ No @) ves No

Group I Yes @ N Yes @ No

When you elect control, the Master Account Administrator will automatically receive email
notices when submissions are made against CUSIPs in the group.

Automated Submission of Continuing Disclosure Documents

The EMMA Continuing Disclosure Service includes an automated computer-to-computer
submission interface as an alternative to the Internet-based process previously described. The
Internet-based process is designed to accept input for a single submission, while the computer-
to-computer interface supports input of multiple submissions. See the Continuing Disclosure

Submission Specifications for specifications for the computer-to-computer interface.
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