Online Reporting and Information Management System (ORIMS)
Manage Financial Returns User Guide for
Banks & Trust Companies

March 31, 2015
Version 1.0



I
o Ry %
{2
. &
et

3 l/(/

Online Reporting and Information Management System

Version History

Version

Changes

Date

1.0

Original release

March 31, 2015




1R
Oy

7

-

'Q Online Reporting and Information Management System

o

X £
i

Table of Contents

O 1111 €0l [F o1 o TPV R PR PP PP 4
1.1 USING thiS DOCUMENT.......uiiiiiieiiie ettt ettt et et e et e et e e ssbe e asteeeste e e sbeeeanbeeanteeesbeeesseeesneeeanneeans 4
1.2 TechniCal REQUITEMENTS........oiitiiiiiiieitee ettt b e bbbt sb e e b sb e e sbeesbe e st e e sbeenbeen 4
IR B 11 o] o Lo} S PRSP 5
2. Logging into the ORIMS POITAL.........cccioiiiiiiiii bbb bbb 6
2.1 Logging into the ORIMS Portal and First TIME USEIS .......c.covuiiiiiiiiiiiie it 6
2.2 Resetting your ORIMS POItal PASSWOIT .........coiviiiiiiiiiiitieiie ittt 8
3. Managing FINANCIAl RETUMNS.......cuiiiiiiiiiti ettt bbb e snees 10
3.1 Completing and Submitting a Financial Return via Data Upload.............cccccvevieeiiniiiie s 11
3.2 Completing and Submitting @ Return ManUAITY ............ccoooiiiiiiiiiiei e 18
3.3 Viewing a FiNAnCIal RELUIT .......coviiiiiiiii bbb bbbt 20
KBV 1= a o T =t o] TSR 25
3.5 Correcting Validation Errors on a FinanCial REtUIMN.............ccvviiiiiiiiiiiee e 25
Y 1Yo T T o Lo] TSR 32
5. VIBWING DOCUMENTS ...eeiuiieiiie ettt ettt ettt e e st e e st e e st e et e et e e ssb e e s te e e teeesbeeesnteesnteeanteeenteeessneesneeeanneeans 34
T - T o T g To I 01U I =] USSP 35
7. Creating a User in ORIMS POIal ...........coiiiiiieeiie i se ettt e stae e e st e et e e snae e snraeanneeans 37
S T /- T o T g To A\ o] 1 [0 L o] SR PTI 41
LS oo o 1 T T LU PSSR 42
10. Tips, Tricks and TroubleSNOOtING ........cviiiiiiiie et sabe e be e e re e e srae e snee s 43
OIS - AV o I 0T Yo GRS S 43
10.2 MICKOSOME EXCEL ...ttt bbb bbb bbbt bt b e b b e b e b nre s 43
10.3 Two Users Working 0n the Same REIUIM.........oiiiiiiiii it 43
10.4 PrINTING REIUIMIS ..ottt sttt se et s e s s s s e e s e e s e e st e st e e st e st e e nbe e s beenbeenbeenbee e 43



1
>

2 "4’ Online Reporting and Information Management System

- 03

3 &
s

1. Introduction

The Online Reporting and Information Management System (ORIMS) application provides secure access
for entities regulated by the Central Bank of The Bahamas (CBoB) to submit regulatory returns. With
ORIMS, entities have the ability to complete and submit returns, request a return submission, view
reports, view documents and manage user details.

The first time you access ORIMS, you will be required to set up your account, which involves setting
your password and preferred language.

1.1 Using this Document

This document uses the following conventions to increase clarity:
o Bold text indicates a selection or data field to be filed in.
o lItalics indicate a reference to a section within this document or a page within the ORIMS Portal.

In addition, there are three (3) types of sidebars, each identified by an icon:

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

l

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

LILTITETHY | warning — These sidebars alert you to something important that can affect your ability
to use ORIMS.

1.2 Technical Requirements

For best performance, the following technical requirements are recommended:

o Microsoft Internet Explorer version 7 or above, Firefox version 4 or above, or Google Chrome
version 10 or above;

o For viewing your forms in PDF (and printing where signatures are required), you will need a PDF
viewer, such as Adobe Acrobat Reader (version 8.0 or above);

o Forms can be exported as spreadsheets. For this you will need Microsoft Excel 2003 or above
(the viewer application for Excel will also work);

o Cookies enabled; and
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o JavaScript enabled.

Note that the ORIMS Portal has been tested and certified with the specified web browsers listed above.

1.3 Support

If you encounter an issue or problem with the ORIMS Portal that isn’t covered by this Guide, you can:
o Contact your organization’s Financial Reporting Administrator (FRA
o Contact CBoB at : orimshelp@centralbankbahamas.com
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2. Logging into the ORIMS Portal

This section outlines how you can log into the ORIMS Portal, change and reset your password, manage
your personal details to ensure such information is current and accurate and choose your language of
preference to access the system.

To log into the ORIMS Portal, you need to access the ORIMS Portal website provided to your
organization by CBoB. Once connected, ORIMS Portal login page displays.

o If you are logging into the ORIMS Portal for the first time, please see section 2.1: Logging into
the ORIMS Portal and First Time Users.

o If you have forgotten your ORIMS Portal password, please see section 2.2: Resetting your
ORIMS Portal password.

2.1 Logging into the ORIMS Portal and First Time Users

To log into the ORIMS Portal

Begin at the ORIMS Portal Login page.

$%  ORIMS Portal Ly fw#w
i o8 .-lm T %

Himnie:

Mol buogod n
Welcome to ORIMS Portal

DRIMS Portal i 2n on line application that manages all of your formal coamunications with yaur requlator Lising ORIMS Portal, you
will be able b complete and submit 2l required refurns on-line. In addition, you will be able to ses your comparny's profile — the current
nlurriabon hoeld by e wegulalbor aboul your comperny — and keep il op Lo dale

| aecess ORIME Porlal, please enler your ascoane and password below (presseond es case seresilne),

Lkermame

o
Login
1. Enter the email address used to create your user account in the Username field.

2. Enter the password that you received in the email when the account was created in the Password
field.

3. Click Login to continue.

Incorrect Login Attempts:

After three or more times of incorrect login attempts, your account will be locked out.
If this happens, you can click the Forgotten Password link to reset your account. See
section 2.2: Resetting your ORIMS Portal password.

4. If this is your first login, you will be mandated to change the password for security purposes.
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ORIMS Portal ey ww
A |

Update My Password

Hame

Mot lonoed in

You must update your password before continuing.

Vel persswonds conlan 1 capilal keller, 1 small lellen, 1 nombe and 1 specil characlen oo, #871%) 1Umuosl be al leasl & chaaclors
and nat mnee than A0 characters with no blank spanes

®

Current password:
Nuw parssnond.

Canfirm new password:

5. Inthe Current password field, enter your temporary ORIMS Portal password.
6. Inthe New password field, enter a new ORIMS Portal password.

. Passwords:

Please ensure that your new password contains: 1 capital letter, 1 small letter, 1 number
and 1 special character (e.g. #&*!$). It must be at least 8 characters and not more than
30 characters with no blank spaces, otherwise it will be invalid.

7. Inthe Confirm new password field, re-enter your new ORIMS Portal password.

8. Click Save to set your ORIMS Portal password.

0 Organization Selection:

In ORIMS, you can be associated with more than one organization (e.g. a Public Bank
& Trust Company and a Restricted Nominee Trust Company). 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.

ORIMS Portal o 2 WW
o £ ™

Nol lugged 1n

Select company

You huve aecess W more Ban one company. To chousz an company (o work with, please sclea e company mame from the list
halow

Company name: Pluast sulecl an cumpany bt

Login

2. Click the drop-down menu.

3. Select the name of the organization you want to access.
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4. Click Login.

If you are a First Time User, you will be prompted to review your user account details.

TP IR

Iloma | Draft Retums | Submission Raports | Documents Manage Users My Detalls

flelp Lagout
Laterz Carey Mcphee, Test Bank 1 (Chznge) View/Cuil My Delails

% upddare My Pasoward
My User Dstails oo R

Revievs your user acnount defzils bedow To update, please enter new details and dlick the update hutton

First name g

Sumame: Carcy-Mcphee

mail address | OCarey@centralbankhahamas, com | *

Tedephone number:

Wiematcaal  Area cace Nusmbes
Lipdate
Assigied peimmssions foles.
CompaniesForRepartsUAT Group Finanzial Reporting Administrator, Finanrial Reparting Oficer, IR

5. If your user details are correct, click Update.

2.2 Resetting your ORIMS Portal password

The ORIMS Portal password reset functionality allows you to reset your forgotten password.
To reset your password, you begin at the Login page.

i} ORWMS Portal JI, AR :

Hmnie:
Mol buogod n

Welcome to ORIMS Portal

CRIMS Portal ks 2n on line application that manages all of your formal commenications with yaur requlator Llsing ORIMS Portal, you
will be akle o complete and submit 2l reguired reiume on-line. In addition, yeu will be akle to ses your company's profile — tha current
nlorrabion boeld by e regulalor aboul your company — and heep il up o dale

| o aocess DRIME Porll, plowese enlon your escisrme and password below (paesseond s case scresine ]
Lkermame

Hesswuoed

_Lo;in

Fomatten Passwnnd

1. From the Login page, click the ‘Forgotten Password’ link.
The following Forgotten Password page displays:
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ORIMS Portal ;H;‘;ww_ J = _

Forgottan Password

lipime

Mot logged in

T pecewe by corral 2 new randony generaled passsaord, which wall allow you oocachivale yoo scoounland chvose g new passwod
plRane enter your Bnail address, elow

Cmail address: ¥

Suhmit

2. Inthe Email address field, enter your email address registered in ORIMS.

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

Once steps 2 and 3 are completed, the confirmation page displays.

"Ti’"f o 7 - — e . 1

Forgotten Password

Humg:

Nol legyed m

Your new password has heen emailed to 'lorarsy@eentralbankbahamas rom' You will need to update this when yan lagin for the first
ume.

4. Navigate to your email and search for an email with subject: “Account Reactivation”.
5. Copy the new password and navigate back to ORIMS.
6. Click the Home menu item.

TP -

Welcome to ORIMS Portal

Hmrie

Hol lugged in

RIMS Portal is 2n on line application that managas all of your formal communications with yaur requlatar Lsing DRIMS Portal, you
will be able o complete and submit zll reguired returne on-line. In addition, you will be able o ses your company's profile — the current
wlormabon beld by te wegulalor aboul your company — amd keep L up Lo dale

|6 aocess ORIMS Porll, plewse cnlen your wscimnie and password below (peesseond e cese scrrsibive)
LkEemame”

Pamnwoed

_-LnT;:in
7. Enter your Username.
8. Enter your temporary Password.
9. Click Login.

10. Follow the steps outlined in section 2.1: Logging into the ORIMS Portal and First Time Users, to
change your password, update your user details, etc.
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3. Managing Financial Returns

The ORIMS solution provides functionality to complete and submit financial returns to the CBoB. This
section covers how to complete and submit financial returns, how to view returns, and how to view and
correct errors in a financial return.

There are two (2) ways to complete and submit a financial return in ORIMS. One way is to upload a data
file, which is detailed in section 3.1: Complete and Submit a Financial Return via Data Upload. The
other way is to enter data manually into the system which is detailed in section 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 (2) separate 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 as well as values which should be identical in one form or another.

Depending on how a return is configured 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 ORIMS Documents menu item.

Return Processing

Returns are processed by the application, either online or offline, depending on how they have been
configured. For returns that are successfully processed online, ORIMS displays a page informing you
that the submission has been accepted. If ORIMS detects an error in a return processed online, the errors
are displayed on-screen immediately following the validation process, either upon selecting “Validate and
Save” for structural rules or upon attempted submission for validated rules. For returns processed offline,
ORIMS alerts you to errors via email as well as displaying a new entry in the Notifications section of the
ORIMS Portal Welcome page.

Refer to the List of Returns on the ORIMS information page for more information on returns and how
they are processed.

10
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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:

= = 1 < g .
Form set Folder Repeatable Folder Form Add Section Walidated In Draft MNo Data - Mandatory

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.
Repeatable Folders are only applicable to corporate returns.

Form: a page symbol indicates a section with 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.

Validated: 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 be submitted.

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 may exist.

3.1 Completing and Submitting a Financial Return via Data Upload

Financial returns can be completed and submitted using the Upload Data feature in ORIMS.

] File Formats
l The acceptable file formats for uploading data to ORIMS are (depending on the
return): .doc, .docx

11
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To upload a financial return:

Begin at the Welcome page.

ORIMS Portal "L dwg ll".MR

llame Draft Retums  Swbmission | Reports | Documents | Manage Usera | My Details Ilelp  Logzut
Lalera Carey-Mopliee, Tesl Bank 1 (Clriue)
Welcome to ORIMS Portal

You have successhully logged in. You can now use CRIMS Fortal to complete and submit all required retums on-ine.

You should regulady check that your company profile is up to date by dlicking on ‘Company Profile” on the menu above. If any detalls
v your profile @e ool el dale, you shoubd vontact your regulator,

Draft raturns that are ready for completion can be found by clicking on *Draft refums” on the manu above.
When your refurns have been completad, you must use the “Submissicn” functionality to finally submit them.
With ORIMS Portal, you arc also ablc to:

« |'nnt submitted retums where signed hard-copies are required.

« View and print previous submissions.

= |'arbialy complete relums and retumn to them at a later cate.

= [Request a rezubmissicn of returns where you become aware of mistakes.

For urther information on how to usc CHIMS Fortal, plecase cick on the help bnk inthe top nght-hand comer of your screcn.

Click the Draft Returns menu item.

[, S0 _‘ -

Homa | Uraft Hetumne | Submession | Keports  Documents | Manage Usars My Liatails Halp  Logowt

Latera Uarey-Mcphee, |osl Bank 1 (Chanac)

Draft Returns
The refurns listad below are in draft and can be compledad pricr to submission to your [}
RS Monlhby CRED00M4 | [4 Ne Data Mmzend | ms Y

Return Revision

The revision column of the Draft Returns page displays the current version 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.

12
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2. Click the return name to be completed. Note from the screen displayed below that the symbol for
No Data — Mandatory is shown against each return name.

T
=

2715 ORIMS Portal
pren

llome  Draft Retums

0T

Submizsion Reparts | Documents | Manage Users | My Details lelp  Logout

Latera Carey Mcphee, | est Bank 1 {(Change}
Draft Return

Mease select a section to complete. You can partially complete 2 section and save it in draft for completion later. You can also view
sechions in FLUF format.

Cnee all serfions are rompleted and validated the refum can be submitted using the "Submit retum® functionality under the
"Submission” menu.

E
@ ¥ @ B B

Form set Folder  Repeatable Folder Form  Add Section Validated In Draft Mo Data Mandatory

ERS Manthly Status: No Data
ro— (i)

@ # lctalLabiics  Lsabiktics & Gaprtal Heserves kit | View | 5 16

# Form2 Form 2 Edit | View | %5 | &3

@ # Ofh Assets & Other Assets & |iahilfies Felit | View | 5 | 15
Liab.

] # DepositBase  Analysis of Deposits by Depasitars Edit | View | 5 |

# FICResident  Analyeis of Foreign Cumency Deposits of Residerts Edit | View | % | &
Deposits

3. Click the Upload Data link, as highlighted in step 2.

‘ Home | Draft Retums l Submission | Reparts | Documents Manage Users ' My Detalls | Help Logout

Latera Carey-Mcphee, Test Bank 1 (Change)

Upload Data

Pleass select a file which nentains the datz that you wish to upload into 'FRS™ Allowed file typas are” yis, xisx
The file you select will be processed immediately and any validation issues will be displayed below.

Sclect file to upload: Brovise... ‘

Back

13
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Manage Users 1 My Details

M Desktop
4 Downlouds

3 Recant Places

Deselep
Shorleul
13 bytes

Dowinloads
shorteul

R/ hyles

4] Libraries
sl Recent Flaces

: ' Decuinenls Shorteul

. Music 262 bylus

Select g file tc
preview.

% L Pictures

> K videos

4R Conpuler
v @ loral ek (05
» w= Remavakle Disc (7

il numne: v Allhlcs ) ']

| Open I Cuncel l

5. Click Open.

o Incorrect File Format
z Using an incorrect file format for uploading data will cause an error in ORIMS. Be sure
to use the acceptable file formats.

6. Once the upload is complete, the following is displayed indicating ‘successfully uploaded data’.

o o |
bt

| |
| Home | Draft Retums  Submission | Reports  Documents | Manage Users | My Details Help Logout
| ] 1

Latera Carey-Mcphee, | estBank 1 (Change)

Upload Data
Pleasz select a file which contains the data that you vash to upload into 'ERS'. Allowad hle types are: xis, xdex
The file you se'ect will be processad immediately and any validation issues will be displayed delow.

Select file to upload: Suocessfully uploaded data

§ ERS Test Data2 0.5(real data).xls (4402.5KB)

o
=3

14




Homg | Lraft Ketums | Subrmission | Haports | Documents | Manage Uesrs | My Datails | Halp  Logout

| atera Carey Mophae, Test Rank 1 {Channe)
Draft Return

Mease select a section to complete. You can partially complete a section and save it in draft for completion later. Yeou can also view
szcbores w FUF Tonmal.

Cnce all sections are completed 2nd validated, the return can be submitted using the “Submit return” functionality under the
"Hubirmessee T iren.

“iew Uplcad | listery g"’

2 ¥ w B & o - .
Fronmn sat Faldgr Repratahle Folder Farm Arld Section Nalidated In Nrafl NnData  Mandatony
%2 @ ERs Ciear | Upload Data | %
@ @ Tolal Lishilfies  Liabililies & Capital Reserves Clear | Cdit | View | % | &4
@ ® toinl Forms Cloan | il | View | 95 | 23
@ © Oth Assets & Other Assats & 1 iabilities, Clear | Feit | View | 9 | &
Lt
@ @ Neposit Rase Analysis of Deposils by Depasitors Clear | Fdit | View | 9 | %5
rij & FIC Resident Anabysis of Fareign Corrency Deposits of Residents Clear | Rdit | View | ﬁ | ﬁ

return name and the status has changed to “Valid’.

9. Next, hover your mouse over the Submission menu item.

ORIMS Portal

St

Home | Lwaft Hetums .‘.iubmlsann] Kepors | Documents  Manage Usars My Detals

Latera Carcy-Mepher) Submil Rebun

Draft Return Sulimissiun Hislury

ARuyuesl Resubmizshin L
Hieapse selod @ seobon o conpiowe. yoo can parbalby cornpdebe wscobon and saee flom diadl o compleion falern You can also visw
sections in PO format.

Once all sections zre completed and validated, the return can be submitted using the "Submil retum" functionality under the
"Submissicn” menu.

Wiew Upload Hislory g"

@ W @ R & ° J .

Funn sel Fubdir Hupoalebbe Fuldo Funn Add Sochon Valwleled In Lraalt Mo Liala - Marsialony

RS Monthiy

i) ® rs Clear| Upload Datz | &4
E_ @ | ofal | ahites habililies & Captal Hesenees LUllear | bt | Wiew | 2 1 |i_,":
B @ Fonid Foam 2 Cloa | Bl | View | 95 | 2
E @ Oth. Assets & Other Assels & Liabilities Clear | Cdit | View | 95 | 32

Liab.

E & Deposit Dase Anabysis of Ceposits by Depositors Clear | Cdit | View | ﬁ | 2
|'2 @ ST Hesdenl Anahyses ol Furcign Curency Deposabs of Hesdenls Gl | Bl Viow | 95 ] 2

10. Select Submit Return.

Note from the screen displayed in step 7 that the symbol for Validated is shown against each

15
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ORIMS Portal

| Homa | Dratt Retums | Subrnission | FReports Documents | Manage Lzars My Dakails |

Laters Carey Mcphee, |esl Bank 1 (Change)

Submit Raturn

| b reefumnes Lhial s nesady lor submssion e slad Dedow.

Mease selact the raturm that you wish to submit. Acditional validation will then be carried out on the return prior to submission. If the

e peasisioss Uiz walidalivn yonn will lhen b sk o confinen yoor subaission

Hehmn vams

Heleetiee  Hewvigion

Hstumn - x
end date b gl R TE )
ERS Mumilhby ! FRANWHL 01

| 21170014 mmmn1ﬁ| Subuil

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

i
20.F ORIMS Portal
I
| Homa | Uraft Rewme | Subrtesion | Keports  Documents | Mznage Lzars My Detals |

| atera Carey-Mrphee, Tesl Rank 1 (Change)

Submission Validation Issuss

Qur checks have found some issues thal naed to be reviewed before you can submit. Please see below for details.

Plese ermsure gl ‘B tolal sssels on e Tolal Assels & Contingenl
Waming Liabilifies form equals 'BS total liabilities’ on Total Liahiliies & Capital | Liabilities aqual BS Pesiton as al lzst warking day
Reserves form. of the menth.

Ree-subimil. Ensure Bl BS Assels less BS

‘Your return has wamings, but no errors. 'fou may address the above wamings or continue to submit.

Canfinug fo submit |

Printer Frienrily Framnal | Sk esuns in new windy

Submission Validation Issues

return and will see step 13 only.

Note that the warning shown indicates that the B$ Position (that is B$ Assets less B$
Liabilities) has a value other than ‘zero’. This is acceptable for Commercial Banks
only. All other regulated entities should not see this warning upon submission of the

16
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12. Click Continue to submit.

,,;3':—"\*4 THITE y

Home | Draft Retums | Sabmizsion  Repors | Dacuments | Manage Users | My Detalls Help  Logout

Latera Carcy-Mephee, Test Bank 1 (Change?
Submit Return

Your rewm has been validated and can nows ke submitied. Mlease click the "Submif” bution te confirm that you wish to submit this
TEfUMm.

I required, please ensure that you have also provided Ihe printed, signed versicn ofthe i return to yeur Reg along with
any refevant documenis.

Once submittad, 2 retum can no longer be edited, but can still be viewed in submission history. If an emer is subsequently discovered
wou can apphy ta resubmit the refurm using the "Request Resubmizsion” functionality.

submit | | Cancel

13. Click Submit.

| )ﬁ ORINS Portal ﬂLﬂiﬂW

Home | Draft Retums | Submission | Reports = Documents = Manage Users | My Details Help Logout

Latera Carey-Mcphee, Test Bank 1 {(Change)

Submit Return

Your submission has been accepted and is now awaiting approval by your Regulator. When the return is approved you will be notified
by email.

Please be aware that the return may also be returned to you for correction should your Regulator find any issues. In this scenario, you
will also be nofified by email and the refurn will be available again in the "Draft Retumns” area.

You can now view the return in the "Submission History" area. The return can also be downloaded as a PDF document for printing from
this area.

Should you wish to correct any errors in the submitted data you may request a resubmission of the retum using the "Request
Resubmission" functionality under the "Submission" menu

If a virus is detected during upload:

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

If an error occurred:

If your return has errors, they will be displayed on the screen.

17
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3.2 Completing and Submitting a Return Manually

To manually enter a return:

Begin at the ORIMS Welcome Page.

ORIMS Portal

‘ lome Draft Retumns  Submission | Reports | Documents | Manage Users | My Detadls llelp  Lopaut

Lalera Carey-hMophee, Tesl Bank 1 (Chue)

Woelcome to ORIMS Porlal

You have successtully logged in. You can new use CRIMS Pertal to complete ard submit all required refurns on-ine.

You should regulary check that your company profile is up to date by dlicking on ‘Company Profle” on the menu above. If any details
win your profile wie oul of dale, you shoukd contect your regulator.

Draft returns that are ready for completion can be fourd by clicking on "Draft retums® on the menu above.
‘When your returns have been completed, you must use the “Submission® funclionality to finally submit them
‘With ORIMS Portal, you arc also ablc to:

= |'nnt submitted retums where signed hard-copies are required.
= Wiew and pnnt previous submissions.

= |'arbally complete retums and retumn to them at a later cate.

= [eqguest a resubmiszicn of returns where you become aware of mistakes.

For urther informatbon on how to usc CRIMS Fortal, plcase dick on the help iink in the top nght-hand comer of your screcn

1. Click the Draft Returns menu item.

ORIMS Portal

| Homa | Uraft Hetums | Submession | Keports  Cocuments | Manage Lisars My Datals Halp  Logout

Latcra Carcy-Mcphee, | o5l Bank 1 (Changc)

Draft Returns

The returns listed belows are in draft and can be prior to i to your I

Retim

el e Cusdate FDF

Referenca  Revision

L[R5 Monihby CRSI0044 i} No Data arMze0i4 | 2anazos H

| llomz  Draft Retums | Submission Reparts. | Doccuments | Manage Users | My Detail

Latera Carey Mcpnee, | est Bank 1 (Chanae}
Draft Return

Mease select a section to complete. You can partially complete 2 section and save # in draft for completion later. You can also view
sectiane in PUF format.

Onee all sections are completed and validated, the: retum can be submifted using the "Suhmit retum® functionality under the
"Submission" menu.

@ o =) B s - -

Repeatable Folder Validated InDraft  No Data Mandatory

Formset  Folder

ERS Manthiy

Upsiozanl Deata | (85

5
| 5
¥
m
G

[&] = 1ctailabimcs  Labities & Capral Reserves ot | view | T 1S

w Form2 Form 2 Edie | View | T | S

@ w Oth Assets & Oher Assets & iahilfies Felit | View | 25 | 565
Liab.

@] % Deposit Base Analysis of Deposits by Depositars Edit | View | = | @

# FIC Resident Analyeis of Foreign Cumrency Deposits of Residents Edit | View | T 1S

Deposits
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3. Click the Edit link.

4. Enter data in the appropriate fields.
5. Scroll to the bottom right of the return.

ORIMS Portal ” F ‘ W :
B Wl Fi =
Mo Onif Kelmes St | R D mnnls Mang s Halp | ool
atera Carey Mrphee Test Qank 2 (Channe)
Liabliltles & Capital
Reserves Total Liabllitles
Enbily Memm: | el Bewik 2
Reporting Date 31122014

Form 1 Monthly Statement of Liabilities & Capital Reserves

(B$000s)

LIABILITIES

1. Depasits

B%

us%

OTHER TOTAL

a1 | dermand | aposls (Chacking Socoods)

o) Savings Dopeosits

|2} | Diad Deposits:
{1 Up to d manths

(6) L der 6 ercaeefies

lc) Suspense Account

id) Other

9.|Long-term Debt (Tier 2 Capital)

la) Hybrid Debt/Equity

b) Unsecured Subordinated Loan Stock

10.|Shareholders Funds

la) Paid-up Share Capital

b) Minority Interest

11.|Reserves

12.|Provisions

la) Specific

b) General Loan Loss Reserves

13.|Profit & Loss Account

la) Retained Eamings

b) Accrued Profit for the Current Year

14_|Total Liabilities & Capital Reserves

15.|Foreign

Forward C Sale

olo|o|o|o|o|lo|oc|o|o|lo|o|o|jo|o(o|o|o

16.|Related Party Deposits

Back

Save as Draft Validate & Save

At this point the return can either be 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.
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6. Click the Validate & Save button.
Once all the returns have been completed and validated, steps 9 through 13 of section 3.1:
Completing and Submitting a Financial Return via Data Upload are carried out.

3.3 Viewing a Financial Return

Financial 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 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.

T ow AT

Home | Draft Retumns | Submission = Reports | Documents | Manage Users | My Details Help Logout

Latera Carey-Mcphee, Test Bank 2 (Change)

Welcome to ORIMS Portal

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

You should regularly check that your company profile is up to date by clicking on “Company Profile” on the menu above. If any details
on your profile are out of date, you should contact your regulator

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

With ORIMS Portal, you are also able to:

+ Print submitted retums where signed hard-copies are required.

= View and print previous submissions

+ Partially complete retums and return to them at a |ater date.

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

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

1. Click the Draft Returns menu item.

ORIMS Portal ‘JL ﬁ"m

Home  Draft Retums | Submission  Raports | Documents  Managa Users | My Details help  Logout

Latera Carey-Mephee, Test Bank 2 (Charge)

Draft Returns

The retums listed below ar in draft and can be completed prior to submission o your Regulator

ERS Monthly ERSO001S 04 ho Data Mz | nans W
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2. Click the name of the return to be viewed.

e e

Humizt | Fvall Redumes | Sobrmisadon | Reporls | Docomenls | Moage s | My Delil; Hulp | ol
Larlen Cary-Muphier, 1esl Bunk 2 [Cliamge)
Draft Return

Flease salect A section fn complete You can parizly compleds 3 secfion znd save it in drafr for complefion Ber Yoo can alsn view
sections in PO format.

I actinns are completed and validated, the retum ran he submitted using e "Submit refum® functiornaiity under the
"Huhrission” renu

b

L S @ B
Formn sat Frbder Repeatzhle Froider Frrm Add Sertinn Walidated In Nraft NnNata  Mandatory

& EHS Upluaed Ul | €5
[£] # Tomishities 1 iaities & Capital Reserves Falit | View | 5 | 85 .
& » rome Term 2 Cait | View | 95 | 2
|_'| w Cth Asses & Cther Assels & Liabilities Cdit | View | " |

iah

[ _J # Deposit Dase Analysis of Deposils by Depositcrs Celit | View | 95 | B

|j w  HC Hesmonl Aaalyses ol Foeign Careney Deposils of Hesidonls Edil | View '* | g
Deposits

3. Click the View link to view the return, or, if there is more than one return section, click the View

link to view each section separately.

AT

lome | Uraft Returns | Lsbmission  2eports | Locuments | Manage Users | My Letails lelp  Logowt

Latera Carey-Mephoe, Test Bank 2 (CThange)

Form 2 Form2
Crtity Name Test Dank 2
Keporling Late F2E14
Statement of Assets & Cantingent Liabilitiss
($000g)
ASSETS BS uss OTHER TOTAL
1.[Notes & Coins | a
2.|Balance with Central Bank {
3. |Government Sacurities [ 1] L] 4]
|a) Bah Government 0 0 0 Y]
i) | ol e [ [ L] 4]
a) Treasury Bills (up lo 1 year onigioal melurily) i}
b} Long-term Securities "]
i) Externally lssued 0 0 0 a
2} Treasury Dills (up to 1 year original maturity) "]

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

Begin on the Draft Returns page.

1 ORIMS Portal

Home | Draft Returns | Submission | Reports | Documents | Manage Users | My Details Help Logout
Latera Carey-Mcphee, Test Bank 2 (Change)
Draft Returns
The retums listed below are in draft and can be completed prior to submission to your Regulator.
Retum name Reference  Revision Status el Duedate PDF
end date
ERS Monthly ‘ERSB[IOIS‘ 01 ‘ No Data ‘31/12{2014 ‘ 26[03!2015‘ 'ﬁ

1. 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.

Home DlaftRemms‘Suhmission Reports | Documents | Manage Users | My Details

Help Logout

Latera Carey-Mcphee, Test Bank 2 (Change)

View Audit Log

Return name: ERS Monthly
Reference: ERS00015
Creation date: 26/03/2015
Due date: 261032015

Please select a version of this Retum to view.

Revision Status Action Actioned on Actioned by Submitedon  Submitted by

01 No Data Inifial creation La-Tasha Bumside

Back View Comments
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To view a submitted financial return:

Begin at the Welcome page.

y ORINS Portal WJL ﬁ"m

Home | Draft Returns | Submission = Reports | Documents | Manage Users = My Details Help Logout

Latera Carey-Mcphee, Test Bank 2 (Change)

Welcome to ORIMS Portal

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

You should regularly check that your company profile is up to date by clicking on “Company Profile” on the menu above. If any details
on your profile are out of date, you should contact your regulator

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

With ORIMS Portal, you are also able to:

» Print submitted retumns where signed hard-copies are required.

+ View and print previous submissions.

» Partially complete retums and return to them at a later date.

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

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

1. Hover your mouse over the Submission menu item.

2. Click the Submission History sub-menu item.

0 ons poral I "
. "f.,‘.ﬁ&g v"\_,\ﬁ i :

Home | Draft Returns | Submission = Reports | Documents | Manage Users | My Details Help Logout

Latera Carey-Mcphee, Test Bank 1 (Change)

Submission History
Please select a submission to view
Drag a column header here to group by that column.
Retum name Reference | Revision ‘ Status Refum end date | Submitted date
v | v [ 'v"\ e | Tele [ Tv]¥
Submitied For
ERS Monthly ERS00014 10 A 31122014 28/03/2015
Approval &
{ >

Return Revision

The revision column of the Submission History page displays the current version
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.
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i Humee | Tivall Redunes | Sairniadtn | Ru itk | Prcomnls | Moo Do | My Frel ik Hidp Do
Latena Carey-Mopher, |osh Bunk 7 [Chiaoge)
View Retum
Flease ealect A fomn o view
Wi Upuesd Hieslory @P
Koy
e @ i@ ® & e ¥ o
Fomnget  [older  Repeatzble Moider Form Add Section alidated InDraft Mo Data - Mandatory
i:HS'-!\'lullI;f'!
I @ rrs P
@ & TotalLizhilfies  Liabilifies & Capital Resarves wiew | |
@ ® romnd Fomm 2 view | % | 55
L;] © Cth Assars ke (ther Asaats & | iahilties wiew | T |
Liuale.
|_."] © Neposit Rase finzlysis of Depasits by Nepositars iew | ) | 3
|i] © FIC Rasident finzlysis of Fareign Cmenny Depneite of Residents, wiew | T | 2
Uepsals

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.

To view the audit log of a submitted financial 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.

| |

| 1hame | Dwaft Retums  Submission | Reports  Documents | Manage Users My Detalls Ilelp  Logout

Latera Carey-lcphee, Test Cank 1 (Change)

Wiew Audit Log

Retwm name: CRES Monihby
Reference FRS0ON14
Crealion dale: 260 W2015
Tue date LY 1 1

Plowre subeel o version ol s Hoelarn b v

Acten 2 4 on “submiled an Subrmtled by
Submitted Cor Submit retum for RN I atera Carey FATAPIG

10 | atara Camy
- Approval 1Yy appoowval 2L PM ephes: 200600 PM Mrphes
Dack Wiew Comments
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3.4 Viewing Errors

To view errors:
Begin at the Welcome page.
1. Click the Draft Returns menu item.

Drall Relumes | Laorhirniezd l Repmls  Doowmends l Blumage Lkans My Duduils

el

Help | ogooml

Latera Carey-Mcphee, Test Dank 2 (Change)

Draft Returns

The refurns listed below are in draft and zan be prier to ission to vour [

ERS Monthly | FRea0M vabd @) | 31Mzo0M |samannn

2. Locate a return with an error icon next to the status (red circle with an exclamation mark).

3. Click the error icon or the status to open the Validation Issues page.

o o IR

3.5

1
Hmne Tl Refuris I Suabimis i ! Rk, | Do imsais | Mg U, | My Tl Helj agaul

Lalea Carey-Mophee, Test Bank 2 [(Clhionged

Validation Issues

This, rediim weas suhmitted with ermors andior wamings which zre displayed below

1. Hlease cnsue bl "BE bolal aszels’ on e ol Assels 8 Conbngenld
Waming | | iabililies, farm equals 'AS tolal lizhilities’ on Total | iahilities & Capital
Reserves fomn

He-subnal Ersme Uil B Asscls o B
| iahdlities, aqual A& Fozition as af I3t
wnrking day of the month

2 Mesrse cosune el "BE hlal asscels® on e | olal Asscls B Conbingent
Waming | | iabilifies, faorm equals 'AS todal lizhilities' on Total | @hilifiee & Capital
Reserees formn

B Plesse cnsune al "okl assels’ on e | olal Asscls & Conbigenl Deibililies

BN o squals ftal liahilities! on Total | iabiities & Capital Reserves farm

He-subnil. Ersme el B Assols los: B
| iahilities, emual A% Pozition as af l2s
wnrking day of the monih

H-subnnl Eresme el | okl Assels cgual
Tatallizbilities

4. Mease ensure that total assets’ on the Total Assets & Confingent Liabilities

L larem cguals olal babdbcs" o | olal Labalibees & Capill Hescrees o,

Re-submil. Cnsure thal Tetal Assets equal
Folal Lizbshbues,

0 Pleane ensure that 'rotal liahdlities! antha Statemant of | iabilities, & Capital
Crrar TReserves form equals 'the detailed breakdown of total liabiliies' on the
Tolialon fly-Wesee Arvadyesrs ol Liabilsbos amid Acssels oon

Re-submil. Cnsure thal the breakdown for
“Tolal hatalibes by reduily’ es conecl

i Pleane ensure that 'rotal liahdlities! onthe Statamant of | iabililies, & Capital
Crrar Reserves form eguals 'the detailed breakdown of total liabilitizs' on the
Moliabnt sly-Weses Arvesiysis ol Lasllslcs amd Acsseds Toon.

Re-submil. Cnsure thal the breakdown for
lolal hatahbes by reduiby” es conecl

T Pleane ensure that 'rotal liahdlities! onthe Statemant of | iabilities, & Capital
Crar Reserves form eguals 'the detailed breakdown of total liabilities' on the
Inlerest Hele Soresbvily of Lebnbbos and Assels [oonn.

Re zubmil Frisure thal the hreakdown for
"iotal liabiliies by inferest rate sensitvity' is
curreel

A Please ensure that 'rotal liahilities onthe Statemant of | iabililies, & Capital
Cirar Reserves form equals 'the detailed breakdown of total liabilities' on the
Inleeest Hele Soresbvily of Leduibios and Assels (onn.

Re zubmil Frisure thal the hreakdown for
‘fotal liabiliies by interesl rate sensitivity' is
cureel

# Pleane ensure that 'RE fived depnsite dus fo O Fis' on the Statement of
Crror | Liabililies & Capital Reserves form equals 'DE fived ceposits due to OLTIs' on

Re-submit. Cnsure that 0% ixed Due 1o

Correcting Validation Errors on a Financial 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. Cross-validation errors can also occur.
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ORIMS Portal qﬂl‘“m

|
| Homa | Uraft Hewms | subrssion | Heparts | Dacumants | Manage Usars | My Dataids Help  Logout

It

Latera Carey-Mcphee, Test Dank 2 (Change)

Submission Validation Issues

Qur checks have found some issues that need to be reviewad beforz you can submil Mlzase see below for cetzils.

FAadchibonis| ndonsshon

Fhusese cresure Ual 'B$ okl assels on B olal Asscks & Conlngenl Hu-subrsl. Ensune hal BE Asscls s BS
Wy Liabnlilses oo cgoals "BS ol habilibes' on okl Lebalbes & Cagilad Liabahbies cgual BE Pusibon as al el
Reserves fom. working day of the menth.
aor Ploaise cresure el Wolal asscls” on e okl Assels & Conlingenl Liabelibes Hu-subml. Erswne: thal Dodal Assrls coual
B couals Lotz halebbes” on | olal DaEnliles & Capibal Heseres o | ozl Lsbolibies.

Fihemaise enmure gl Wl hebliles” on B Slalerenl ol Liabdibes S G lal
E=iT ] Hesuovis (o coguils ‘e doelubed Dreakdown of Wlal habibbos on B
Ialunily-\Wiese Aneilyses ol Lidallos oo Asscls fonn

Hue-subrnl. Evswie Bl L bieakdw o
‘total liabilities by maturity® is comect.

Ple|age ensure that ‘iAal izbiiles” on the Statement of Liabiimes & Capital He-submit. Lnsure that the breakdown for
L Iesserves [onn equals ‘e delabed Dresakdown of Wlal abilies’ on Bk ‘Lol hatallres by mleresl el seresinby” s
Il Hale Sensibvily ol Lababbios and Assels fonn: ool

Mease ansure that ‘D% fixed depasits due to OLTs" an the Stalement of
Lrror  Ligoiibes & CGapital |eserves lomm equals 'U% iked ceposts dueto OL1 1s' on
Aaglyses ol rler-dmam ol 3 e

Hu-subrl. Ensune hal BE R Do o
CLrMs on both forms agres.

Crinter Criencly Cermat | Show annre in newe windoe

To re-validate a return entered via data upload:

o Errors in the data:

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

Begin at the Draft Returns page.

b
Q ORINS Portal %

bt
e

Home | Draft Returns S\lhmission‘Repurts Dnmments‘ManageUsers MvDetaiIs‘ Help Logout

Latera Carey-Mcphee, Test Bank 2 (Change)

Draft Returns

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

Refum
end date

Reference  Revision Status

Duedate  POF

ERS Month ERSO0M5 | Q1 Vaid @ 3112201 26032015 ﬁ

1. Click the return name to open the return.
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|
e TR

| ([ | Dol Rmlinms  robriivsinn | Fmpmls  Tomusmmeds | Manacm Uoses | Sy Bodail

Latera Carey Mcphee, 1ett Hank 2 (Change)

Draft Retum
Plesmec: st s sedfion o cormplets Yenn csan partialby complele: ssonfion smd saooe i in o oo ooomploetion balar Yo ean ko viow
scchions in FLF format.

Oneaer aall semclimees zne carnplotod ared validated tbwe restonn cem bee ssulwitleed ssiong the "Sotimil reboen® Tunctianeality oes e
"Faibrnriscsion” e

Wicw Upload History g“‘

L i E o ” "
Iommsel  lolder  |depeatable | older  lomm  Add Sechon valdated  InUratt  MNoUam Mandaery

RS Manthly

il ® eRs Ciear | Upioad Lt | 29
@ & Iotal Liabames Liabdties & Capial Heserves Clear | bt | View | T 1 8
@ & Fuan? Franen 2 Chisar | Fill | Wiewe | 92 | 35
[f] & onnesecs otnernsees & Liabanes Clear | bt | view | 5 1

Liab.

@ & Depesil Basar Aralysics af Dupuesils by Tt Chsar | Bl | Wi | 92 ) 35

| 11ome | Dran Retums j Subirniagion l Reporta  Documents | Manage Usera My Detaila | Vielp  Logout

Latern Carey-Mcphee, Tes Dank 2 (Change)

Upload Dalta

Please sclect a e which containa the data that you vash to upload mito "LIE . Allowed Tic types arc: xla. xiox
The file you select will be and arny i£2Ues Will e displayed below.

Dbt files 0 upload Brovas..

Back

3. Click Browse to navigate to the appropriate corrected file.

4
e
‘ Hame I vUraft Keturns ‘ Submission Keports l Documants

4 | Tavorites 7 Deselep
- Desktop Shorleul
443 bytes
Jo Dewnlouds

&5 Recant Places Dowmnicads

Shorteul
R byles
- ] Libraries
"‘,‘ Recent Flaces
© o5 Dewuinenls N Shorleul
+ o Music 262 bylus
= & Pictures
» B videos

Select & file tc

previcw,

B Compuler
S & Voral ek 05
 —= Remavakle Nisc (7

TR - Alhies i -|

Open Cuncel

4. Select the appropriate corrected file.
5. Click Open. The file is uploaded.
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o Manual Correction
l If the return has an online display, you could also make the correction in the return
manually in the web form.

To re-validate a financial return entered manually:

Begin at the Draft Returns page.

ORIMS Portal

My Dulails Help Luguul

Subirmissivi | Repurl: | Ducumianls | Maniays Ussie

Diall Relums

| atera Carey-Mepher, Tral Rank 2 (Change)

Draft Returns

| o returns lished bebows are 10 dralt and can be o pror o o your He

Retum name Reference Revision:

[k

ERS Monitdy ER500015 01 Walid i | JH2T014 | 264032015

1. Click the return name to open the return.

o e P TR e

Maasties Er . | My Dl ik Hilp Lo

Dl Bedunes | Sabirniszdm | R pmrks. | Dacimenis

Himier

Latenan Carey-Mophey, | osh Bunk 2 [Chiaoge}

Draft Return
Flease salect A section fn complete Yoo can parfizly compdeds 3 section and save itin drzft e completion 3fer Yo czn slao e
sectians in POl format.

Onrs all sacfinns are completed and validated, tha retum can be submitted eeing the "Submil retum” imcrionality under the
"Huhrission' ren

Wicw Updosd Hieslony ‘;'2‘

@ ¥ W B B

Formn s=t Fribder Repeatahle Froider Form  Add Secfin “Walidated In Mwafi N Nata  pdandatory

Claar | Upinad Nata | 35

i) @ FRs
|£] © Totallishilfies. | iahilfies & Capital Resenves, Clear | Felit | View | 5 | 5
& rom2 Ferm 2 Claar | Cdit | View | '8 | %2
® UlhAssels R Ol Awsls & Litilibes Clesaar | kil | View | 15 | 25
Liab.

2. Click the Edit link.
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ORIMS Partal

Home | Uraf: Hemumns | Subrisscan | Heports | Docureents | Manage Users My Detods
| s Canespdncphuee, Temd Rank 2 (Charge:)
Liabilities & Capital
Reserves
Entily Narnz Tusl Bank 2

Rupomfing NDale: 3132014

BT e

Help  Lagout

Total Liablltles

e Monthly Statement of Liabilities & Capital Reserves
(B$000s)
LIABILITIES 1 B% uss$ OTHER TOTAL
1Dy it: 1 150637 1,108 3446 157 AL 2 545 730
e} Dennaned Nsposibs (Ghescking Acommnis) 433473 240 TEA 13,910 7O7 154!
br) Srwing= Mepoasils 174 127 5 dfid A0 M | .1!?!1_599
v Fized Duposils. 601 927 42 A1 A30d | 1 007 089
i) Upto J months 283,504 A8, BULY 82,48 | ‘._5)1’2,_866_
(W) Up io & months 114,420 A0.020 13,4 67, F2Y

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

To correct cross-return validation errors:

As validation rules validate data within a return and across returns, correcting cross-return validation
errors involves working within multiple returns. In the following examples, three of the return forms
being submitted need to be corrected. While the statement of Assets was submitted successfully, the
statement of Liabilities and the Inter-Financial statement failed as one of the data points does not agree.
Therefore, to correct the data, the two statements have to be corrected.

Begin at the Request Resubmission page.

T o LA -
Himise | Tivafl Redunes | Sabrndedon | Reparte | Ducomsnls | Mg Ui, | By el Hidp |...|.:.:

Latlenan Cary-Muphior, |est Bank 1 (Gl

Request Resubmission

Select the rewm that you woule like to request a resubmission for.

Resihmissinn requests may he granted sutomatically ar may require review oy your Regulatar, based on the reasons you provide an
U nod pesgee. 1 yown ook nesssn iegus areled, you will be nolled by eroel and Bwe retoen will appeas mehe "Deall Helaes™
amra whers wou will e able o odib b bebore resutarssion.

Showing retums frem: 2014 |
Drag a column header here ko graup by thet column
Retum name Reference Revision RE’:::fm Nue date A finn
| v ¥ v -~ ¥ -|w
EHS Manlily ERSUUL14 ] SMAZIE | BRUHAE Huguest
- 4 g ¥ i & Resubmission
<

>

1. Click the Request Resubmission link in the Action column for the ERS Monthly.
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Resubmission Requests:

-,

Resubmission requests are not automatically granted in ORIMS. You will be notified
once the re-submission request has been approved.

S T

llome | Draft Reums | Submisslon | Reports  Documents | Manage Users My Detalls llelp  Logout

Latera Carey-Mcphee, Test Dank 1 (Change)

Request Resubmission
Flease eoler B reasons you would ke o ooesubeol Bes b

Return name: RS Monthiy
Hewrsion ol rebun 1.4

lReasons for resubmission:

Send Request Canrzl

2. Enter a brief explanation for requesting the resubmission in the Request Resubmission page.
3. Click the Send Request button.

o =

{0k ORIMS Portal Iy Iﬂ'

Hume | Duall Relumes | Sobrmezdon | Repark. | Doomeals | Moasage Hses My Dol ik

Hep doged

Lz Carey-Mephiee, st Bank 1 (Chiange)
Request Resubmission

Are you sare yau would Bke to request resubmission of "FRS Manthiy"?

Conlinn Cancel

4. Click the Confirm button on the confirmation page. The ERS Monthly is now ready to be
corrected and re-submitted.

ORIMS Portal AR

lipme Draft Retumns | Submission Reports | Dotuments Manage Users | My Detalls

slp  Logout
Latera Carey-Mcphee, Test Bank 1 (Change)

Reaguast Resubmigsion

Your request to resubmit "CRS Monthly" has been sent and is being processed.

5. Once, the re-submission request has been granted by CBoB. Click the Draft Returns menu item
to open the Draft Returns page.

6. When re-uploading the corrected data, the following dialogue box will appear, click the Yes
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button to confirm the deletion of the data and to allow the revised file to be selected.

I e
o i ] *

Hume | Dall Retwms | Sulimiwsion | Reporls | Documenls | Madge Users: | By Delbs Help Luguut

Latera Carey Mcphee, Test Bank 2 (Change)
Draft Return
Please selact a secfion bo complete. You can pardally complele a sechion and save itin draft lor completion later. You can also wiew
sections in POF format

Oz all sechions ae conipleled and valdiled, e relum can be submelled wing e "Submil relumn” foncionabty oder e
"Huhmission” ment
Delete Data x
View Uplozd History
Do you want to delete all existing data before uploading a now file?

e

Formset  Folder  Reg Yeg N fi. NoData - Mandatory

4
& ERS Gicar| Upload Data | &%
[5] ® TotalLichilbies  Liaiies & Capilal Reserves Clear | Edt | View | % | 5
| J © Fomnd Fuimm 2 Clean | Edil | View | T8 | £
i '_] @ Oth Mssets & Other Assels & Ligbilities Clear | Edit | View | T | &5
Liab.
i_ E] & Deposit Base Analysis of Deposits by Depositors Clear | Edit | View | % | %

7. Then steps 3 through 13 of section 3.1: Completing and Submitting a Financial Return via Data
Upload will apply.

i

Manual Correction Re-submission

If the return has an online display, you could also make the correction in the return
manually in the web form and request a re-submission. In this instance, you should
follow step 7 of section 3.2: Completing and Submitting a Financial Return Manually.
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4. Viewing Reports

Reports are viewed from the Reports menu item. The following information details the different ways
reports can be searched.

To view reports (using the report name to search):

Begin at the ORIMS Welcome page.

ORIMS Portal ‘JL. ﬁnm

lipme  Draft Retumns | Submission  Reports | Documents  Manage Uisers | My Detalls Ilelp  Logout

Latera Caray-Mephee, Test Bank 2 (Charge)

Welcoma to ORIMS Portal

Yo D successiuly ogyed o You can e wse OHIME Holad o cosmplebe aod subiend el noguired relosnes on-hns,

“ou should regularly check that your company profile is up fo date by dicking on "Company Prefle” on the menu above. If any details
won o prodif e oul ol dube, you shoukd conlad your rogukbon.

Ll pzlunes el are ieady lon compicon can be lound by choking on *Deadlaclures” v De menu abave,
When your returns have been completed, you must use the "Submissicn” funclionality to finally submit them.
Wil OHIMS Poalal, you e efso abic Lo

= [rint gubmitted retums wheare signed hard-copies are required.

= Wiew arsd punl prewous submnessons.

= Partially complete retums and retum to them at 2 Later date

+ Reguest a resubmission of retumns whers you become aware of misizkes

[er further informnation on how to use ORIMS Portal, plzase click on the help link in the top righi-hand comer of your screen.

1. Click the Reports menu item.

LT - | = 1l
(% ORIMS Portal ny E
A [ 4 Y
Hume | Duall Belume: | Sobirmiaden | Reperds. | Dacomnts | Masoge D | By Del ks Hilp Lo
Lulean Carey-Mophiey, |osl Bank 2 (S}

Search for Reports

Flease enter srarch criteria to find the reports yon wish to view 1 no search criteria is antared then all reports which o have anoees
1o will be retumed.

You ran use "W a5 3 wildeard, e g enteriog 'AR" will return Al records where the text begins with 'A'
Hepal name.

Report typed s

Rt =), [ ABS Fomset [Jinterest Rate Report
(Aagragates) ; Ly B$ Puabicn o
T ERS - Grodil Uniores Cexs
Cies [ wouky
Fublication date ranges J
)
Riecnms per page: [

2. Enter the report name and click the Search button. The report title displays at the bottom of the
page.

3. Click the report title. The report opens for viewing.
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To view reports (using the return type to search):

Begin at the Search for Reports page.

1. Click the box next to the appropriate return type (or types) to be searched. A check mark displays
in the selected return type(s) check box.

2. Click the Search button. The report opens for viewing.

To view reports (using the publication date to search):

Begin at the Search for Reports page.
1. Select the ellipses button at the end of the Publication date ranges field. A calendar displays.
2. Select a start date for the range.
3. (Optional) Select an end date for the range.
4

Click the Search button. The report opens for viewing.
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5. Viewing Documents

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

To view documents:

Begin at the ORIMS Welcome page.

=
ORIMS Portal l* ﬂﬁ. ;
Dretally

|ipme  Draft Returns | Submission | Meparts | Dacuments | Manage Users | My Help  Lagout
Latera Caray-Mephee, Test Bank 2 (Change)

Welcoma to ORIMS Portal

Yuw D sucvessiully jogyed m. You can now use ORIMS Poelal o complele aed solael ol regooed velones ondne.

You should regularty check that your companmy profile is up to date by clicking on ' Company Crofile” on the menu above. If any details
oon o prodiie enee ool ol dabe, you should contacl your wgola o

Miraft returns that are reardy far campletiaon can he frd by chcking on “Teaft retums” onthe meni above
Whn youn elurns Trwe been complebed, you raeskuse e *Suboesson® lagcbonabily b ey subnl Bem,
With R IMS Prwrtal, you are also able b

= Fronbsubemibed celurres wheere sioed bard-copies aic rogumol.

= Wiew A print previnos sehmissions

« Martially complete refums and refum to them af a3 later date.

+ Hrguesl o esabamession of wdues where you Deoome avwane of mslahes.

For lurther mfumaborn an fosy b oese DHIMS Hoclal, please ock an B el imbon e op aghl-hend corne ol o oo

1. Click the Documents menu item.

ORIMS Portal 'll,. ﬂww |

llome | Draft tetums | Subradssion | Reports | Documents | Manage Users | My Detalls llelp  Logout

Laterz Carey-Mcphee, Tesl Dank 2 (Change)
Documents

Mease sze below for a list of documenis available for downioad.

i | 1o L] —

= [ pocurments

[4 portal Dacumants

Double-click the Documents folder.
Double-click the Portal Documents folder.
Double-click the specific folder to be viewed.
Select the document to be viewed.

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

N o gk~ DN

Click the Open button. The document opens for viewing.
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6. 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 Financial Reporting
Administrator (FRA) to ensure that these user details are updated in ORIMS.

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

To edit your user details:

1. Hover you mouse over the My Details menu item.
2. Click the View/Edit My Details sub-menu item.

ORIMS Portal . ‘WW

Hume Diall Reluins | Subrmission | Repurls | Documenls | Manage Users | My Delails Help  Lugeul

atera Carey Mcphee, Test Rank 1 (Change VieWEdic My Detalls

My User Datails Updatz By Massword

Review yaur nser account detzils below To update, please enter new details and click the updata biitton
First name: Latera

Surrriee Carey-Mophee

Ernail address LOCarvygdeenialbanidat pmias.com ™

Telephene number
mtenstional  /uea code Wumbar

Updale

Nssigid permssans Ooles

CompaniesForReporstAT Group Financial Reparting Administrator, Financisl Reporting Officer, IRS

Enter your new telephone number in the Telephone number field.
4. Click the Update button.

To view assigned permissions:

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

2. Click each tab to view information about the permissions assigned to your role.
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Role Information rinancial Reparting Administrator

Forim Acoess iFunLLiuuLliLy Avaess

hwe dosere sels Usal B Role geants peanessson W,
= ARS Frrmset

S
* ERS - Giedil Unores
« Weekly

+ Interest Rate Report
+ Daily D5 Position

To change your password:

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

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

L 1] | e
: il J |

| Homa | Uraft Retunns | Subrission | Heports  Cocuments | Manage Users My Detals | Help  Logowt

Aalers Carey Mephes, Tesl Rank 1 (Change)
Update My Password

Valid passwords contain | capital latter, 1 smell letter, 1 number and 1 special character [e.g. #&93%). It musl be atleast O characters
anied ol reore Lheame 30 characlens with oo Blanh spaces.

Current passwand-
Muw parsswond.

Confirm news passwornd:

i Bawe

3. Inthe Current password field, enter your current password.

4. Inthe New password field, enter a new password.

Valid Passwords:

Please ensure that your new password is at least 8 characters but not more than 30
characters and contains: 1 capital letter, 1 small letter, 1 number and 1 special character

(e.g. #&*19).

5. Inthe Confirm new password field, re-enter your new password.
6. Click Save.
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7. Creating a User in ORIMS Portal

The Financial Reporting Administrator (FRA) can create additional users for the roles of Financial
Reporting Officer (FRO) and IBS Officer, who will also have responsibility for editing/submitting
Returns. These persons can be assigned a role and they will then have access to that entity information

only. An 'activation' email with a randomly generated password is sent to the email address of the new
user.

To create a new User:

1. Hover your mouse over the Manage Users menu item.

ORIMS Portal “‘Uﬂ.l ﬁwm

llome | Draft Retums - Submizslon | Repors | Documents  Manage Lzers My Detalls lelp  Logout

L Camrey-Muphee, 1osl Bank 1 (Change} Lroats Liser
Wiaw/Edit L
Welcome to ORIMS Portal sttt

oo beave sucressdully ooped e Voas can e ase CHIME Poelal e cormplede aed sobonl Al regumed reboroes on e

¥ o should seaplerby etech Wil yoo connpsary probie s op o dele: Sy clekeg on Doy Proble” o e oeoo alewe: 1y tidaks
on your profile are cut of date, you should contact your regulator.

Mraft returns that are ready for completion can he found by clicking an “Nraft retums" on the menn ahove
When your refurns hava bern complated, you must use the " Submission” funciionaling to finally shmit them
Whilh DIHIMS Forlal, yow ane also atbibe o,

v Fronb sobrrallo reborres whice sigred bard-copecs sac ieguires,

» Wiew and print previous submissions.

v Parbalty complete reluoes and selums b ool e lalben dele.

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

For further information on how to use ORIMS Portal, please click on the help link in the top righi-hand comer of your scrocn.

Naotifications

L

2. Click the Create User sub-menu item.

A screen is displayed to enter the details of the new user and roles which can be assigned to a

particular user.

Himne Tl Relurees | Submiission | Repurls | Docmeenls Manags U My Dkl el Tangaul

*  ORIMS Portal ny

il

Lalia Carey-Mophor, Tesl Bank 1 (Change)
Create ORIMS Portal User
This functionality Allows you to create users with aoress to ORIMS Portal Please enter the details for the new user
Fush mame,
Sumamse
Cmeil address: %

loplione ke

Ileimalional A code Humiliu

Permission
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Enter the First name of the new user.
Enter the Surname of the new user.
Enter the email address of the new user.
Select the Permission.

N o g k~w

Then click Create.

An automated email notifying the new user how to access the ORIMS Portal will be sent.

To View/Edit a User:

This functionality allows the FRA to view the other users who have access to the entity. The details or

permissions of users can change over time therefore, the FRA can edit the details of the entity users.

1. Hover your mouse over the Manage Users menu item.

llome | Draft Retums - Submizslon | Repors | Documents  Manage Lzers My Detalls lelp  Logout
Lelcnar Cemrey-Rcpiier, Losl Bank 1 (Chapge} Lraate Uisar

Welcome to ORIMS Portal iew/Ldit Lser

oo beave sucressdully ooped e Voss can e ase CHIME Poelal e cormplebe g soton Al regumed rebaroes on e

¥ o should seaplerby etech Wil yoo connpsary probie s op o dele: Sy clekeg on Doy Proble” o e oeoo alewe: 1y tidaks
on your profile are cut of date, you should contact your regulator.

Mraft returns that are ready for completion can he found by clicking an “Nraft retums" on the menn ahove
When your refurns hava bern complated, you must use the " Submission” funciionaling to finally shmit them
Whilh DIHIMS Forlal, yow ane also atbibe o,

v Fronb sobrrallo reborres whice sigred bard-copecs sac ieguires,

» Wiew and print previous submissions.

v Parbalty complete reluoes and selums b ool e lalben dele.

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

For further information on how to use ORIMS Portal, please click on the help link in the top righi-hand comer of your scrocn.

Naotifications

Ll JWOM2015 94556 AM

2. Click the View/Edit User sub-menu item.

A screen is displayed listing all the entity users.

AT -
. Dwatails

Homa LUraft Hatums | Submizsion | Heparts | Documants | Manage Usare | By Help  Lagout
I atera Carey Mophae, Test Rank 1 [Channe)
View ORIMS Portal Users

Te view more detail than that displayad, or to edil the user's details, click on the user's associated View!Tdit link.

| 3 Tasha Rums=ide | SRumsidrgTrentralban khahamas oom Notive ViewfFdit

AT
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3. To view the details of an individual entity user, click the 'View/Edit' button corresponding to the
individual you wish to view under the Action column.

The details of the company user are displayed.

ORIMS Portal ‘H‘ Anm

lipme  Draft Retums | Submission  Reports | Documents  Manage Lisers | My Detalls llelp  Logout

Latera Caray-Mophee, Test Bank 1 (Charge)

View ORIMS Portal User

Tirst name: Lz-Tasha

Sumame Rurmsicke:

Cmail address: LSDumnsided ih om
Talephone nusrmber 1242 [0PEA

Hurmssion

Activation status: Active

4. To edit these details, click Edit.

The details become editable on a new screen.

rrr— AT

liome Draft Retums | Submission | Reparts | Documents | Manage Users My Detalls llelp Logcut

Latera Carey-hicphee, Test Dank 1 (Change)
Edit ORIMS Portal User

Thes lunchonably allows yeu o edd Be user dolails of e selecled ORIME Porkal aser.

Tirst name: La-Tasha

Sunrame. Burnside

Cmail address LSDurnsidef@centralbankbahamas.oc

Telephone number 1 212 2022593
integnatcna  Area code Nesmiber

Permission [ et Reposng Adnmistraty
[ Fmanmssl Reporing Officer
[ B&

Activation status: ® Active O Deartivated

Cancel Save

Update the First name.
Update the Surname.
Update the Email address.
Select the Permission.

© © N o o

Select the Activation status.
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9 Activation Status:

2 A user can also be deactivated, which will mean that their permissions will be removed
for the entity in question.

10. Click Save.
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8. Managing Notifications

Notifications provide information such as when a return is ready to be completed as well as when a return
processed offline is submitted successfully or presents an error. Notifications are emailed to you and can
also be viewed and deleted from the Welcome page accessed through the Home menu item.

To view a notification:

1. Click the Home menu item. The notifications display.

{1 ORWs portal Il ’ ﬁ-'w

Hime: | Dl Relums Sulwnission | Repmls Docmsends Manage Useis | My Dkl Hedpe el

Lasleas Carvy-Mophicr, Lest Bank 2 (Change)
Welcome to ORIMS Portal

¥ou have sucressfully lngged in Yo can o ise ORINMS Paral to complede and submit all required retumes, on line

Yo shwuld regularky chieck bal yow compaey probile s op o dale by chclng on "Compeany Srobie” on Bie meno sbowe, 1| any delals
an your profile are oot of date: you should contact yoor rgukator

Draft retums that are ready for completion can be found by clicking on "Draft refumns® en the menu above.
When yonr refums hava been complated you must use the *Submission” funclionality tn inally submif them

With CRIMS Meral, you are also able to:

= Frint sihmitted refiams where signed hard copies ane requined

« View and prind prev submissions.

* Fenbalty comnplete welmees aned voloee Lo B al @ lados diile.

= Request a rasubmizsion of reforns, where you become aware of mistabes

For further infarmation on bow to use ORIMES Portal, pleass click on the haln link in the tap right hand comer of your soreen

Notifications

O JWOW2015 54355 AM | Aretum TRS for JMITVI015' has been created for the company Test Dank 2.

2. Inthe Subject column, view the notification information.

To delete a notification:

1. In the Dismiss column, click the check box associated with the notification to be deleted. The
notification is deleted.

o Email notifications:
z As notifications are also sent by email, you will still have a record of the content in
your email even if you delete the notification from within ORIMS.
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9. Logging Out
ORIMS provides the ability to logout of your current session.

To logout of ORIMS:

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

If you logged out due to inactivity:

The ORIMS Portal does not automatically save your work. It 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. Tips, Tricks and Troubleshooting

10.1  Saving Your Work

It is important to remember to save your work often. As stated in Section 9.1: Inactivity Logout, each
ORIMS session is set to logout automatically after two hours of inactivity. If you are logged out due to
inactivity, ORIMS 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 ORIMS.

10.3  Two Users Working on the Same Return

It is possible to have more than one user working on the same return within ORIMS. Note that ORIMS
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 updates the revision of the return to 2.1. In this circumstance,
the data in the return saved last is the return data ORIMS 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.

o View Audit Log:
z 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 Financial 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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