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THIS DOCUMENT

This document describes the steps necessary for running the Risk Management Association
(RMA) Export Report in Report Manager and electronically submitting the data file to the RMA for
inclusion and participation in the RMA Annual Statement Studies® Program. The document is
intended for the user(s) responsible for submitting data to the RMA, and assumes the user is
familiar with the operation of Report Manager for configuring and generating reports. For
additional assistance, please contact CreditQuest Support.
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PREPARING DATA FOR SUBMISSION

The proper report, format and layout, is available in Report Manager. Below are the step-by-
step instructions for running the report and submitting the resulting Excel® file to RMA.

1. Login to Report Manager and navigate to the Folders area (Figure 1).
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Figure 1: Report Manager Desktop

2. In the Folders area, expand the Financial Statement Reports folder, and select the RMA
Export Reports sub-folder (Figure 2).
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Preparing Data for Submission - 7
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Figure 2: Folder Directory Containing RMA Export Report

3. Highlight the RMA Export Report and click Design Report. In the report design area, unhide
the Entity Name (Figure 3), and on the Export tab, set the report type to "Web Page” (Figure
4).

This step will allow the user to generate the HTML version of the RMA Export Report to verify
that the information captured for the entities is accurate prior to submission to RMA.

RMA Export Report
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Figure 3: Report Design Screen i Columns Tab
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Columns Management
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Figure 4: Report Design Screen

i Export Tab

4. Click Run Report in the top toolbar. The filter screen appears (Figure 5). Set the filter

datestobefiBet weeno

04/01/20XX (Lower) and O(8of &ampe) X X

04/01/2009 - 03/31/2010), and apply the filter to the report.
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Figure 5: Report Properties T Filter Definition Screen

5. Click Run Report.
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Preparing Data for Submission - 9

6. Once the information in the report is verified for accuracy, modify the report configuration in
the Report Design so that on the Export Report tab the Report Type is “Delimited Text.”
Make sure the Entity Name is hidden when the final extract report is run (Figure 3).

Click Run Report and set the filter criteria to the same as described in Step 4.

The RMA Export Report will run as an Excel file (Figure 6). Open the Excel file, and save it to
an appropriate folder on the workstation. In the Excel workbook, rename the report output
tab Submission. Create a new tab in the workbook titled Transmittal. The new
Transmittal tab will communicate the appropriate bank and vendor information to RMA and
should include the following column titles (Figure 7):

o

o

o

PubYear — Statement Studies Program Year
BankChapter - Chapter Code

BankMember - RMA Member Number

BankName

BankAddress

BankCity

BankState

BankZip

BankSubmCount - Number of submissions in the file
BankPerson - Person at the bank creating the submission file
BankTeleph — Telephone number of this person
BankFax — Fax number of this person

BankEmail — Email address of this person

Vendor - Vendor Code; this code must read HFS to reflect the source of the file
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Preparing Data for Submission - 10
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Fig ure 6: Report Generated In Excel Format
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Figure 7: Sample Excel Report i Transmittal Tab
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Preparing Data for Submission - 11

9. Submit the newly created Excel file to RMA by sending the file and the transmittal form to
studies@rmahgqg.org, and include the bank name and bank ID number in the subject line of
the email. For additional information regarding the RMA statement submission program,
including the deadline for submission, please visit
www.estatementstudies.org/submissioninfo.aspx to access the RMA Annual Statement
Studies Submissions Handbook.

O
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