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1. Introduction

On June 27, 2009, FinCEN'’s BSA E-Filing system will transition from IBM PureEdge forms
to Adobe forms, which impacts BSA E-Filing users in varying degrees. The following table
identifies the impact to the various types of users.

Type of User Description of Impact

Discrete Filers Discrete filers will need to transition from the use of
the PureEdge electronic forms and begin using the
Adobe based electronic forms.

Discrete filers who use templates (forms that have
been pre-populated with selected data) will need to
create new templates using the Adobe forms.

Batch Filers Batch filers that submit via the web browser will
see a new cover page which will now be referred to
as a ‘header page.’

Secure Direct Transfer There is no impact. No change required.
Mode (SDTM) Filers

(SDTM is a secure mechanism
for transferring batch
submissions from your
organization's internal server to
the BSA E-Filing server).

After June 27, 2009, only Adobe forms will be available for download. The Adobe forms as
well as the Secure Messages will require Adobe Reader for viewing. (Steps for downloading
the Adobe Reader are provided in Section 2.1.) To allow for a successful transition to
Adobe, FINCEN’s BSA E-Filing system will continue to accept IBM PureEdge forms until
December 31, 2009; however, IBM PureEdge forms will no longer be available for
download.

This document provides the steps necessary to transition to the Adobe forms and explains
the differences between the Adobe Reader and IBM PureEdge form viewers used with the
BSA E-Filing application. Topics covered in this document include the download and
installation of Adobe Reader, navigation, viewing and populating forms, required fields, help
tips, date fields, submitting completed forms, and warnings/error messages. Please note,
however, that the data collected on the BSA E-Filing forms has not changed and the Adobe
forms will continue to be filled out in the same manner as the IBM PureEdge forms.
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2. Steps to Transition

2.1. Download Adobe Reader

The required version of the Adobe Reader is 9.1 (BSA E-filing also supports version 8.1.4).

To determine if a particular version of Adobe Reader is installed on your computer, follow
these instructions:

Go to your Start Menu.

Select Settings and then Control Panel.

In the Control Panel window, select Add or Remove Programs.

A list of your currently installed programs will be displayed.

If you see Adobe Reader 9.1 (or 8.1.4) in the list, you have the required software.

arwnNpE

If you do not have this software or specific version on your computer, you may download it
for free directly from the Adobe Web site: http://get.adobe.com/reader/ or through FINCEN'’s
Web site at http://www.fincen.gov/forms/bsa_forms/ and click on the link under Forms.

Follow the instructions below to complete the download:

NOTE: If you are unable to download or install the Adobe Reader, check with your
system administrator to make sure that you have the security permissions to install new
programs on your system.

1. Goto http://get.adobe.com/reader/otherversions/

2. Select your Operating System from the drop-down box. If you do not know what
Operating System you have, you may find it by following these steps:

e (o to your Start Menu.
1. Select Settings and then Control Panel.
2. Inthe Control Panel window, select System.
3. Your System Properties will be displayed within the General tab selected.

¢ You will find your Operating System information there.
Select your Language (English, Spanish, etc).
Press "Continue".

The available versions of the Adobe Reader will be displayed.

NOTE: Versions 9.1 and 8.1.4 are compatible with the BSA E-Filing system. System
requirements can be viewed for each of these versions. We recommend use of version
9.1 unless your organization or system does not currently support this version.
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Select version 9.1 and press the "Download" button.
Follow the instructions provided by Adobe to complete your download.

If you need version 8.1.4, you will first have to select version 8.1.3 and follow the
instructions provided by Adobe to complete the download of 8.1.3.

9. Once you have downloaded version 8.1.3, to update to version 8.1.4 you will need to
go to:
http://www.adobe.com/support/downloads/thankyou.jsp?ftplD=4408&filelID=4107 and
press the "Download Now" button.

NOTE: You may download Adobe at any time but you will NOT be able to use Adobe
forms for submission to BSA E-Filing until June 27, 2009.

When do | need to download Adobe Reader?

You will need to download and install the BSA E-Filing compatible version (8.1.4 or 9.1) of
Adobe Reader by the release date (scheduled for June 27, 2009). You will need Adobe
Reader to view your new secure messages and acknowledgements. During the six-month
transition period you may continue to submit BSA E-Filing forms using IBM PureEdge forms,
but you will no longer be able to download any new IBM PureEdge forms. Beginning June
27, 2009, you need to have Adobe Reader installed to download new forms.

How do | download the Adobe Reader from the BSA E-Filing web site?

Beginning June 27, 2009, to download the compatible version of the Adobe Reader software
that will allow users to view and complete an Adobe BSA E-Filing discrete or batch form, go
to http://bsaefiling.fincen.treas.gov/ and click “Downloading the Forms Viewer” link on the
right side under User Quick Links.

NOTE: Clicking on the “Downloading the Forms Viewer” link prior to June 27, 2009 will
download the IBM PureEdge Form Viewer.

Why am | getting a security error when | try to download Adobe Reader?

If you are not able to download or install the Adobe Reader, check with your system
administrator to make sure that you have the security permissions to install new programs
on your system.
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What type of form will | get after the BSA E-Filing Adobe Forms Release when |
download a form?

When you download a new form you will get an Adobe form. You will not be able to
download an IBM PureEdge form once the Adobe Forms Release is implemented in
production. However, you will be able to submit IBM PureEdge forms until December 31,
20009.

3. Working with the New Adobe Forms

3.1. Download the Appropriate BSA E-Filing Form
Follow the instructions below to download the appropriate BSA E-Filing form:

Go to http://bsaefiling.fincen.treas.gov.

Click on the "E-Filing System Login" button, click "l Agree".

Enter your user ID and password, click submit.

Select the appropriate form type "File [form type]" to download the form.
Click Open New Form to open the new Adobe form.

You will notice some differences at this point — new buttons on the top and bottom, a
scroll bar, and the header page which is now part of the form.

6. Complete the header page (previously known as the cover page).

7. Using the scroll bar, move to page one of the form and continue to complete as
usual.

abrwbdpE

3.2. Form Submission

o The Adobe forms available on the BSA E-Filing system are for use only with the BSA
E-Filing system.

e The Adobe forms available on fincen.gov are intended for paper submission only and
cannot be uploaded and submitted to the BSA E-Filing system.

Will | see a noticeable difference the first time | open a form in Adobe Reader
compared to what | am used to seeing in IBM PureEdge?

The most noticeable difference is that the Adobe forms will look more similar to the official
paper versions of the FINCEN BSA forms located on the FINnCEN Web site at
(http://www.fincen.gov/forms/bsa _forms/). Other changes include: navigation differences
(described in this document in section 4, Navigation); the cover page is now part of the form
as the header page and text entered in the form fields is now blue instead of black. See the
screenshots that follow for examples of these changes.
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Figure 1: PureEdge Form Cover Page
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Submission Type | New B

Document Control Number | |

Sign with PIN

Figure 2: Adobe Form Header Page
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What web browsers can | use with Adobe Reader to view and submit forms?

Adobe Reader 8.1.4 and 9.1 system requirements include Internet Explorer 6 or higher.
While other web browsers may be supported by Adobe Reader, they have not been
specifically tested with BSA E-Filing and therefore are not officially supported.

Do I need any additional Adobe software (other than the Adobe Reader) to submit
forms to the BSA E-Filing system?

No.

What if | have an existing incomplete form that uses IBM PureEdge and still needs to
be submitted?

BSA E-Filing will continue to accept and process previously saved IBM PureEdge discrete
and batch forms during the transition period. You may complete the existing discrete and
batch forms using the IBM PureEdge viewer and submit them on or before the cutoff date.
The cutoff date to submit IBM PureEdge discrete and batch forms is December 31, 2009.

On what platforms can | use the Adobe Reader to view and submit BSA E-Filing
forms?

As with the IBM PureEdge forms viewer, the platform for use of Adobe Reader with BSA E-
Filing forms is Windows XP. While other versions of Windows may be supported by Adobe
Reader, they have not been specifically tested with BSA E-Filing and therefore are not
officially supported. This release does not change the system platform requirements
currently in use with the IBM PureEdge forms, beyond the addition of Adobe Reader.

How do | view and download my acknowledgements?

Users will still receive an email notification from BSA E-Filing indicating that a Secure
Message is available for review, along with the BSA E-Filing URL address link. Users should
navigate to BSA E-Filing and review their Secure Messages Inbox (View Inbox) to locate
the acknowledgement. Upon implementation of the BSA E-Filing Adobe Release, all new
messages will be generated as Adobe forms and require the Adobe Reader.

NOTE: Do NOT print the BSA E-Filing Adobe forms and submit them as paper
submissions.

3.3. Creating Form Templates

If your organization has pre-populated forms that were created with IBM PureEdge, you will
need to create new form templates with the pre-populated information for use with Adobe.
For assistance creating templates, refer to the BSA E-Filing User Manual that is available
from the BSA E-Filing Home Page by clicking the link on the left navigation under
Documentation.
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Will | still be able to use my existing IBM PureEdge form templates?

During the transition period, you will still be able to submit the IBM PureEdge templates until
December 31, 2009. For submissions after this date you will need to create new form
templates using the BSA E-Filing Adobe forms. For assistance creating templates, refer to
the BSA E-Filing User Manual that is available from the BSA E-Filing Home Page by clicking
the link on the left navigation under Documentation.

3.4. Testing

When can | test the new Adobe forms?

Testing of the new Adobe forms functionality will NOT be available until after June 27, 2009.
If you want to test with the new BSA E-Filing Adobe forms, you can perform the steps in
section 3.1 on the User Test system once enrolled. Go to
http://sdtmut.fincen.treas.gov/main.html to access the User Test system.

NOTE: Do NOT submit production data to the User Test system.

4. Navigation

How do the IBM PureEdge Form and the Adobe Form differ on basic navigation
between pages?

IBM PureEdge forms use navigation buttons, such as "Previous" and "Next". The Adobe
Reader page navigation is performed by scrolling from one form page to the next using the
scroll bars or the Page Up/Page Down keys on the keyboard.

When a box is checked for Multiples (e.g., Multiple Persons, Multiple Transactions, Multiple
Locations) using IBM PureEdge, a button is displayed on the main form page and you must
click that button to create additional pages to enter information (see Figures 3 and 4). Each
additional page contains a navigation button at the top. When a box is checked for Multiples
using Adobe forms, the additional page is automatically inserted at the end of the form (see
Figures 5 and 6).

FINCEM Form 104 Currency Transaction Report

(Formerhy Farm 4729%

(Eff. De cember 2003) Previous editions will not be accepted after August 31, 2004.

DEPEWEE?:,;:LE Treasury (Complete alf parts that appiy)

1 Check all box(es) that apply: a _| Amends priar report b ] Multiple persons
m Person(s) Involved in Transaction(s) Add/Edit Multiple Persons
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Figure 3: IBM PureEdge Navigation Buttons — CTR Form Box 1b Checked

CTR First Page Previous Page MNext Page Add Person | Delete Page |

FinCEM Farm 104 (formerly Form 4789) (Eff. 12-03) Additional Person Attachment 1 of 1

Multiple Persons
{Complete applicable parts below if box 1b on page T 15 checked))

Person(s) Involved in Transaction(s)

Figure 4: IBM PureEdge Navigation Buttons — CTR Additional Person Page

rcenror 104 Currency Transaction Report
(Formerly Form 4788) Previ will not be after August 31, 2004.
(EFf. December 2003}
D fthe T Complete all parts that apply—See Instruct
eparimant of e Traasury (Complete all parts that apply—See Instructions) OMB No. 1506-0004
1 Check all box(es) that apply: a [] Amends prior report b [<] Multiple persons ¢ [] Multiple transactions
Person(s) Involved in Transaction(s) [ ClearFart|
Section A--Person(s) on Whose Behalf Transaction(s) Is Conducted
2 Individuars last name or enfity’s name ‘ 3 First name ‘ 4 Middle initial

Figure 5: Adobe Multiple Persons Box Checked
(Notice Scrollbar on right)

Add Additional Person(s) | | Delete Additional Person(s) |

FInGEN Form 104 (formerly Form 4758) (EF 12-03) Multiple Person 1 of 1

Multiple Persons

Complete applicable parts below if box 1b on page 1 is checked
Person(s) Involved in Transaction(s)

Section A--Person(s) on Whose Behalf Transaction(s) Is Conducted
2 Individual's last name or entity’s name ‘ 3 First name ‘ 4 Middle initial

Figure 6: Adobe Add/Delete Buttons on Additional Person(s) Page

Why is the cursor position lost when | try to move the cursor to the first blank form
field on a second (or subsequent) page while viewing the Adobe form in
“Continuous” form mode?

Adobe Reader has four types of viewing modes — single page, continuous, continuous
facing and facing. Always specify single page mode. To set page layout do one of the
following:

e Choose View Page Display, and then choose Single Page.
e Click the Single Page button in the status bar.
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5. Viewing and Populating Forms

This section is divided into three categories: Required Fields; Help Tips; and Date Fields.
In each of these sections, the difference between use of Adobe forms and IBM PureEdge
forms is explained.

5.1. Required Fields

How are required fields in Adobe forms different from the IBM PureEdge forms?

Required fields work in a very similar manner in Adobe and are highlighted in yellow, the
same as they were in IBM PureEdge. Additionally, if you delete a value from a required
field in Adobe forms, a message will warn you that the field’s value is required.

Certain fields within your discrete or batch form are conditionally required, meaning that your
answer in one field determines whether another field becomes required. Adobe functionality
validates conditional requirements, unlike the current IBM PureEdge functionality.

5.2. Help Tips

How do I display a Help Tip in my Adobe form?
To display a Help Tip in Adobe, simply hover (or place) the cursor over the field.

—
b Ei;l‘u‘lultiple persons ¢ [] Multiple transactions

| Clear|
Is Cllterm 1h. Multiple Persans. If this transaction is being B
conducted by maore than one person or on behalf of more  fig
than one person, check lterm 1h. *ou will be taken to a new
"Multiple Persons" page where wou can provide —

information on the additional person(s). —|-
I I I I I I

Figure 7: Help Tips
Some fields that are pre-populated from other information or some sub-forms are display-
only fields. Since the user cannot enter data into these fields, no Help Tips are available.

Some buttons are grayed-out meaning they are not active. Help Tips are not displayed for
these buttons until the buttons become active. Active buttons are bright and Help Tips for
them are displayed when the cursor hovers over the button.
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How do | enable/disable the spell checker?

Since the spell checker is built into the Adobe Reader, it can be enabled or disabled by the
end user. It is recommended that spell checker be enabled as this would help improve the
guality and accuracy of the data being collected on the form. Enable the spell checker from
the menu bar as follows:

Select Edit.

Select Preferences.

Go to Categories.

Click on Spelling.

Check the checkbox M “Check spelling while typing”

Under Dictionaries, make sure English (United States) is marked with “X”.
Click OK.

NouhkrwnpE

The spell checker should now be enabled. Adobe will check the spelling as you type. You
can also spell check the document by pressing the F7 key.

How do | show the Adobe Reader toolbar if it is hidden?
There are two ways to toggle (hide/show) the Adobe Reader toolbar:

1. Pressing the F8 key, or
2. From the Menubar, select View = Toolbars = click on Show Toolbar.

How do | show the Adobe Reader Navigation Panel if it is hidden?

The Navigation Panel is where you can search the document, navigate using the page view,
view document properties, and attach/view/delete files to the form. There are two ways to
toggle (hide/show) the Adobe Reader Navigation Panel:

1. Press the F4 key, or
2. From the Menubar, select View > Navigation Panels - click Show Navigation
Pane.

5.3. Date Fields
How do date fields differ in the Adobe forms from the IBM PureEdge forms?

The IBM PureEdge form requires the filer to fill in the date as a formatted value only.

The Adobe form accepts the date as a formatted value as well. The date should be entered
in the following format only: MM/DD/YYYY. Other variations of date entries will display an
error message.

The Adobe form also has the option of a calendar popup, which can be navigated by mouse,
if desired. The calendar popup defaults to the current date and you can select it by clicking
the box at the bottom.

10



Adobe Transition Questions and Answers Guide Version 1.0 May 2009

24 Date of birth
BN  January,zoos 3 - When you tab into or click in
a Date field, the drop down
C I:' AlSun Mon Tue “Wed Thu Fri Sat arron pnpa Up to the r|ght Df
28 29 30 3101 2 3 the field.
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15 PN 20 21 22 23 24
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%uday: 1/19,/2009
.00

Figure 8: Calendar Popup

6. Submitting Completed Forms

I have completed all the fields on my Adobe discrete or batch form and signed the
form with my PIN but the Submit button remains inactive (grayed out) and | cannot
submit my form. How can | submit my form?

First, click on the "Validate" button. If all fields pass validation checks, you will see a
message box saying "Validation Passed". Click OK. If your discrete form fails the
validation, then fix the reported error(s) and try again.

Next, you will need to save your form before you can submit a completed form. Click on the
"Save" button to save the form to your local hard drive. The "Submit" button will now be
active and you may now submit the completed form to BSA E-Filing.

How do I sign the form with my PIN?

The "Sign with PIN" button is now located on the Header page. When you have completed
all the fields on your form, return to the Header page to sign the form with your PIN. You can
return to the Header page by either pressing the "Home" key on your keyboard or by using
the "up arrow" (M) key to scroll up to the Header page.

11
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‘ Validate | Save | Subrnit Prrimit | | Cancel

BSA E-Filing Currency Transaction Report Header Version Mumber:  4.00
Filing Mame |TE5t Adobe Submission CTR-1
Resolution Code | Parent Financial Institution :I
Branch Code | |
Submission Type | Mew EI

Document Control Mumber | |

Sign with PIMN

Figure 9: Sign with PIN Button

7. Warnings/Error Messages

| tried to open a discrete form using an older version of Adobe and the Adobe Reader
displayed: "There was an error opening this document. This file is damaged and
could not be repaired.” Why is this happening?

The discrete and batch forms were developed with intelligent logic at the form field level.
You must use a BSA E-Filing compatible version of Adobe Reader (version 8.1.4 or 9.1) to
view and populate the discrete form correctly. Older versions of Adobe Reader may lead to
errors and prevent you from submitting your form to BSA E-Filing.

To view the compatible versions of Adobe Reader visit: http://bsaefiling.fincen.treas.gov/ and
click “Downloading the Forms Viewer” link on the right side under User Quick Links.

When | open a discrete or batch form in Adobe Reader, | get a window titled
"Document Rights and Instructions.” It says "You need a newer version of Acrobat.”
How do | get a newer version of Adobe Acrobat?

The BSA E-Filing compatible version of Adobe Reader (version 8.1.4 or 9.1) is the
recommended version to use. If this message displays, download the BSA E-Filing
compatible version of Adobe Reader. Please visit: http://bsaefiling.fincen.treas.gov/ and click
“Downloading the Forms Viewer” link on the right side under User Quick Links page to
download the viewer.

12
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When | open a discrete form in Adobe Reader, | get a window that asks if | want to
enable JavaScript. Do | need to enable JavaScript?

In order for the form to function properly, the user must have JavaScript enabled in Adobe
Reader to view and submit the form. This is enabled by default in all Adobe Reader
installations, but can be turned off by the end user. If the user receives this message, click
"Yes" to enable JavaScript.

Why did | receive a "Warning: JavaScript Window" message?

When Adobe Reader displays any message dialog generated by the form via JavaScript,
the disclaimer “Warning: JavaScript Window” is included on either the window’s title bar, or
at the bottom of the window (as in the dialog when signing the form). This disclaimer is
always included by Adobe for security reasons and is intended to advise the user that the
message dialog belongs to the form/document itself. There is no way to turn this feature off.

JavaScript Window x|

Enter your PIM to lock down the Form data before submitking to the syskem,
This PIM musk maktch the one sent ko you by the swstem in a secure reply message.
After entering wour PIM, press the “Sign with PIM" button ta sign the Form,

Sigr with PIM I Cancel

Warning: Javascript Window

Figure 10: Warning: JavaScript Window Message

8. Retention of IBM PureEdge Viewer and Filings

It is recommended that filers retain their copy of IBM PureEdge viewer after the transition
period. Retaining IBM PureEdge viewer would allow filers to view archived forms, sent
messages, replies/alerts, and PIN notices that were generated in IBM PureEdge. However,
FINCEN cannot guarantee that copies of files in IBM PureEdge format will continue to be
accessible for an indefinite period.

Filers are urged to migrate their IBM PureEdge files to an electronic environment (for
example, a .pdf format) that the filer deems most likely to be stable and accessible for the
foreseeable future, or at least for the duration of the filer's record retention obligations.

Regardless of the format, you will need to retain copies of your filings in accordance with
established BSA recordkeeping requirements and any records retention requirements for
your organization.

13
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What do | do about existing secure messages and reply messages and alerts?

You will still be able to view secure messages, reply messages and alerts that were
generated by IBM PureEdge forms viewer as long as you retain your IBM PureEdge viewer
5.1.

What happens if | have to amend/correct a previously filed IBM PureEdge form after
the transition period has ended?

For a CTR, download a new Adobe form, select Amendment for the submission type and
enter the DCN from the original form that needs to be amended, and fill out the rest of the
information on the new form.

For a SAR, download a new Adobe form, select “Corrects Prior Report” and fill out the rest
of the information on the new form.

9. Help

For additional questions, please contact the BSA E-Filing Help Desk at 1-888-827-2778
(option 6) or BSAEFilingHelp@notes.tcs.treas.gov. The Help Desk regular hours of
operation are 8:00 am - 6:00 pm East Coast Time, Monday - Friday. Please note that the
Help Desk is closed on federal holidays.
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