"m S COMPLETING THE MSB CALL REPORT

This guide walks you through the most common process for completing and submitting the MSB

Call Report. This guide covers the steps required to:

Create a New MSB Call Report Filing
Upload a CSV (Excel) or XML File
Mark Sections Ready to Submit
Submit the MSB Call Report

Create a New MSB Call Report Filing

MSB Call Reports are to be submitted for each calendar quarter.
1. Loginto NMLS.
2. Click the Filing tab.

3. Click the Call Reports button (see Figure 1).

Y -

Company (MU1) | Branch (MU3) | Individual | Financial Statements | Call Reports | Access | Relationships

You are currently:

P Form Filing Home

Maintaining Your Record & Submitting Filings

This section allows you to complete, amend, and maintain your Company (MU1), Branch (MU3), and relevant Individual (MU2/MU4) records. You can also submit financial statements and call reports, manage
relationships and sponsorships, and view access for individuals.

FUNCTION

COMPANY (MU1) - Complete, amend, or submit a filing for your company's record or the record of an executive officer, owner, or qualifying individual associated with your company
+ Provide Advance Change Notice for certain amendments to your company record as required by relevant state agencies

BRANCH (MU3) + Complete, amend, or submit a fling for one or more of your company’s branch records or the record of a branch manager associated with the branch
- Provide Advance Change Notice for certain amendments to a branch record as required by relevant state agencies

INDIVIDUAL « Complete, amend, or submit a filing for an associated individual licensee/registrant’s record

FINANCIAL STATEMENTS + Amend or submit a Financial Statement filing
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CALL REPORTS - Create, amend, or submit a Morigage Call Report (MCR) or Money Services Businesses Call Report (MSBCR)
ACCESS + View a list of individuals that have given your company access to their record
RELATIONSHIPS - Create, view, or end a relationship with an individual. Before sponsoring an individual's license/registration, you must first create a relationship with that individual in NMLS
- Adda ip request for a i i

Figure 1: Form Filing Home
4. Click the MSB Call Report button.

5. Click the Create New MSB Call Report button (see Figure 2).
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MSB Call Report E

Click Create New MSB Call Report to submit a new Money Services Businesses (MSB) Call Report. Visit the Money Services Businesses Call Report page of the NMLS R Center for

Select an action below to manage an existing filing, Pending and processed filings are available for editing up to two years after the quarter-end.
Icon Action

[  View, Edit, or Submit a filing

&  Upload a CSV or XML file to amend the filing

% Delete a pending initial filing

¥ Undo pending amendments to a processed filing

+ Create New MSB Call Report 5

Figure 2: Create New MSB Call Report
6. Select the desired year and period.
7. Click the Upload via CSV or XML button (see Figure 3).
NOTE: For manual entry, click the Create or Edit (Manual Entry) button. Please refer

to the MSB Call Report worksheet and the MSB Call Report Field Definitions guide for
assistance when completing a filing.

Create MSB Call Report Filing
ey

Select the Year and Period for the MSB Call Report. Then select the appropriate button below to complete the filing manually or through a CSV or XML file upload.

Visit the Money Services Businesses Call Report page on the NMLS Resource Center for additional information.

IYear: 2018 V| Period: [Q3 v I6

Create or Edit (Manual Entry) | Upload via CSV or XML 7

Figure 3: Create MSB Call Report Filing

Upload a CSV (Excel) File

MSB Call Report filings can be prepared in the system manually or uploaded via a specially
formatted CSV file. Sample upload, templates, and file specifications are available on the MSB
Call Report CSV page of the NMLS Resource Center.

1. Click the Browse button on the Upload MSB Call Report Filing page.

2. Select the appropriate CSV or XML file for the desired year and period.

3. Click the Open button.

4. Click the Upload button (see Figure 4).
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http://mortgage.nationwidelicensingsystem.org/licensees/resources/LicenseeResources/MSB%20Call%20Report%20Practice%20Worksheet.pdf
http://mortgage.nationwidelicensingsystem.org/licensees/resources/LicenseeResources/MSB%20Call%20Report%20Field%20Definitions.pdf
http://mortgage.nationwidelicensingsystem.org/slr/common/Pages/CSV(Excel)UploadTemplate.aspx

Upload MSB Call Report Filing

Upload a CSV File
* Use the MSB Call Report CSV Upload Template
* Refer to the MSB Call Report CSV Upload Specifications Document for additional resources

Upload an XML File
« Refer to the MSB Call Report XML Upload Specifications page for additional resources

Locate the CSV or XML file stored on your computer, then click Upload.

File: Choose File [INo file chosen

1 4

Figure 4: Upload Filing

NOTE: Any CSV upload errors are displayed on this page. Correct all errors and re-upload
to proceed. Correct any errors if necessary and re-upload to proceed.

Upload an XML File

MSB Call Report filings can be prepared in the system manually or uploaded via a specially
formatted XML file. Sample upload, templates, and file specifications are available on the MSB
Call Report CSV page of the NMLS Resource Center.
1. Click the Browse button on the Upload MSB Call Report Filing page.
2. Select the appropriate CSV or XML file for the desired year and period.
3. Click the Open button.
4. Click the Upload button.
NOTE: XML uploads are automatically displayed on the MSB Call Report XML Upload
History page alongside their upload status. Correct any errors if necessary and re-

upload to proceed.

5. Refer to the instructions on-screen and refresh the page after a moment to allow the
System to process the XML upload.

NOTE: If the upload is unsuccessful with an “Invalid” status, click the View Errors button
to review the errors discovered during the validation process. Refer to the MSB Call
Report Completeness Checks and Warnings reference document for more details.

6. Click the MSB Call Report link in the left navigation bar once an XML file is successfully
uploaded.
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http://mortgage.nationwidelicensingsystem.org/slr/common/Pages/CSV(Excel)UploadTemplate.aspx
http://mortgage.nationwidelicensingsystem.org/licensees/resources/LicenseeResources/Managing%20MSB%20Call%20Report%20Completeness%20Checks%20and%20Warnings.pdf
http://mortgage.nationwidelicensingsystem.org/licensees/resources/LicenseeResources/Managing%20MSB%20Call%20Report%20Completeness%20Checks%20and%20Warnings.pdf

7. Click the View ] icon next to the desired MSB Call Report on the MSB Call Report
page.

Add a State

It is possible to upload multiple states at once through the XML or CSV upload process. It is
also possible to manually add states to the ST section.

1. Click the Add New ST button on the MSB Call Report Sections page.
2. Select the desired state from the dropdown menu and click the Add State button.
3. Click the Continue button.

NOTE: Only add ST information for states where you are licensed to perform money
services businesses. You may need to update your Company Form (MU1).

4. Manually enter in relevant values in fields ST10 through ST250.

NOTE: Use the Fill Blank Fields with Zero button to fill in any fields that do not apply to
the submission.

5. Click the Save and Move to Next button.

6. Enter any necessary comments in the Comments (Optional) field and click the Save
and Move to Next button.

7. Any warnings will display on the Completeness Check and Warnings page. Resolve any
warnings and click the Return to MSB Call Report Sections button.

Mark Sections Ready to Submit

Each section, including sections without any business activity during the quarter, must be
marked ready before the MSB Call Report can be submitted. Users can view, edit, or delete any
section prior to submission on the MSB Call Report Sections page.

1. Click the Edit [icon next to the desired section on the MSB Call Report Sections page.

2. Review data accuracy then click the Save and Move to Next button to proceed through
each section.

3. Resolve any completeness checks or warnings on the Completeness Check page.

NOTE: Completeness checks prevent marking a section as “Ready to Submit.”
Warnings do not prevent marking a section as “Ready to Submit” but require an
explanatory note. For an explanation of all completeness checks, warnings, and errors,
refer to the MSB Call Report Completeness Checks and Warnings reference document.

4. Click the Mark as Ready to Submit button (see Figure 5). This changes the section
status on the View MSB Call Report Sections page to “Ready to Submit” with a green
thumbs up & icon (see Figure 6).
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http://mortgage.nationwidelicensingsystem.org/licensees/resources/LicenseeResources/Managing%20MSB%20Call%20Report%20Completeness%20Checks%20and%20Warnings.pdf

Completeness Checks and Warnings

Completeness Checks
All completeness checks pass for this filing.
Warnings

All data validation warnings pass for this filing.

Click Mark as Ready to Submit to indicate this section has been reviewed and is ready for submission. Once all
4
Mark as Ready To Submit Return to MSB Call Report Sections
Figure 5: Mark as Ready To Submit

ded with your filing are marked "Ready to Submit”, you can submit the filing.

State-specific Transactions (ST)
Available Actions State Status
B x MD 4 Ready to Submit

Figure 6: Ready to Submit
5. Repeat Steps 1-4 until every section is in a “Ready to Submit” status.

NOTE: Click the Mark All as Ready button to mark all State-specific Transactions (ST)
sections and State Transactions Destination Country Detail (TD-B) sections with no

completeness checks/data warnings as 'Ready to Submit' without navigating to each ST/TD-
B filing (see Figure 7).

State-specific Transactions (ST)
Available Actions State Status Last Updated By Last Updated Date Form Version
B x MD /4, Pending Initial - 8/8/2017 1:25:53 PM V2
B x WA Ay Pending Initial .- 8/8/2017 1:25:53 PM V2
+ Add New State Mark All as Ready

Figure 7: Mark All as Ready

Submit the MSB Call Report

A completeness check for the entire MSB Call Report is required prior to submission.

1. Click the Completeness Check and Submit button on the bottom of the MSB Call
Report Sections page, note any System-generated language (see Figure 8).
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*The permissible investments section is not relevant to all license types, but still must be "marked as ready to submit" prior to i of the report. of this section by non-relevant licensees is a

|
Completeness Check and Submit

Figure 8: Completeness Check Link
2. Resolve all completeness checks.

NOTE: Click the Preview MSB Call Report Submission link prior to submitting the
MSB Call Report to preview the complete MSB Call Report on one page.

3. Select the checkbox in the attestation language and click the Attest and Submit button
(see Figure 9).

NOTE: This puts the MSB Call Report into a “Processed” status. To amend a processed
MSB Call Report, refer to the Amending an MSB Call Report Submission Quick Guide.

I verify that | am the named person above and that | am authorized to attest to and submit this filing on behalf of the Company.
3

3

Attest and Submit

Figure 9: Attest and Submit

For assistance, contact the NMLS Call Center at 1-855-NMLS-123 (1-855-665-7123).
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http://mortgage.nationwidelicensingsystem.org/licensees/resources/LicenseeResources/Amending%20an%20MSB%20Call%20Report%20Submission.pdf

