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1.0 Introduction

The RRS Portal application (referred to as RRS or the RRS application from this point) provides
access for Federally Regulated Financial Institutions (FRFIs) and Federally Regulated Private
Pension Plans to submit regulatory return information. With RRS you can complete and submit
returns, request a return submission, view documents and manage your user details.

To access RRS you will need a Bank of Canada’s BoC Connect User account.

The first time you access RRS, you will set up your account, which involves setting your password
and preferred language.

This guide details how to use RRS to complete and submit financial returns. To complete and
submit corporate returns refer to the Manage Corporate Returns User Guide.

1.1 Using this Document
This document uses the following conventions to increase clarity:
e Bold text indicates a selection or data field to be filled in.

e [talics indicate a reference to a section within this document or a page within the BoC
Connect.

In addition, there are three types of sidebars, each identified by an icon:

Information — These sidebars contain extra detail, or describe optional steps.

Caution — These sidebars point out a possibility that may cause unexpected
behaviour and tell you how to correct the issue, if you encounter it.

Warning — These sidebars alert you to something important that can affect your
ability to use RRS.

I.l[>le

1.2 Technical Requirements

For best performance, the following technical requirements are recommended:
e Google Chrome 58
e Microsoft Internet Explorer version 11 or Edge
e Firefox ESR52
e Cookies enabled

N Bank oF canana
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e JavaScript enabled, and
e Microsoft Excel 2003 or higher (to download information into Excel format)

Note that the BoC Connect and RRS application have been tested and certified with the
specified web browser.

1.3 Support

If you encounter an issue or problem with the RRS application that isn't covered by this Guide,
you can:

e Contact your organization’s LRA
e Contact the Bank of Canada at 1-855-865-8636

e Contact the Returns Administration group at OSFI at (613) 991-0609 for issues related to
corporate returns

E CDI E NN sank oF canaDa
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2.0 Logging into RRS

To log into RRS, you need to be logged into the Bank of Canada’s BoC Connect. Once logged
into the BoC Connect the RRS login page displays.

e If you are logging into RRS for the first time, see 2.2: Logging in for the First Time.

e If you have forgotten your RRS password, see 2.3: Resetting Your RRS Password.

Refer to the BoC Connect User Guide for information on logging into the Bank
of Canada’s BoC Connect.

2.1 Log into RRS
To log into RRS:

Begin at the RRS Login page.

a5A ekl BANCGUE DU CANADA Page 3
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cdicBsade €3 Wlusn, PORTAL

Not logged in English/Anglais +

Welcome to Regulatory Reporting System (RRS) Porta

RRS Portal is an on-line application that manages all of your formal communications with your regulator. Using RRS Partal, you

will be able to complete and submit all required returns on-line. In addition, you will be able to see your organization's profile -

the current information held by the regulator about your organization - and keep it up to date.
To access RRS Portal, enter your username and password below (password is case sensitive):

Username: w7

Password: | *

Forgotten Password

Figure 2-1: Login Page
1. In the Username field, enter your RRS Username.
2. In the Password field, enter your RRS Password.

3. Click Login to continue.

Incorrect Login Attempts:

After five incorrect login attempts, your account will be locked out. If this
happens, you can click the Forgotten Password link to reset your account. See
2.3: Resetting Your RRS Password for more information.

7 CDIC
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Organization Selection:

You can be associated with more than one organization in RRS. Follow the steps
below to select the organization that you would like to work on.

If you have permission to access more than one organization:

1. Follow the steps above to log in.

The Select organization page displays.

cdicdsade 3 Bl syrspves.. PORTAL
|
Not logged in English/Anglais +

Select organization

You have access to more than one organization. To choose a organization to work with, select the organization name from the
list below.

Organization name: Select an organization v
Figure 2-2: Select Organization Page
2. Click the drop-down menu.
3. Select the name of the organization you want to access.
4. Click Login.

The Welcome page displays with the word “Change” beside your username indicating that
you belong to more than one organization.

To change the organization selection:

1. Click the Change link at the end of your username.

ekl BANCGUE DU CANADA Page 5
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cdicSsade ﬁ? Tl e PORTAL

John Doe, ABC Bank (change) English/Anglais+ & ? &

Menu
- Welcome to Regulatory Reporting System (RRS) Portal
You have successfully logged in. You can now use RRS Portal to complete and submit all required returns on-line.

You should regularly check that your organization profile is up to date by clicking on "Organization Profile” on the menu above.
Please file the appropriate corporate return to submit an update.

Draft returns that are ready for completion can be found by clicking on “Draft returns” on the menu above.
When your returns have been completed, you must use the “Submission” functionality to finally submit them.
With RRS Portal, you are also able to:

* Print submitted returns where signed hard-copies are required.

* \iew and print previous submissions.

* Partially complete returns and return to them at a later date.
® Request a resubmission of returns where you become aware of mistakes.

For further information on how to use RRS Portal, click on the help link in the top right-hand corner of your screen.
Notifications
Figure 2-3: Change Organization Page

Follow the steps above to change the organization.

2.2 Logging in for the First Time

The first time you log into RRS, you'll be asked to update your temporary password. This
process involves entering a new password and setting your language preference.

To log into RRS for the first time:

Begin at the RRS Login page.

ECD'E g M sankor canaoa
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cdic8sade ﬁ? T e PORTAL

_________________________________________________________________________|
Not logged in English/Anglais +

Welcome to Regulatory Reporting System (RRS) Portal

RRS Portal is an on-line application that manages all of your formal communications with your regulator. Using RRS Portal, you
will be able to complete and submit all reguired returns on-line. In addition, you will be able to see your organization's profile -
the current information held by the regulator about your organization - and keep it up to date.

To access RRS Portal, enter your username and password below (password is case sensitive):

Usernarme: i

Password: | *

Forgotten Password

Figure 2-4: Login Page

1. In the Username field, enter your RRS Username.

2. In the Password field, enter the temporary RRS Password given to you in an email
entitled “New Portal User Account”.

3. Click Login.

ECD'E g M sankor canaoa
sF
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|
Not logged in English/Anglais +

Update My Password

You must update your password before continuing

Valia passweords contain 1 capital letter, 1 small letter, 1 number and 1 special character (e g #8*1%). it must be at least 8
characters and not more than 30 characters with no blank spaces.

Current password
Mew password:

Confirm new password:

Figure 2-5: Update My Password Page

4. In the Current password field, enter your temporary RRS Password.

5. In the New password field, enter a new RRS Password.

Passwords:

Ensure your new password meets the following valid password criteria: passwords
must be between 8 and 30 characters and contain 1 uppercase letter, 1 lowercase
letter, T number and one special character.

—

6. In the Confirm new password field, re-enter your new RRS Password.
7. Click Save to set your RRS Password.

The My User Details page displays. From here you can set your preferred language.

ekl BANCGUE DU CANADA Page 8
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Menu

= My User Details

Review your user acoount details below. To update, enter new details and click the update button.

First name: R | Locked Due to Permission Settings

Surname: ] | Locked Due to Permission Settings

Email address: [7 - @oankofcanada.ca | Locked Due to Permission Settings

Telephone number: | [| [| | Locked Due to Permission Settings
International  Anea code Mumiber

Language of preference: | select Language

Assigned permissions f roles:

Assigned to Type Roles
o Filer - Corporate - Pension Plans, Filer - Corporate - Scheduled Returns,
ABC Bank Organization | _ . ; - ) - s
Filer - Financial Returns, Filer - Local Registration Authority [LRA)
Filer - Corporate - Pension Plans, Filer - Corporate - Scheduled Returns,
om Group ] _ - - ) ) o
Filer - Financial Returns, Filer - Local Registration Authority [LRA)

Figure 2-6: Update My Password Page

8. Click the drop-down menu in the Language of preference field.
9. Select your preferred language.
10. Click Update.

Your preferred language is now set. Each time you log in RRS will display in your preferred
language.

MY eane oF canaoa
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Language:

Although your preferred language is set, you can change the language during
a session by clicking the drop-down menu on the language field below the
Logout link on the top right of each page in the application. The language
reverts back to the original setting when you logout.

2.3 Resetting Your RRS Password

The RRS Password reset functionality allows you to reset your forgotten password.

To reset your password:

Begin at the Login page.

cdic 8sadc ‘;3? ] e 7 % PORTAL
__________________________________________________________________________________|
Not logged in English/Anglais +
Update My Password

You must update your password before continuing

Valid passwords contain 1 capital letter, 1 small letter, 1 number and 1 special character (22 #8*%). it must be at least 8
characters and not more than 30 characters with no blank spaces.

Current password
Mew password:

Confirm new password:

Figure 2-7: Login Page
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1. From the Login page, click the Forgotten Password link.

b BANGLUE CU CANADA

cdic&sadc Q M sank oF camapn PORTAL

Not logged in English/Anglais +

Forgotten Password

Enter your email aoaress below to receive a temporary password by email. if you require assistance, contact your Local
Registration Authority (LRA). if you don't know your LRA's contact information, call the Bank of Canaoa at 1-855-865-8636

Email agdress: e
Submit

Figure 2-8: Forgotten Password Page
2. In the Email address field, enter your email address registered in RRS.

3. Click Submit. The Forgotten Password page informs you that a temporary password has
been emailed to you.

4. Navigate to your email and search for an email entitled “Account Reactivation”.
5. Copy the new password and navigate back to RRS.

6. Click the Home menu item.

s ok BANGUE DU CANADA Page 11

a I II BANK OF CANADA
GEh
85F



RRS
Regulatory Reportin stem
SR ooy Reporing Sy

cdic Bsﬂdc g ﬂ BANK OF CAHADA PORTAL

BANQUE DU CAMADA

Not logged in English/Anglais +

Welcome to Regulatory Reporting System (RRS) Portal
RRS Portal is an on-line application that manages all of your formal communications with your regulator. Using RRS Portal, you
will be able to complete and submit all required returns on-line. In aodition, you will be able to see your organization's profile -
the current information held by the regulator about your organization — and keep it up to date.
To access RRS Portal, enter your username and password below (password is case sensitive]:

Usernarme: =

Password: | *

Forgotien Password

Figure 2-9: Login Page
7. Enter your username.
8. Enter your temporary password.

9. Click Login.

AME OF CANADA
ANCUE DU CANADA Page 12
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|
Not logged in English/Anglais +

You must update your password before continuing:

Valic passwords contain 1 capital letter, 1 small letter, 1 number and 1 special character (e.g #8*1%). it must be at least 8
characters and not more than 30 characters with no blank spaces.

Current password
Mew password:

Confirm new password:

Figure 2-10: Update My Password Page
10. Enter your temporary password in the Current password field.

11. Enter your new password in the New password field. Ensure your new password meets the
following valid password criteria: passwords must be between 8 and 30 characters and
contain 1 uppercase letter, 1 lowercase letter, 1 number and one special character.

12. Re-enter your new password in the Confirm new password field.
13. Click Save.
14. If necessary, you can update your telephone number or language of preference.

15. Click Update.

h NN sank oF canaDa
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3.0 Managing Financial Returns

RRS provides functionality to complete and submit financial returns to the Bank of Canada
(BoC), the Office of the Superintendent of Financial Institutions (OSFI) and/or the Canada
Deposit Insurance Corporation (CDIC). This section covers how to complete and submit returns,
how to view returns, and how to view and correct errors in a return.

Returns can be either conventional or unstructured in type, and this information determines how
they are entered in RRS. Sections 3.1 and 3.2 detail how conventional returns are entered.
Section 3.6 details how unstructured returns are entered. For information on specific return
types, view the List of Returns for your sector on the RRS Training page.

There are two ways to complete and submit a return in RRS. One way is to upload a data file
which is detailed in 3.7: Complete and Submit a Return via Data Upload. The other way is to
enter data manually into the system which is detailed in 3.2: Complete and Submit a Return
Manually.

Rules and Errors

Whether you are entering information manually into a return or uploading data, the data is
validated against rules that are set up within each return. Two separate sets of rules are used to
validate returns: structural and validation. Structural rules validate the format and structure of
the data being reported, such as entering numeric versus textual information as appropriate.
Validation rules validate the accuracy of the data being reported, such as a set of data points
summing to a total correctly. Depending on how a return is completed in the application,
structural validation occurs when the Validate and Save button is clicked or when a file is
uploaded. When you attempt to submit a return, validation rules are applied. If a return fails
validation you are presented with an error message. Returns with errors, display with a white
exclamation mark in a red circle on the Draft Returns page. In the event of an error, you will
need to correct the information to continue.

Validation rules can be applied to specific sections of a return, but if any section fails validation,
the return cannot be processed as the entire return needs to be valid before it can be submitted.
Validation rules are documented in the Return Rules report specific to each return type. Return
Rules reports can be found in the RRS Documents menu item.

7/ CDIC ﬁ
% c mﬁm BANK OF CANADA
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Draft Return Key Icons

The Draft Return page displays icons that are used to depict specific return information. The key
icons are described as follows:

e L D I:é ] rd i

Form Folder Repeatable ’ Add Readyto In Mo Data -
set - Folder Section Submit Draft Mandatory

Figure 3-1: Draft Return Key

Form Set: a double set of folders represents an entire return which could consist of one or
many forms, also known as sections.

Folder: a single folder represents a structural grouping of forms, also known as sections.
Repeatable Folder: a single folder with blue arrows indicates a folder that has repeatable
sections.

Form: a page symbol indicates a section within a return.

Add Section: a page with a green plus sign allows forms, also known as sections, to be added
to a return where applicable.

Ready to Submit: the white check mark in a green circle symbol indicates the return has been
validated, meaning that it has passed structural rules and is ready to submit.

In Draft: the pencil symbol indicates this return has been saved as a draft and not yet validated
No Data — Mandatory: the red star symbol indicates there is no data in this return and that
mandatory fields exist.

Note: the absence of a red star on a return or return section indicates there are no mandatory
fields.

3.1 Completing and Submitting a Conventional Return via Data Upload

Conventional returns can be completed and submitted using the Upload Data feature in RRS.

File Formats

The acceptable file formats for uploading data to conventional returns in RRS
include: .xml and .osfi.

ekl BANCUE DU CANADA Page 15
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To upload a conventional return:

Begin at the Welcome page.
cdic&sade p @ BANCOF cANADA PORTAL

0““ MNOLE DU CAMNADA
__________________________________________________________________________________
R B, ABC Bank (change) English/Anglais+ & 7 &

hMenu

Welcome to Regulatory Reporting System (RRS) Portal

You have successfully loggea in. You can now use RRS Portal to complete ana supmit all requirea returns on-line.

You shoula regularly cneck that your organization profile is up te gate by dlicking en “Organization Profile” on the menu above.
Please file the appropriste corporate return to submit an update.

Draft returns that are ready for completion can be found by clicking on “Draft returns” on the menu above.
Wnen your returns have been completed, you must use the “supmission” functionality to finally suomit them.
'Witn RRS Portal, you are also able to:

* Print sSUDMITEA rETUrns WNEre signed narg-copies are requireq.

+ \iew and print previous submissions.

# Partially complets returns and return to tnem at a later aate.
# Request a resubmission of returns where you become aware of mistakes.

For further information en how to use RRS Portal, dlick on the nelp link in the top rignt-nand comer of your screen.

Motifications

Dismiss Received
] 2019-09-12 230:18 | Annual Corporate Centification (OSFI49973534) is availaple for completion via "Draft
PM Returns'

Figure 3-2: Welcome Page

N eane oF canaoa
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1. Click the Draft Returns menu item.

cdic8sadc s_; T s s PORTAL
___________________________________________________________________________________|

John Doe , ABC Bank (change) English/Anglais+ & ? &
Menu

= Draft Returns

The returns listed below are in draft and can be completed prior to submission to your Regulator.

To create new returns, please use the "Create Return” functionality.

Return

Return name Reference | Revision Status Due date | PDF
end date

Insurance Annual Return 101031289 01 Nao Data 2018-12-31 | 2019-02-28 -El

Figure 3-3: Draft Returns Page

N eane oF canaoa
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Return Revision

The revision column of the Draft Returns page displays the current revision
number of the return. Draft returns are displayed at 0.1 for the first draft and each
subsequent revision increases by a whole number such as 1.1, 2.1, etc.

The revision column of the Submission History page displays the current revision
number of the return. Submitted returns display on the Submission History page
as revision 1.0 for the first submission and each subsequent submission increases
by a whole number such as 2.0, 3.0, etc.

2. Click the return name to be completed.

cdic@sadc '3 7 [— PORTAL

| gngl L EANCQUE DU CANADA

John Doe , ABC Bank (change) English/Anglais+ & ? &

Menu

= Draft Return

Select a section to complete. You can partially complete a section and save it in draft for completion later. You can also view
sections in PDF format.

Once all sections are completed and validated, the return can be submitted using the "Submit return” functionality under the
“Submission” menu.

KEY
= = I S
o ¢ FY B & ° s o
} ) No Data -
Form set Folder Repeatable Folder Form  Add Section Ready to Submit  In Draft
Mandatory

Insurance Annual Return

Status: Mo Data

T 10-Lifer Upload Data | %1

[

"L_] 20 - Financial Staterments

[

"L_] 21 - Assets

2]

"L_] 23 - Income and Expenses

2]

"L_] 35 - Analyses by Lines of Business
"L-] 60 - Segregated Funds

”L_] 95 - Provincial Exhibits

Figure 3-4: Draft Return Page

ANK OF CANADA
ANCUE DU CANADA Page 18
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3. Click the Upload Data link.

CdlcaSOdC 0 M samk OF canapa PORTAL

| ‘gg"ml kol BANGUE DU CANADA

|
John Doe , ABC Bank (Change) English/Anglais+ & ? ©

Menu

- Upload Data

Select a file which contains the data that you wish to upload into *10 - Life 1°. Allowed file types are: n, .c, dat, tape, .osfi, txt,
xml
The file you select will be processed immediately and any validation issues will be displayed below.

To validate an XML file prior to upload, you can download the definition file. To see how the data on the form should be
represented in XML, you can view XML specs.

Select file to upload:

[us}
51
[l
o

Figure 3-5: Upload Data Page

shalah BANCUE DU CANADA Page 19
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4. Click Browse to navigate to where your return data file is stored, and select the file.

Si i & Cheose File to Uplead @ ﬂz:mm
=== — -
Home || ) |- Desktop  » - | 4y | | Search Desktop o] Logout
J. Jones| Organize Mew folder B2~ .@. hlais -
Uploz (= i
Please — re. .dat
The filg o b L1YOD314.0sfi
51} OSFI File
Select 158 KB
= Li 3
=) i
Back B2
1= C E
&
=
7 L
File name: L1Y00314.0sfi - ’AII Files (*.*) 'l
[ Open l [ Cancel ]
Figure 3-6: Windows Explorer Upload File Page
5. Click Open.

Incorrect File Format

Using an incorrect file format for uploading data will cause an error in RRS. Be
sure to use the acceptable file formats as listed above.

NN sank oF canaDa
whalaly BANGUE DU CANADA
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6. Hover your mouse over Menu and select the Submission item.

CdICBSOdC o m BANK OF CANADA PORTAL

| ggfwl sk BEANGUE DU CANADA

|
John Doe , ABC Bank (change) English/Anglais+ & ? &

Menu

= Welcome to Regulatory Reporting System (RRS) Portal

Home

Draft R ccessfully logged in. You can now use RRS Portal to complete and submit all required returns on-line.
raft Returns

Submission +  Submit Recurn anization profile is up to date by clicking on "Organization Prefile” on the menu above.
Jrn to submit an update.

Manage Returns + Submission History

Reports e e on can be found by clicking on “Draft returns” on the menu above.

Documents "eturns have been completed, you must use the “Submission” functionality to finally submit them.

Qrganization Profile rtal, you are also able to:

Manage Users _ ) ) _
submitted returns where signed hard-copies are required.

My Details + and print previous submissions.
illy complete returns and return to them at a later date.

Hel . )
p est a resubmission of returns where you become aware of mistakes.

Log Out
8 nformation on how to use RRS Portal, click on the help link in the top right-hand corner of your screen.

Notifications
T T S
Figure 3-7: Submission Menu Drop-Down Page

7. Click the Submit Return sub-menu item. The Submit Return page displays a list of
returns that are ready to be submitted.

AME OF CANADA
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Menu

= Submit Return

The returns that are ready for submission are listed below.

Select the return that you wish to submit. Additional validation will then be carried out on the return prior to submission. If the
return passes this validation, you will then be asked to confirm your submission.

Return

Return name Reference | Revision | Categories Due date Action
end date

Insurance Annual Return 241031290 a1 2018-12-31|2019-02-28 Submit

Figure 3-8: Submit Return Page

8. In the Action column, click the Submit link of the return to be submitted.
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Menu

— Submit Return

Your return has been validated and can now be submitted. Click the "Submit” button to confirm that you wish to submit this
return.

If required, ensure that you have also provided the printed, signed version of the submitted return to your Regulator along
with any relevant documents.

Once submitted, a return can no longer be edited, but can still be viewed in submission history. If an error is subsequently
discovered you can apply to resubmit the return using the "Reguest Resubmission” functionality.

Figure 3-9: Submit Return — Submit Button Page

9. Click Submit.

If a virus is detected during upload:

Uploaded files are scanned for viruses. If a virus is detected the file will not be
uploaded.

ECD'E g M sankor canaoa
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If an error occurred:

If your return has errors, they will be displayed on-screen and in the Notifications
section on the Welcome page.

3.2 Completing and Submitting a Conventional Return Manually

To manually enter a conventional return:

Begin at the RRS Welcome page.
CdiC&SﬂdC g ‘!_Il!.ll BANK OF CANADA PORTAL

BANGUE DU CANADA

]
R B, ABC Bank (change) English/Anglais+ & 7 &

kMenu
= Welcome to Regulatory Reporting System (RRS) Porta

You have successfully logged in. You can now use RRS Portal to complete and submit all required returns onrline.

You should regularly check that your orgenization profile is up to date by clicking on “Organization Profile” on the menu above.
Please file the appropriate corporate return to submit an update.

Draft returns that are ready for completion can be found by clicking on “Draft returns” on the menu above.
Wien your returns have been completed, you must use the “Submission” functionality to finally submit them.
With RRS Portal, you are also able to:

* Print submitted returns where signed narg-copies are required.

+ \figw and print previous submissions.

# Partially complets returns and return to them at a later date.
* Request a resubmission of returns where you become aware of mistakes.

For further information en how to use RRS Portal, click on the help link in the top right-hand comer of your screen.

Motifications

o s

[ 2018-09-12 230:18 | Annual Corporate Certification (QOSFI49973534) is availabple for completion via "Draft
PR Returns'

Figure 3-10: Welcome Page

1. Click the Draft Returns menu item.
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Menu

= Draft Returns

The returns listed below are in draft and can be completed prior to submission to your Regulator.

To create new returns, please use the "Create Return” functionality.

Return

Return name Reference Revision Status Due date | PDF
end date

OSFI60 OSFIe01031291 01 Mo Data 2019-08-30|2019-09-30| B

Figure 3-11: Draft Returns Page

2. Click the return name to be completed.

N eane oF canaoa
BANCUE DU CANADA Page 25

)
£
0
£



RS

= Regulatory Reportin stem
SR d ry Reporting Sy

cdie8sade &7 Moo PORTAL
L ____________________________________________________________________________________|
John Doe , ABC Bank (Change) English/Anglais+ & ? ©
Menu

= Draft Return

Select a section to complete. You can partially complete a section and save it in draft for completion later. You can also view
sections in PDF format.

Once all sections are completed and validated, the return can be submitted using the "Submit return” functionality under the
“Submission” menu.

KEY
L i & & ° s *
Form set Folder Repeatable Folder Form  Add Section Ready to Submit  In Draft o Data -
Mandatory
OSFe0 Status: No Data
7-k]j] OSFI60 - Certified Financial Statements Upload Data | &
[@  A30005- A30005 - A30035 Edit | View | T | 18
A30035

Figure 3-12: Draft Return Page

3. Click the Edit link next to the section to be completed.
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John Doe, ABC Bank (change) English/Anglais+ & ? C
Menu
= Form View
Return Name OSFIB0 - Certified Financial Statements
Section Name A30005 - A30035
Organization Name ABC Bank
Reporting Date 2019-08-30

For assistance with completing this form, please refer to the Instruction Guide for the Certified Financial Statements
(OSFI 60) and Auditor's Report on the OSFl website.

Page 30.005
REPORTING PERIOD
For Plan Year Ending(YYYY-MM-DD) (001) Number of Months Covered (002)
E* *
Page 30.010

STATEMENT OF CHANGES IN NET ASSETS

Current Year Previous Year
INCREASE IN ASSETS ($) ()
Increase Due to Investments (001) (002)
Investment Income (010)
Net Gains (or Losses) on Investments
Realized (015)
Unrealized (018)
Total Increase Due to Investments (Lines 10+15+16) * (019)
Contributions
Member Contributions (020)
Additional Woluntary Contributions (021)
Employer Contributions (current service, special payments, etc.) (025)
Total Contributions (Lines 20+21+25) * (029)

Figure 3-13: Display of Return Page
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4. Enter data in the appropriate fields of the web form.

5. Scroll to the bottom right of the return.

DECREASE IN ASSETS Plan Expenses
Expenses Related to Managing Investments (08B0}

Administration Cost

Professional Fees (070
Other (07e)
Total Plan Expenses (Lines B0+70+75) (079

Benefits and Transfers

Benefits Paid Directly by the Plan (Defined BenefittCombination) (08B0}

Transfers from the Pension Fund ta:

Other Registered Pensian Plans (0B

Others Transfers (0B7)
Tatal Benefits and Transfers (Lines 80+82+87) (0B9)
Other Sources of Decrease (109
TOTAL DECREASE IN ASSETS (Lines 79+88+109) (114)
CHANGE IN MNET ASSETS (Lines 59-114) (124)
NET ASSETS AT BEGINNING OF PLAN YEAR (159)
MNET ASSETS AT PLAN YEAR EMND (Lines 128+153) (194)

Sawe as Draft Walidate & Sawe

Back

Figure 3-14: Validate and Save Page

At this point the return can be either saved as a draft or validated and saved. Saving a return as
a draft leaves it on the Draft Returns page with a status of In Draft meaning it has not been
validated. Validating and saving the return indicates that the return is complete and ready for
attempted submission.

6. Click the Validate & Save button.
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If your return fails structural rules:

A message would have been displayed on-screen informing you that there was an
issue with the return that would need to be corrected prior to submission. See
Section 3.6 for more information on errors.

7. Hover your mouse over Menu and select Submission item.

(9] PORTAL
cdicsade 57 Tl srcyes,,
|
John Doe , ABC Bank (Change) English/Anglais+ & ? &
Menu
= Draft Return
Home
Jon to complete. You can partially complete a section and save it in draft for completion later. You can also view
Draft Returns DE format.
Submission + Submit Return ) ) . ; :
{hj dated, the return can be submittad using the "Submit return” functionality under the
Manage Returns + Submission History

Reports Reguest Resubmission

Documents ) )
= i E = ° ’ *

Organization Profile
Mo Data -

T a r 5 f S i
Manage Users + Folder Repeatable Folde Form Add Section Ready to Submit  In Draft Mandatory
My Detail +
Help . ) ) )
SFI60 - Certified Financial Statemeants Clear | Upload Data | ¥
Log Out A 5 A - ]
= 2 A30005- A30005 - A30035 Clear | Edit | View | '8 | B8

1=

Figure 3-15: Submission Menu Drop-Down Page

8. Click the Submit Return sub-menu item.
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The Submit Return page displays a list of returns that are ready to be submitted.

cdicsade O Wlgssns, PORTAL
L _________________________________________________________________________________________|
John Doe , ABC Bank (change) English/Anglais+ & ? G

Menu

= Submit Return

The returns that are ready for submission are listed below.

Select the return that you wish to submit. Additional validation will then be carried out on the return prior to submission. If the
return passes this validation, you will then be asked to confirm your submission.

Return

Return name Reference Revision | Categories Due date Action
end date

OSFI60 OSFIe01031291 01 2015-08-30|2015-09-30 Submit

Figure 3-16: Submit Return Page

9. In the Action column, click the Submit link of the return to be submitted.
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10. Click Submit.

cdicBsade LT Ml pricsrsiesi,, PORTAL
L _________________________________________________________________________________________|

John Doe , ABC Bank (change) English/Anglais+ & ? &
Menu

= Submit Return
Your return has been validated and can now be submitted. Click the "Submit” button to confirm that you wish to submit this
return.

If reguired, ensure that you have also provided the printed, signed version of the submitted return to your Regulator along
with any relevant documents.

Once submitted, a return can no longer be edited, but can still be viewed in submission history. If an error is subsequently
discovered you can apply to resubmit the return using the "Request Resubmission” functionality.

Figure 3-17: Submit Return - Submit Button Page

If your return fails validation rules:

A message would have been displayed on-screen informing you that there was an
issue with the return that would need to be corrected before it could be
processed further. See Section 3.6 for more information on errors.
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3.3 Viewing a Return

Returns can be viewed prior to and after being submitted. Use the Draft Returns menu item to
view returns that have not been submitted and use the Submission History sub-menu item to

view returns that have been submitted. These menu items can also be used to view the Audit

Log of a return which is a record of each revision of a completed or in-draft return.

To view a draft return:

Begin at the Welcome page.

cdicBsade L7 Il PORTAL
. ______________________________________________________________________________________|
R B, ABC Bank (change) English/Anglais+ & ? &
Menu
= Welcome to Regulatory Reporting Systermn (RRS) Portal

You have successfully logged in. You can now use RRS Portal to complete and submit all required returns on-line.

You should regularly check that your orgenization profile is up to date by clickingon *Organization Profile” on the menu above.
Please file the appropriate corporate return to submit an upoate.

Draft returns tnat are ready for completion can pe founa oy clicking on “Draft returns” on the menu above.
Wnen your returns nave een completed, you must use the “submission” functionality to finally suomit themn.
'Witn RR5 Portal, you are also able to:

# Print submitted returns where signed hard-copies are required.

» \iew and print previous submissions.

# Partially complete returns and return to them at a later date.

» Request a resubmission of returns where you become aware of mistakes.

For further information on how to use RRS Portal, dick en the help link inthe top rignt-hand comer of your screen.

Motifications

S

[ 2015-09-122:30:18 | Annual Corporate Certification (OSEI49973534) is available for completion via "Draft
PM Returns'

Figure 3-18: Welcome Page

1. Click the Draft Returns menu item.

shalah BANCUE DU CANADA Page 32

ECD'E g M 8ank o canao
BEF



RS

= Regulatory Reportin stem
SR d ry Reporting Sy

Cdlcasadc |0 m BANK OF CANADA PORTAL

gglr' e llok BANGQUE DU CANADA

|
John Doe , ABC Bank (change) English/Anglais+ & ? &

Menu

= Draft Returns

The returns listed below are in draft and can be completed prior to submission to your Regulator.

To create new returns, please use the "Create Return” functionality.

Return

Return name Reference Revision Status Due date | PDF
end date

OSFI60 OSFIe01031291 01 Mo Data 2019-08-30|2019-09-30| B

Figure 3-19: Draft Returns Page

2. Click the name of the return to be viewed.

N eane oF canaoa
BANCUE DU CANADA Page 33

)
£
0
£



RS

o ulatow RepOItiﬂ stem
San o 9 SV
Cdlcasadc F' I|||||| ggﬁkgggarégﬁ; P O R | A |

|
John Doe , ABC Bank (change) English/Anglais+ & ? G

Menu

= Draft Return

Select a section to complete. You can partially complete a section and save it in draft for completion later. You can also view
sections in PDF format.

Once all sections are completed and validated, the return can be submitted using the "Submit return” functionality under the
“Submission” menu.

KEY
L i & & ° s *
. : No Data -
Form set Folder Repeatable Folder Form  Add Section Ready to Submit  In Draft
Mandatory

OSFe0 Status: No Data

T-kL_l] OSFI60 - Certified Financial Statements Upload Data | &

[@  A30005- A30005 - A30035 Edit | View | T | 18
A30035

Figure 3-20: Draft Return Page

3. Click the View link to view the return, or, if there is more than one return section, click
the View link for each section to be viewed.
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John Doe, ABC Bank (change) English/Anglais+ & ? C
Menu
= Form View
Return Name OSFIB0 - Certified Financial Statements
Section Name A30005 - A30035
Organization Name ABC Bank
Reporting Date 2019-08-30

For assistance with completing this form, please refer to the Instruction Guide for the Certified Financial Statements
(OSFI 60) and Auditor's Report on the OSFl website.

Page 30.005
REPORTING PERIOD
For Plan Year Ending(YYYY-MM-DD) (001) Number of Months Covered (002)
E* *
Page 30.010

STATEMENT OF CHANGES IN NET ASSETS

Current Year Previous Year
INCREASE IN ASSETS ($) ()
Increase Due to Investments (001) (002)
Investment Income (010)
Net Gains (or Losses) on Investments
Realized (015)
Unrealized (018)
Total Increase Due to Investments (Lines 10+15+16) * (019)
Contributions
Member Contributions (020)
Additional Woluntary Contributions (021)
Employer Contributions (current service, special payments, etc.) (025)
Total Contributions (Lines 20+21+25) * (029)

Figure 3-21: Display of Return Page

4. Using the scroll bars, view the draft return.
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To view the audit log of a draft return:

PORTAL

Begin at the Draft Returns page.

cdicsade 7 I g es,,
|
English/Anglais+ & 7 &

R B, ABC Bank (change)

Menu
= Draft Returns

Tne returns listed below are in araft and can be completed pricr te submission to your Regulator.

To create new returns, please use the "Create Return” functionality.
o Return
Revision Status Due date | PDF
end date
1:

Return name Reference
OSF49973534 0.1 Mo Data 2019-08-31| 2019-09-30 | &
Ready to Submit | 2019-08-31 | 2015-09-30 |

o1

Annual Corporate Certification

CCACCH73535

Canadian Companies Annual Corporate
Certification - October FYE

Figure 3-22: Draft Returns Page

5. Click the revision number of the return. The View Audit Log page opens displaying
information such as what action was taken, who performed the action and when it was

done.
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John Doe, ABC Bank (change) English/Anglais+ & ? &
Menu

= View Audit Log

Return name: Canadlan Companies Annual Corporate Ce rtification - October FYE
Reference: CCACCY73535

Creation date: 2019-09-12

Due date: 2019-09-30

Select a version of this Retum to view.

Revision Status Actioned on Actioned by Submitted on Submitted by
1.0 Accepted Submit returm | 20159-09-13 9:34:32 AM | John Doe 2019-09-13 9:34:32 AM | John Doe
Back WView Comments

Figure 3-23: View Audit Log Draft Page
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To view a submitted return:

Begin at the Welcome page.
CdICSEGdC 2 ‘!_Il-l‘uNonu.nma PORTAL

BANQUE DU CAMNADA

|
R B, ABC Bank (change) English/Anglais+ & ? &

Menu

= Welcome to Regulatory Reporting Systermn (RRS) Portal

You have successfully logged in. You can now use RRS Portal to complete and submit all required returns on-line.

You should regularly check that your organization profile is up to date by clicking on *Organization Profile” on the menu above.
Please file the appropriate corporate return to submit an upoate.

Draft returns tnat are ready for completion can pe founa oy clicking on “Draft returns” on the menu above.
Wnen your returns nave een completed, you must use the “submission” functionality to finally suomit themn.
'Witn RRS Portal, you are also able 1o

# Print submitted returns where signed hard-copies are required.

» \iew and print previous submissions.

# Partially complete returns and return to them at a later date.
» Request a resubmission of returns where you become aware of mistakes.

For further information on how to use RRS Portal, dlick on the help link in the top right-hand comer of your screen.

Motifications

Dismiss

[ 2015-09-122:30:18 | Annual Corporate Certification (OSEI49973534) is available for completion via "Draft
PM Returns'

Figure 3-24: Welcome Page
1. Hover your mouse over Menu and select Submission item.

2. Click the Submission History sub-menu item.
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]
John Doe , ABC Bank (change) English/Anglais+ & 7?7 &

hMenu

= Submission History

Select a submission to view

Snowing returns from: (2018

Drag a column header here to group by that column

Submtted Return end

Return name Reference Rewislon Status
date date

|| v "] [=]* | ol-| [=]*

Canadian Companles Annual Corporate
CCACC97353 1.0 2019-08-13 Accepted 2019-08-31
Certfication - October FYE

<

Figure 3-25: Submission History Page

Return Revision

The revision column of the Submission History page displays the current revision
number of the return. Submitted returns display on this page as revision 1.0 for
the first submission and each subsequent submission increases by a whole

number such as 2.0, 3.0, etc.

3. Click the name of the return to be viewed.
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= View Return

Select a form to view

R W i@ @ @ o ; “
Mo Data -

Formset Folder Repestable Folder Form  Aod Section Ready to Submit  In Draft
Manaztory

Canadian Companies Annual Corporate Certification - October FYE

i | @ Canadian Companies Annual Corporate Cerification L
@ & CCACC Canadian Companies Annual Corporate view | 9 | b
Certification

Figure 3-26: View Return Page

4. Click the View link to view the return, or, if there is more than one return section, click
the View link for each section to be viewed.

5. Using the scroll bars, view the submitted return.
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To view the audit log of a submitted return:

Begin at the Submission History page.

1. Click the revision number of the return. The Audit Log page opens displaying
information such as what action was taken, who performed the action and when it was

done.
h " PORTAL
cdicBsade T Tl e,
John Doe , ABC Bank (change) English/Anglais+ & 7 &
kenu
= View Audit Log
Return name: Canadlan Companies Annual Corporate Certification - Ocoober FYE
Reference: CCACCST3535
Creation date: 2016-08-12
ue date: 2015-09-30

Select a version of this Return to view.

Submit return | 2078-05-13 9:34:32 AM | Jonn Doe 2075-0%-13 9:34:32 AM | John Doe

Back WIEW COM MEents
Figure 3-27: View Audit Log Submit Page
7 CDIC ﬁ
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3.4 Viewing Errors

To view errors:

Begin at the Welcome page.

N
cdlcﬁsadc = L T sancor canson PORTAL

John Doe , ABC Bank (change) English/Anglais+ & 7?7 &

Menu

= Draft Returns

The returns listed below are in draft and can be completed prior to submission to your Regulator.

Te create new returns, please use the "Create Return” functionality.

Retu
Return name Reference Status S Due date | PDOF
end date

Annual Corporate Certification OSF49973534| 0.1 Ready to supbmit(] 2015-08-31 | 2015-09-30

1. Click the Draft Returns menu item.

Figure 3-28: Draft Returns Page
2. Locate a return with an error icon next to the status (circle with an exclamation mark)

3. Click the error icon or the status to open the Validation Issues page.
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ANCUE DU CANADA Page 42

-



RS

e Regulatory Reporting System
SuRr
o PORTAL
cdcBsade o Mg chen,.
|
John Doe , ABC Bank (change) English/Anglais+ & 7 &
Menu
= Validation Issues
Tnis return was submitted with ermors and/or warnings wnicn are displayea oelow.
Rule e S _Mdit‘lurjal
name information
h

DSH49-11 | Error | 1. Page 020.012, Line 009: Total Exits must be equal to the sum of Lines 006 and 008.

2 Page 020.012, Line 011: Number of Members at plan year end must equal Line

DSA49-13 | Error
- 005 minus Line 008.

3. Page 020.012, Line 034: Total Male (Column 001} must equal the sum of all males

0O5F49-28 |En
- e in tne various locations of employment (Lines 015-030).

4. Page 020.012, Line 034: Total Female (Column 002) must equal the sum of all

OSA49-25 | En
- o femnales in the various locations of employment (Lines 015-030).

5. Page 020,012, Line 034: Incluged Employment Total {Column 003) must equal the
DSH49-30 | Error | sum of the Included Employment categpries in the various locations of employment
{Lines 0715-030).

6. Page 020.010, Line 045: Number of Months must equal the number of manths

DSH49-62 | En
- = petween the From Date and the To Date.

7. Page 020.012, Line 035: Total Membership must equal to the total of male and

O5F49-64 | Error
- ferniale members (Line 034, Columns 001 and 002)

8. Page 020.012, Line 035: Total Mempership must be equal to Number of members

o ” r
OSR49-65 |Brmor | plan Year End {Line 011).

OSFI49-66 | Error | 9. Page 020.012 Line 038: Grand Total must be the sum of Line 035 and Line 036.

(=2}
1
[l
=

Figure 3-29: Validation Issues Page

4. View the error message.

3.5 Correcting Validation Errors on a Return

If a return does not pass validation, you will be informed via an error message that displays on-
screen. The error message specifies the rule, or rules, that have failed. You will need to correct
the data in order to submit the return.
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To re-validate a return entered via data upload:

Errors in the data:

To complete and re-validate a return entered via a data file upload, the data file
must be corrected prior to being re-loaded in RRS.

Begin at the Draft Returns page.

cdic8sade ﬁ:‘ NS S o PORTAL

John Doe, ABC Bank (change) English/Anglais+ & 7 &
kKMenu

= Draft Returns

Tne returns listea pelow are in draft ana can be completea prier 1o submission to your Regulator.

To create new returns, please use the "Create Return” functionality.

Return

Return name Reference | Revision Status Due date | PDF
end date

Annual Corporate Certification D5H49573534 0.1 Ready to Submi (] 2019-08-31 | 2019-09-30 1_?.

Figure 3-30: Draft Returns Page

ANK OF CANADA
ANQUE DU CANADA Page 44

-




RS .
= Regulatory Reportin stem
SoR [daery Reporting Sy

1. Click the return name to open the return.

cdic&sadc 6 | sanvk oF canapa PORTAL

| 0#“ B BANGUE DU CANADA

John Doe, ABC Bank (change) English/Anglais+ & 7 &
Menu

= Draft Return
Select a section to complete. You can partially complete a section and save it in araft for completion later. You can also view
sections in PDF format.

Onece all sections are completed and validated, the return can be submitted using the "Submit return” functionality under the

"Submission” menu.

i 1 2 Q D# & # -

Mo Data -
Formset Folder Repestable Folder Form  Agd Section Readyto Submit  In Draft
Manaatory

Status: Ready to Submit

Annual Corporate Certification

lj ) © O5F45 - Annual Information Return Clear | Upload Data | 5
[@ © a20010- AZ0010 - AZ0D6 Clear | Edit | view | "5 | B8
A20016

Figure 3-31: Draft Return Page

2. Click the Upload Data link.
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Menu

= Upload Data

Select a file which contains the data that you wish to upload into 10 - Life 1°. Allowed file types are: n, .c, .dat, tape, .osfi, txt,

xml
The file you select will be processed immediately and any validation issues will be displayed below.

To validate an XML file prior to upload, you can download the definition file. To see how the data on the form should be
represented in XML, you can view XML specs.

Select file to upload:

(us]
(1]
(]
=

Figure 3-32: Upload Data Page

3. Click Browse to navigate to the appropriate corrected file.
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5 @ Choose File to Upload @ ﬂ:ﬂ".&m
Home Ou |- Desktop  » - | 3 | | Search Desktop yel | Logout
J. Jones| Organize * Mew folder D | @ blais -
Uplod (=~ 0
Pleass . re: .dat
The filg L L1Y00314.osfi
= OSFI File
Select 158 KB
= L r
|
<
=) il
Back B
. C =
&
==
&)
File name: 11V00314 0sf - | Al Files ) -
[ Cpen l [ Cancel ]
Figure 3-33: Windows Explorer Upload File Page
4. Select the appropriate corrected file.
5. Click Open. The file is uploaded.
Manual Correction:
You could also make the correction manually in the web form.
# cpic €&
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To re-validate a return entered manually:

Begin at the Draft Returns page.

C’dlc 35qdc Ia TN eare oF canaps PORTAL

"3'#“ ol BANGUE DU CANADA

John Doe, ABC Bank (change) English/Anglais+ & ? &
Menu

= Draft Returns

Tne returns listed pelow are in draft ana can be completea prior 1o submission to your Regulator.

To create new returns, please use the "Create Return” functionality.

Return

Return name Reference | Revision Due date | PDF
end date

Annual Corporate Certification O5F49973534 01 Ready to Submi () 2019-08-31 | 2019-09-30

Figure 3-34: Draft Returns Page
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1. Click the return name to open the return.

cdic&sadc 6 W] sanvk or canapa PORTAL

| 0#“ B BANGUE DU CAMNADA

John Doe, ABC Bank (change) English/Anglais+ & 7 &
Menu

= Draft Return
Select a section to complete. You can partially complete a section and save it in araft for completion later. You can also view
sections in PDF format.

Once all sections are completed and validated, the return can be submitted using the "Submit return” functionality under the

"Submission” menu.

i 1 la Q D# & # -

Mo Data -
Formset Folder Repestable Folder Form  Aod Section Ready to Submit |0 Draft
Manaatory

Status: Ready to Supmit

Annual Corporate Certification

lj) @ O5F45 - Annual Information Return Clear | Upload Data | %3
[@ © a20010- A20010 - A20016 Clear | Edit | view | "5 | B8
A20016

Figure 3-35: Draft Return Page

2. Click the Edit link next to the section to be corrected.
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John Doe, ABC Bank (change) English/Anglais+ & ? C
Menu
= Form View
Return Name OSFIB0 - Certified Financial Statements
Section Name A30005 - A30035
Organization Name ABC Bank
Reporting Date 2019-08-30

For assistance with completing this form, please refer to the Instruction Guide for the Certified Financial Statements
(OSFI 60) and Auditor's Report on the OSFl website.

Page 30.005
REPORTING PERIOD
For Plan Year Ending(YYYY-MM-DD) (001) Number of Months Covered (002)
E* *
Page 30.010

STATEMENT OF CHANGES IN NET ASSETS

Current Year Previous Year
INCREASE IN ASSETS ($) ()
Increase Due to Investments (001) (002)
Investment Income (010)
Net Gains (or Losses) on Investments
Realized (015)
Unrealized (018)
Total Increase Due to Investments (Lines 10+15+16) * (019)
Contributions
Member Contributions (020)
Additional Woluntary Contributions (021)
Employer Contributions (current service, special payments, etc.) (025)
Total Contributions (Lines 20+21+25) * (029)

Figure 3-36: Display of Return Page

3. Correct the appropriate data in the web form.
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4. Click Validate & Save. The return is updated.

3.6 Revising an Accepted Return

Revisions to returns that have been submitted and accepted by RRS can be made using the
request resubmission feature. The first step in making a revision is to request a resubmission of
the affected return.

Begin at the Welcome page.

1. Hover over the Submission menu and click the Request Resubmission sub-menu.
The Request Resubmission page opens.

cdicBsade Q T NG S0 PORTAL

John Doe , ABC Bank (change) English/Anglais+ & ? &
Menu
= Request Resubmission
Select the return that you would like to request a resubmission for.
Resubmission requests may De granted automatically or may require review by your Regulator, Dased on the reasons you
provide on the next page. If your resubmission request is granted, you will be notified by email and the return will appear in

the "Draft Returns” area where you will be able to edit it before resubmission.

Showing returns from: 2019

Drag a column header here to group by that column

Return name Reference Revision Return end date Due date

|* | * | * | [=]* | [=|*

Canadian

Companles

Annual Corporate CCACCOT73535 1.0 2019-08-31 2019-09-30
Certification -

oCtober FYE

Request
Resubmission

Figure 3-36: Request Resubmission Page

2. Click the Request Resubmission link in the Action column for the return.
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Resubmission Requests:

Resubmission requests are automatically granted in RRS.

English/Anglais+ & ? &

John Doe , ABC Bank (change)

m
a
=

Request Resubmission

Enter the reasons you would like to resubmit this return.
Cangdian Companies Annual Corporate Certification - October FYE

Return name:
Revision of return: 1.0
*

Reasons for resubmission:

Figure 3-37: Request Resubmission Text Entry Page

3. Enter a brief explanation for requesting the resubmission in the Reasons for
resubmission text entry box.

4. Click the Send Request button.

coic €Y I eank oF canaca
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L ______________________________________________________________________________________|
John Doe, ABC Bank (change) English/Anglais+ & ? &

= Request Resubmission

Are you sure you would like te request resubmission of "Canadian Companies Annual Corporate Certification - October FYE™?

Figure 3-38: Request Resubmission Text Entry Page

5. Click the Confirm button on the confirmation page.
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John Doe, ABC Bank (change) English/Anglais+ & ? &

m
J
=

Request Resubmission

Are you sure you would like te request resubmission of "Canadian Companies Annual Corporate Certification - October FYE™?

Figure 3-38: Request Resubmission Confirm Page

The return is now ready to be corrected and re-submitted.

Draft Returns

Upon a resubmission request, RRS places the return back in the draft folder. The
return remains there until it is resubmitted or you can contact RRS Support for

deletion if the resubmission was requested in error.

6. Click the Draft Returns menu item to open the Draft Returns page and follow the same
process as shown in Section 3.5 to correct the data and re-submit the return.
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Resubmitting an Uploaded File

If you are resubmitting a return using the Upload Data button, the following

Delete Data =

Do you want to delete all existing data before uploading a new
file?

Yes Mo
p

Click the Yes button to confirm the deletion of the data and to allow the revised
file to be selected.

3.7 Completing and Submitting an Unstructured Return

File Formats

The acceptable formats for attaching a file to an unstructured return in RRS
includes: .xls/.xlsx, .doc/.docx, .pdf and .zip.

To complete and submit an unstructured return:

Beqin at the Welcome page.
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CdICBSCIdC |° @::Nﬁmc.mmi PORTAL

QgFl A
et MNOUE DU CAMNADA

R B, ABC Bank (change) English/Anglais+ & ? &

Menu
= Welcome to Regulatory Reporting System (RRS) Portal
You have successfully lopged in. You can now use RRS Portal to complete and submit all required returns on-ine.

You should regularty check that your orgenization profile is up to date by dicking on *Orggnization Profile” on the menu above.
Please file the appropriate corporate return to submit an update.

Draft returns that are ready for completion can be found by clicking on "Draft returns” on the menu above.
When your returns have been completed, you must use the “Submission” functionality to finally submit them.
With RRS Portal, you are also able to:

* Print submitted returns where signed hard-copies are required.

* iew and print previous SUbmissions.

» Partially complete returns and return to them &t a later date.
* Request a resubmission of returns where you become aware of mistakes.

For further infermation on how to use RRS Portal, dick en the nelp link in the top rignt-nand comer of your screen.

Motifications

Dismiss

[ 2015-09-12 2-30:18 | Annual Corporate Certification (0SEI149973534) is available for completion via "Draft
PM Returns’

Figure 3-39: Welcome Page

1. Click the Draft Returns menu item.
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John Doe , ABC Bank (change) English/Anglais+ & 7 &

Menu
= Draft Returns

The returns listed below are in draft and can be completed prior to subrmission to your Regulator.

Teo create new returns, please use the "Create Return” funcionality.

Return

Return name Reference | Revision Status Due date | PDF
end date

Annual Corporate Certification OSH49573534 0.1 Ready to Submi () 2019-08-371 | 2019-09-30 ﬁ

Figure 3-40: Draft Returns Page

2. Click the return name to open the return.
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L _______________________________________________________________________________________|
John Doe , ABC Bank (change) English/Anglais+ & ? G

Menu

= Draft Return

Select a section to complete. You can partially complete a section and save it in draft for completion later. You can also view
sections in PDF format.

Once all sections are completed and validated, the return can be submitted using the "Submit return” functionality under the
“Submission” menu.

KEY
o o F E ° s *
. . No Data -
Formset Folder Repeatable Folder Form  Add Section Ready to Submit  In Draft
Mandatory

Status: No Data

lf] # Appointed Actuarys Report OSFIE05 e

[@] #* 605 o5 Edit | View | ' | B¥

Figure 3-41: Draft Return Page

3. Click the Edit link.
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|

John Doe, ABC Bank (Change) English/Anglais + a ?7 06
Menu

= Form View

Return Name Appointed Actuary's Report (605)

Section Name 605

Organization Name ABC Bank

Reporting Date 2019-08-1

"Please upload your file using the Browse button below™

*
Browszs

File Attachment 1 :

Browss

File Attachment 2 -

Browss

File Attachment 3 :

Browse

File Attachment 4 -

| Save a5 Draft || Validste & Save

Figure 3-42: Appointed Actuary’s Report Return Page

The return opens for editing.

4. Click the Browse button in the File Upload: section.
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1 @ Choose File to Upload @
| AN |- Desktop  » - | +3 | | Search Desktop ol

0 Favorites

B Desktap
& Downloads

v
=il Recent Places

el

= Libraries
@ Docurments
J’F FAusic
[ Pictures
B videos

Lol Computer

‘?! Metwark

Organize » Mew folder =+ O .@

. Mozilla Firefox -
ﬁ Shortcut
259 KR
Multi-Client Manager
Shortcut
8 178 kE

L @, PAZEEPORT
B Iriternet Shortcut
W01 bytes

sty Telephone Directory
Internet Shortout
170 beytes
| nstructured Returns
| File folder

m

5 Actuary's Reportaxlsx
|_‘| —H | Microsoft Excel Warksheet
Al | ga7ke

1

Filel name: = | &l Files 4 -

| Open |v| | cancel |

Figure 3-43: Windows Explorer Page

Windows Explorer opens allowing you to select the appropriate file.

5. Select the file to be uploaded and click the Open button.
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John Doe, ABC Bank (change) English/Anglais+ & ? ©
Menu

— Form View

Return Mame Appointed Actuary’s Report (605)

Section Name 605
Organization Name ABC Bank
Reporting Date 2019-08-31
"Please upload your file using the Browse button below™

O Actua.. [

File Attachment 1 :

Actuary's Report.xls

File Attachment 2 - -

Browse
File Attachment 3 - m
File Attachment 4 - m

Save as Draft || Validate & Save

Figure 3-44: Appointed Actuary’s Report Return Page

The file displays in the File Upload: section.

6. Click the Validate & Save button.

To submit unstructured returns, follow steps 6 to 9 in Section 3.1.
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Viewing Documents

The Documents menu item provides the ability to view reference documents in the Portal
Documents folder.

To view documents:

Begin at the RRS Welcome page.

cdic&sade ';? )

BAMK OF CANADA
BANQUE DU CANADA

PORTAL

Men

John Doe , ABC Bank (change)

[

English/Anglais +

= Welcome to Regulatory Reporting System (RRS) Portal

Home

Draft Returns
Submissicn
Manage Returns

Reports

Documi@
Organiz: Profile

Manage Lisers
My Detalls
Help

Log Out

- 7 G

coessfully loggeain. You can now use RRS Portal to complete ana supmit all requirea returns en-line.

+ regularly check that your organization profile is up to date by dicking on “Organization Profile” on the menu above.
e approprigte corporate return to submit an update.
+

+

s tnat are ready for completion can be founa by clickingon “Draft returns” on the menu aoove.

"Eturns have been completed, you must use the “Submission” functienality to finally submit them.

irtal, you are also able to:

submitted returns where signed hard-copies are required.
and print previous submissions.
illy complete returns and return to them at a later date.
est a resubmission of returns wnere you become aware of mistakes.

For further information on how to use RRS Portal, click on the help link in the top right-nand corner of your screen.

Motifications

O

2019-08-16 10:22:22
AM

Fake Return 1986-10-21 (test 1986-10-21] is available for completion vis 'Draft Rsturns'

Figure 4-1: Welcome Page

1. Hover over Menu and select Documents item.
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cacdsade € My, PORTAL

John Doe , ABC Bank (change) English/Anglais+ & ? &

m
3
=

Documents

See below for a list of documents available for download.

Path: |Du-|:|.|men13 %] Filtar bay: |

El B8 pocuments
@ (8 portal Documents

Figure 4-2: Documents Page

2. Double-click the Documents folder.

3. Double-click the Portal Documents folder.

4. Double-click the specific folder to be viewed.
5. Select the document to be viewed.

6. Click the green down arrow. A message displays prompting you to open or save the
document.

7. Click the Open button. The document opens for viewing.

a I||I||I BANK OF CANADA
omn b Page 63

BANGQUE DU CANADA



RS
SuR

Regulatory Reporting System

5.0 Organization Profile

The Organization Profile menu item can only be used to view the profile of your organization in
RRS. This profile consists of information such as your organization’s general contact information,
its preferred language, general details of the organization, all required roles and their contact
information, etc. This section provides instruction on how to view your organization’s profile.

Organization profile information:

Updating organization profile information is accomplished via updating corporate
returns. For information on how to work with corporate returns, refer to the RRS
Portal Manage Corporate Returns User Guide.

To view your organization's profile:

Begin at the RRS Welcome page.
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a8A A
o AL EANGUE DUCANADA

__________________________________________________________________________________
John Doe , ABC Bank (change) English/Anglais+ & ? &

Menu
= Welcome to Regulatory Reporting System (RRS) Portal
¥ou nave successfully loggea in. You can now use RRS Poral to complete ana submit all requirea returns online.

¥ou should regularly check that your orgenization profile is up to gate by clicking on “Organization Profile” on the menu above.
Please file the appropriate corporate return to submit an update.

Draft returns that are ready for completion can be found by clicking on *Draft returns” on the menu above.
When your returns have Been completed, you must use the “Submission” functionality to finally suomit them.
With RR5 Portal, you are also able to:

* Print submitted returns where signed harg-copies are required.

+ \iew and print previous submissions.

# Partially complete returns and return to them at a later date.
# Request a resubmission of returns where you become aware of mistakes.

For further information on how to use RRS Portal, click on the help link in the top right-hand comer of your screen.

MNotifications

Dismiss Received

2015-09-19 10:13:23
Ol

AW Eake Return 1974-08-27 {test 1974-08-27) is available for completion via 'Draft Returns'

2015-09-19 10:13:22
U

AW Fake Return 1574-08-27 (test 1974-08-27) is available for completion via 'Draft Returns'

Figure 5-2: Welcome Page

1. Click the Organization Profile menu item.
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Menu
= Organization Prafile

The sections of your organization profile are listed below. You should regularly check and ensure that your orgenization profile
is up to date.

Orggnization Profile

D PLW Preferred Language and Website

; i .
|j ool Organization Contact Information

Figure 5-2: Organization Profile Page

2. Select a section of the organization profile to view.
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cdcBsade L [mMl g, PORTAL
|
John Doe , ABC Bank (change) English/Anglais+ & ? &
Menu
= Organization Contact Information oct

Organization Name ABC Bank
Organization Code zo
Industry Group

Fiscal Year End
Contact Type
Address

Englizsh French

First Address Line First Address Line
Second Address Line Second Address Line

Third Address Line Third Address Line
% City City

Country
Province (Canada only)
State (US4 onhy)
PostalZip Code

Email Address

Externally Publishable Indicator Falze
Emergency Email Address

RITT3 Area code MWumber Extension

ax Area code Number

Englizh Addtional Contact Info
French Additional Contact Info

Figure 5-3: Board of Directors Section Page

3. Review the listed information.
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= SADC osn @Emmruh,m

BANCUE DU CANADA Page 67



RS
SuR

Regulatory Reporting System

6.0 Managing Your Details

From the My Details menu item you can view and/or edit your user details and change your
password. Although you have the ability to change your personal information it is strongly
recommended that changes to your first and last name and email address be changed by
your Local Registration Authority (LRA) to ensure that these user details are updated in
both RRS and the BoC Connect.

Information that can be edited includes your first and last name, email address, telephone
number and your language of preference. Information that can be viewed is your assigned
permissions. Information that you can edit directly includes your telephone number and your
language of preference.

To edit your user details:

1. Hover your mouse over the Menu and select My Details item.

2. Click the View/Edit My Details sub-menu item.
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PORTAL
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John Doe , ABC Bank (change) English/Anglais+ & ? &

{:dtcasadc g MM sar oF camaDa

hMenu
= My User Details

Review your user account details below. To update, enter new details and dick the update button.

First name: Jehn Locked Due to Permission Settings

Surname: Doe Locked Due to Permission Settings

Email aodress: @nankofcanada.ca Locked Due to Permission Settings

Telephone numbper: Locked Due to Permission Settings
International  Anea code Murmiber

Language of preference: Select Language El

Assigned permissions / roles:
T R

Filer - Corporate - Canadian Fl, Filer - Corporate - Foreign Fl, Filer -
Corporate - Pension Plans, Filer - Corporate - Scheduled Returns, Fler -

ABC Bank Organization | Financial Returns, Filer - | ocal Registration Authority (LRA), Filer -
Reporting - Deposit-Taking Institutions {OT1), Internal - Filer (BOC),

nternal - Portal User

Figure 6-1: My Details Page

If your first and/or last name or email address need to be updated:

It is strongly recommended to contact your LRA to update your first and/or last
name.

3. Enter your new telephone number in the Telephone number field.

4. Click the drop-down arrow on the Language of preference field to change your
language. This will set the language that displays when you log into RRS.

shalah BANCUE DU CANADA Page 69

ECD'E g M sankor canaoa
sF




RRS

e Regulatory Reporting System
SDR g ry kep g oy

Note: you can change your language within a session by selecting the language drop-
down from the top right of the application.

5. Click the Update button.

To view assigned permissions:

1. Click the name of a role in the Roles column within the Assigned permissions section.

2. Click each tab to view information about the permissions assigned to your role.

Role Information - Fller - Corporate - Canadlan Fl <|,_5"E_|r>
w7

Form Access |Functionality Accessl

The form sets that tis Role Brants permission o,

nd Return [3346)

tlon General Contact Infermatlon (657)

tlon Profile
Required Roles And Contact Information (658)
AFS, Auditors Report. Other Sharenclders Material OSFIS557
hotice of Annual or Special Meeting(565)
return of Sharenolgers Domestic Banks Only O5R602
OSFI906

Figure 6-2: My Details Tabs Page
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To change your password:

1. Hover your mouse over the My Details menu item.

2. Click the Update My Password sub-menu item.

cdeBsade € Wlzzgsn, PORTAL

John Doe , ABC Bank (change) English/Anglais+ & ? &

hMenu
= Update My Password

Valio passwords contain 1 capital letter, 1 small letter, 1 number ana 1 special character (e g #&*1%). It must be at least 8

characters and not more than 30 characters with no blank Spaces.

Current password:
MNew password:

Confirm naw password:

Figure 6-3: Update My Password Page

3. In the Current password field, enter your current password.

4. In the New password field, enter a new password.

Page 71
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Valid passwords:

Ensure your new password meets the following valid password criteria:
passwords must be between 8 and 30 characters and contain 1 uppercase
letter, 1 lowercase letter, 1 number and one special character.

5. In the Confirm new password field, re-enter your new password.

6. Click Save.
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7.0 Managing Notifications

Notifications provide information such as when a return is available to be completed in the draft
folder as well as when a return contains an error. Notifications can be viewed and deleted from
the Welcome page accessed through the Home menu item.

To view a notification:

1. Hover over Menu and select Home item. The notifications display.

BAMGUE DU CANADA

John Doe , ABC Bank (change) English/Anglais+ & 7 &

cdic aSGdC Q W] s or canron PORTAL
T

hMenu

= Welcome to Regulatory Reporting System (RRS) Portal

You have successfully logged in. You can now use RRS Portal to complete and submit all required returns on-line.

You shoula regularly cneck tnat your arganization profile is up to date by dlicking on “Organization Profile” on the menu above.
Please file the appropriate corporate return to submit an update.

Draft returns that are ready for completion can be founa by clicking on “Draft returns” on the menu above.
Wnen your returns have peen completed, you must use the “Submissicn” functionality to finally submit them.
With RRS Portal, you are also able to:

* Print supmitted returns wnere signea narg-copies are requirea.

+ \iew and print previous submissions.

# Partialty complete returns and return to them at a later date.

* Request a resubmission of retumns where you become aware of mistakes.

For furtner information on how to use RRS Portal, dick on the help link in the top right-hand comer of your screen.

Motifications

e e

2019-09-19 11:08:24
U

AM T2 Testing(T21019438) is available for completion via "Draft Returns'

2015-09-19 11:08:08

AM T2 Testing (T21019438) is available for completion via "Draft Returns'
¥

O

Figure 7-1: Help Page

2. In the Subject column, view the notification information.
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To delete a notification:
In the Dismiss column, click the check box associated with the notification to be deleted.

1.
The notification is deleted.
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8.0  Accessing Help

Help text is available on all topics within RRS.

To access RRS Help:

1. Click the Help link located on the top right of the application. The Help text displays.

cdic8sadc €3

John Doe , ABC Bank (change)

MM Bams oF Canana
el BANGUE BU CANADA

English/Anglais + &

PORTAL

? G

Menu

= Welcome to Regulatory Reporting System (RRS) Portal
Haome

ceessfully logged in. You can now use RRS Portal to complete and submit all required returns on-line.
Draft Returns
Submission # regularly cneck that your ‘ RRS Portal - User Help - M... — | 3 [E° ONthe menu abave.

12 appropriate corporatg
Manage Returns + _

® 109047 [E (som) e | =

Reports s that are ready for com hie
Documents -sturne nave been comp| RRS Portal - User Help [ Index ] Bem
Organization Profile

rtal, you are also able o) This help guide for RRS Portal contains Information and
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Other help options:

1. The Documents menu item provides additional reference and training
documents.

2. To receive more help with RRS you can contact your organization’s LRA or
contact the Bank of Canada at 1-855-865-8636.
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9.0 Logout

RRS provides the ability to logout of your current session.

To logout of RRS:

1. Click the Logout link located on the top right of the application. A window displays
asking if you are sure you want to logout.

2. Click OK. The login page displays.

9.1 Inactivity Logout

Each RRS session is set to logout automatically after two hours of inactivity.

If you are logged out due to inactivity:

RRS does not automatically save your work. It also does not return you to what
you were working on when the forced logout occurred. It is important to save

—_ your work often.
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10.0 Tips, Tricks and Troubleshooting

10.1 Saving Your Work

It is important to remember to save your work often. As stated in Section 11.7 Inactivity Logout,
each RRS session is set to logout automatically after two hours of inactivity. If you are logged
out due to inactivity, RRS does not return you to what you were working on prior to the forced
logout.

10.2 Microsoft Excel

You can save a return in Microsoft Excel format by using the Excel button on the Draft Return
page. This button enables a return to be saved to a specified area outside of RRS.

10.3 Two Users Working on the Same Return

It is possible to have more than one user working on the same return within RRS. Note that RRS
does not inform you when another user is working on the same return. Two separate scenarios
are described below; both scenarios involve two users, User 1 and User 2, accessing the same
return at the same time.

Scenario 1 - Validate & Save: User 1 clicks the Validate & Save button on the return and the
data is saved at version 1.1. Then User 2 clicks the Validate & Save button and also saves the
return, overwriting the data saved by User 1 and updating the revision of the return to 2.1. In
this circumstance, the data in the return saved last is the return data RRS displays as the most
current.

Scenario 2 - Submit: User 1 successfully submits the return. User 2 attempts to submit the
return but receives an access denied message as this return has already been submitted by User
1.

View Audit Log:

To determine who worked on a specific revision of a return, use the View Audit
Log feature as described in Section 3.3 Viewing a Return.

10.4 Printing Returns

To print a return, use the Excel icon on the Draft Return page to open the return in Microsoft
Excel format then use the print feature in Microsoft Excel.
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11.0

Glossary

Term/Acronym Definition/Description
BoC Bank of Canada
CDIC Canada Deposit Insurance Corporation

Conventional return

A return in which data is organized by one category with
a specified data point address for each item reported.

CcYy

Calendar Year

Enhanced Authentication

A security requirement that applies to accessing RRS
through the BoC Connect

Filer A user associated with a financial institution who files
returns.

Fl Financial Institution

FRFI Federally Regulated Financial Institution

FY Fiscal Year

FYE Fiscal Year End

LRA Local Registration Authority

Organization

An element describing financial institutions, private
pension plans or partner agencies.

Organization Profile

A listing of an organization’s corporate information. Also
referred to as 'corporate profile'.

OSFI Office of the Superintendent of Financial Institutions
PDF Portable Document Format

Portal See RRS Portal

QE Quarter End

Return A collection of information Filers or their representatives

are required to submit to one or more Tri-agency
partners

Return schedule

The calendar of return submissions which can or must be
filed, specifying the filing periods and frequency of
submissions.

Return type

Identifies whether a return is a single dimensional
(conventional) return, multi-dimensional return, or
geographical return (dimensional).

RRS

Regulatory Reporting System

RRS Portal

A web application used to submit and view returns

RRS Supervision Centre

A web application used to create and manage returns,
users, organizations and reports for Tri-Agency only.

Status

Indicates the state a return is in, e.g., “In Draft”

Structural rule

The formatting and layout of a return submission

Supervision Centre

See RRS Supervision Centre
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Term/Acronym
Tri-Agency

Definition/Description
A group made up of the Bank of Canada, the Office of
the Superintendent of Financial Institutions and the
Canada Deposit Insurance Corporation.

Unstructured Return

Data that is submitted in a format that is not defined by
data points as part of a return definition and is typically
contained in an attached document.

User

Any person who uses RRS with any level of privileges

User role

Gives a user access to specific features and functions.

Validation error

A message that displays the error that caused the
validation process to fail. Users must correct the error to
continue.

Validation rule

A rule used during the validation process, expressed as
an equation.

Web form An on-screen or online display of a return.
Workstation A computer used to access the BoC Connect and the RRS
application.
YE Year End
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