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Overview

The SAR PC Program was originally developed to aid Financial Institutions in the
paperless preparation of Suspicious Activity Reports. The fifth version of this pro-
gram has been upgraded to include the following:

» Improved Importing and Exporting Capabilities

* Improved SAR Printing Capabilities

* New Reports

+ Ability to import SARs from SAR Version 1.0, SAR Version 2.0,
SAR Version 3.0 and SAR Version 4 software packages

» Allows for multiple user environments

All questions regarding the use of the SAR Software should be directed to the
following:

IRS-Detroit Computing Center Help Desk
Business Phone: (313) 234-2000




System Requirements

The minimum systems requirements are listed below:

Note:

Pentium Processor

16 Mb RAM

Hard Drive with 30 Mb
CD-ROM Drive

3.5 HD floppy disk drive
VGA color monitor
Windows 98 or Higher
Mouse

Printer

If your computer is part of a networked environment with installation
privileges for sofiware limited to System Administrators, you may not be able
to install this software. If you get an error while installing this software,
contact your System Administrator for help.




Installing & Running SAR Version 5.0

Please see the FinCEN Website to view information about important updates
needed for Windows 98, NT, 2000 and XP. If you do not download and install
the necessary updates, the SAR Version 5.0 software will not work correctly.

To install the software from the FinCEN Website, follow the steps listed below:

» Download the self-extracting executable file into a NEW Directory by clicking on the
sarvb_install.exe link.

When you click on the sarv5_install.exe, a. Save As Dialog Box will appear similar to the

one below:
Save As... EHE
Save in: I {23 Temp j gl ia fEEE

1 _istmpD.di ] _Za00236

0 istp dir ] ~DF 32BE tmp

1 Pm3 ~DF G784 tmp

1 5vM1 2.tmp &70.4413,2251991 .00 . htm

|1 thallum 14.trp

_1he 15.tmp

| |

File name: IsarvS_install.exe Save I
Save az type: If-'«ll Files [*.7] _ﬂ Cancel |

Create a new directory by clicking on the New Folder Icon, |'=j€| within the Save As Dialog

Box. The Save As Dialog Box’s appearance will change by creating a new folder with its
e R |

EE =

Kl J 3
File name: Isarvﬁ_install.exe Save I
Save as type: I.-’-'all Files [*.7] J Cancel |




Change the name to something meaningful (e.g. SARV5Install) and press the RETURN or
ENTER Key on your keyboard to save the folder name.

Move into the folder by double-clicking with your left mouse button on the newly created
folder.

Click the Save Button Save and the executable will be saved into your newly created

directory.
Extract and run the setup program automatically by executing sarv5_install.exe.

In Windows 98, Windows NT, Windows 2000 and XP, click on the START Button and select
RUN. Ifyou know the path name to the executable, type it into the box shown; otherwise, locate
the executable using the BROWSE Button.

Once the setup program is complete, the program will be installed into the directory you
specified; the default is C:\Program Files\SAR Version 5.

Invoke the program by clicking on the ICON labeled SAR Version 5 under the START/
Programs Menu.




Maneuvering Through SAR Version 5.0

The following list describes common commands that work throughout the system:

Keyboard Commands Response

TAB Move forward one field
Shift+TAB Move backward one field
Ctrl+C Copy selected text

Ctrl+V Paste selected text

Ctrl+X Cut/Delete selected text

The following section shows the different types of objects used in the software and
gives a brief description of each:

System Objects Data/Response Expected
Save
Command Buttons Use the mouse to click on a Command Button.

| 1141 "I

Combo Boxes Use the mouse to click on the arrow to show all
the contents of the Combo Box. Use the mouse to
select one of the options within the Combo Box.

[T Computer Intrusion
[T Consumer Loan Fraud

Check Boxes Use the mouse to select/deselect a Check Box.
09.-09-1999
Date Fields Enter the dates mn MM/DD/YY Y'Y format.




000 00

Money Fields

|{E55) SEE-ECEEGE
Phone Fields

FlBranch Data T Suspect Data

Section Tabs

Add Hew
Branch [J=]
|ai'u:||:| a new I:nrann::h|

Tool Tips/Hints

Print Button

l

Export Button

Enter monetary amounts using numeric input only.
The field will not accept any other type of input.
Decimals or commas are not allowed.

Enter the phone numbers in (###) ###-H#H#
format. The field will only accept numeric
input.

These tabs resemble the tabs in a file folder. To
move to different parts of the SAR and the User
Defaults, use the mouse to click on the tab of the
section you wish to work with.

When the mouse cursor is placed over a Command
Button, a Tool Tip/Hint will appear that gives more
information about what will happen if the Com-
mand Button is clicked.

When viewing a report using Print Preview, this
button will allow you to print the report. Click
on this button with the mouse and a print dialog
box will appear.

When viewing a report using Print Preview, this




Zoom [100% |

Zoom Box

_F'ages: HH |1 I]-H[

Page Buttons

=

Minimize Button

al [&]

Maximize Buttons

x|
Close Button

button will allow you to export the report to a text
or HTML file. It is important to note that the report
may not appear exactly as shown on the screen
when using this option.

When viewing a report using Print Preview, this
box will allow you to adjust the size of the report in
the viewing window.

When viewing a report using Print Preview, these
buttons will allow you to maneuver through the
pages of the report. The button on the far left
moves to the beginning of the report and the button
on the far right moves to the end of the report.

The inside button that points to the left moves

one page to the left and the inside button that points
to the right moves one page to the right.

When using the system, this button will allow you
to minimize the window.

When using the system, these buttons allow you to
maximize and change the size of your window. The
first button with one box allows the window to

take the entire space of your computer screen. The
second button with two boxes reduces the size of
the window in the space of your computer screen.
You are then able to move the window around
within the computer screen.

When using the system, this button allows you to
close the window that was most recently opened.
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Main Menu Screen

The Main Menu Screen is the starting point for the software. You can reach every option within the
system from the Main Menu Screen. Please see Exhibit A.1 for an example of this screen. The fol-
lowing list explains the purpose of each option within the system:

Option

User Defaults

Create a New SAR

Work on an Old SAR

Print SARs

Reports

Create SAR Diskette

Import SARs

Delete SARs

Exit

Purpose

The user should use the User Defaults section to enter
information about the Financial Institution, Branches within
the Financial Institution and the system printing defaults. The
User Defaults section must be filled out before the system will
allow you to enter any SAR information.

Use this option to begin work on a new SAR. This option
will not function until the User Defaults have been filled out.

Use this option to retrieve an old SAR and continue working
onit. You may also use this option to retrieve a SAR that has
already been filed. Ifthe SAR has been filed, the system will
make a copy of it and add it as a new record.

Use this option to print the full SAR. This option also allows
you to print multiple SARs.

Use this option to choose from a variety of reports to print.
The following report options are available:

 SARList

»  Suspect List

» State and Zip Code List
*  Country Code List

Use this option to create a diskette to send the SARs to Detroit
or create a backup of your SARs.

Use this option to import SARs into your system that were
created on another system or in a previous software version.

Use this option to delete existing SARSs.

Use this option to leave the system.
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User Defaults Section

The User Defaults Section allows the user to input the default information for the Financial Institution,
Branches within the Financial Institution and the system print defaults. To enter this section, click the User
Defaults Button on the Main Menu Screen. This section must be filled out before the system will allow the
creation of a SAR report. Only one Financial Institution may be stored in this system. Multiple Branches
are allowed. The following table gives information about the fields that are displayed on the User Default

Screens. Please see Exhibits A.2 - A 4 in Appendix A for an example of these screens.

Financial Institution Information Tab:

Field Section Data Field
Name Tab Expected Required
Financial Intitution Narme Firencia The Name of the Firancial Institution. YES
I nstitution
. Financial )
Primary Federal Regulator |nsiitLtion Use the mouse to select ore of the five regulators. YES
Financial Address of the Financial Institution using any combination of
Address Institution text and numbers. VES
Ci Financial City of the Financial Ingtitution using any combination of YES
v Insitttion text and rumbers
Financial State of the Financial Ingtitution. A two character entry is
State Ingtitution expected. VES
) Financial Zip Code of the Financial Institution. A five or nine digit
Zip Code I ndtitution entry is expected. VES
EIN Financial EIN of the Financial Institution. A nire digit entry is YES
| ndtitution expected.
. Financial Transmitter Control Code that has been assigned by the
T tter Control Code I ndtitution DCC. An eight character entry is expected. VES
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Branch Information Tab:

Field Section Data Field
Name Tab Expected Required
Branch Number Branch The B_ranch Number assigned to the Branch. A numeric YES
entry is expected.
Address Branch The Address of the Branch. YES
City Branch The City where the Branch is located. YES
State Branch The S_tate where the Branch is located. A two character YES
entry is expected.
) The Zip Code where the Branch is located. A five or nine
Zip Code Branch digit entry is expected. YES
The date that the Branch closed. The entry is expected to
If Closed, Date Closed Branch be in MM/DD/YYYY formet. NO
Contact Last Name Branch The Last Name of the Contact Person at the Branch. YES
Contact First Name Branch The First Name of the Contact Person at the Branch. YES
Contact Middle Initial Branch The Middle Initial of the Contact Person at the Branch. NO
Title/Occupation Branch The Job Title of the Contact Person at the Branch. YES
The Phone Number of the Contact Person at the Branch.
Phone Number Branch A phone number in (##) ##-##H formet is expected. YES
If not filed by Financial Ingtitution, the Agency with whom
Agency Branch the Contact Person is affiiated. NO
Print Options Tab:
Field Section Data Field
Name Tab Expected Required
s - . . Use the mouse to select this box. If selected, reports will
Always show "Print Preview Screen | Print Option be shown on the screen before they are sent to the printer. NO
Use the mouse to select this box. If selected, a dialog box
. i o . . will appear to confirm printing of reports. This box will
Always show "Corfirm Print" Dialog Print Option NO

autometically be grayed out if the "Always show Print
Preview Screen’ box is selected.
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General Instructions for User Defaults

How to Add the Financial Institution Information:

1. Click on the Financial Institution Section Tab.
2. Enter the required information in the expected format.
3. Click the Save Button when finished entering the information.

How to Edit the Financial Institution Information:

1. Click on the Financial Institution Section Tab.
2. Edit the information as follows:

- Ifyou are editing a text, phone number, date, or money field, click within the box to place
the cursor. Use the Backspace or Delete Key to remove the current information. Type in
your new information.

- Ifyou are editing a check box, use the mouse to select or deselect the check box.

- Ifyou are editing a combo box, use the mouse to select the arrow to display the entire
contents of the combo box. Use the mouse to choose your new selection from the combo
box.

3. Click the Save Button when finished editing the information.

* Ifyou edit the Financial Institution Information after you have already filed SARs with the
DCC, the Financial Institution Information for the filed SARs will not change to the new
information. If you have created SARs, but have not filed them, they will have the latest
Financial Institution Information when they are filed. Ifthis happens, the system will return

a message that states:

“You have # SARs that you have not filed yet. Changing your default Financial Institution
information will put that information onto your unfiled SARs when you create your diskette.

Do you wish to continue?”, where # equals the total number of unfiled SARs.

If this is what you want to do, click the Yes Button, otherwise click the No Button.

How to Print the Financial Institution Information:

[a—

Click on the Financial Institution Section Tab.

2. Click on the Print Button that resides within the Financial Institution Section.

3. Ifyou have the Print Preview option selected, the “Financial Institution Information Report” will
appear on the screen. See Exhibit A.5 for an example of how this report will appear on the screen.
To print this report, click the Print Button. The Print Dialog Box will appear. Click the OK
Button to print the report or the Cancel Button to cancel the operation.

4. Ifyou have the Confirm Print option selected, the Print Dialog Box will appear. Click the OK

Button to print the report or the Cancel Button to cancel the operation. When the report is sent to
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the printer, a message box will appear that states “Your default Financial Institution Information has
been sent to print.” Click the OK Button in the message box to continue.

How to Add a Branch:

Click on the Branch Section Tab.

Click on the New Button.

Enter the Branch Number in the Dialog Box that appears and then click the OK Button.
Enter the required information in the expected format.

Click the Save Button when finished entering the information.

A e

How to Edit a Branch:

1. Click on the Branch Section Tab.
2. Edit the information as follows:

- Ifyou are editing a text, phone number, date, or money field, click within the box to place
the cursor. Use the Backspace or Delete Key to remove the current information. Type in
your new information.

- Ifyou are editing a check box, use the mouse to select or deselect the check box.

- Ifyou are editing a combo box, use the mouse to select the arrow to display the entire
contents of the combo box. Use the mouse to choose your new selection from the combo
box.

3. Click the Save Button when finished editing the information.

How to Move through multiple Branches:
1. Click on the Branch Section Tab.

2. To move forward through the Branches, click the Next Button.
3. To move backward through the Branches, click the Previous Button.

How to Delete a Branch:
1. Click on the Branch Section Tab.
2. Use the Next and Previous Buttons to move to the Branch that you want to delete.

3. Click the Delete Button.

How to Print the current Branch:

[a—

Click on the Branch Section Tab.

2. Click the Print Button that resides within the Branch Section.

3. Ifyou have the Print Preview option selected, the “Current Branch Information Report” will
appear on the screen. See Exhibit A.6 for an example of how this report will appear on the screen.
To print this report, click the Print Button. The Print Dialog Box will appear. Click the OK
Button to print the report or the Cancel Button to cancel the operation.
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4.

If you have the Confirm Print option selected, the Print Dialog Box will appear. Click the OK
Button to print the report or the Cancel Button to cancel the operation. When the report is sent to
the printer, a message box will appear that states “The current branch information has been sent to
print.” Click the OK button in the message box to continue.

How to set the Printing Defaults:

I.
2.
3.

Click on the Print Options Section Tab.
To change the Print Preview option, use the mouse to select or deselect the check box.
To change the Confirm Print option, use the mouse to select or deselect the check box.

How to Print all the User Default Information:

I.

2.

Click on the Print All Defaults Button that resides near the bottom of the screen, next to the
Return to Main Menu Button.

If you have the Print Preview option selected, the “Default Information Report” will appear on the
screen. See Exhibit A.7 for an example of how this report will appear on the screen. To print this
report, click the Print Button. The Print Dialog Box will appear. Click the OK Button to print
the report or the Cancel Button to cancel the operation.

If you have the Confirm Print option selected, the Print Dialog Box will appear. Click the OK
Button to print the report or the Cancel Button to cancel the operation. When the report is sent to
the printer, a message box will appear that states “Your default information has been sent to print.”
Click the OK Button in the message box to continue.

Return to the Main Menu Screen:

I.

Click the Return to Main Menu Button.
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Create a New SAR Section

The Create a New SAR Section allows the user to add new SARs to the system. When a SAR is created,
the user needs to remember that up to 99 Suspects are allowed per SAR. The Narrative part of the SAR
will hold approximately 32K or 32,000 bytes. For reference purposes, 1 byte is generally equivalent to 1
character. To enter this section, click the Create a New SAR Button on the Main Menu Screen. The
following tables give information about the fields that are displayed on the SAR Information Screens. Please
see Exhibits A.8 - A. 14 in Appendix A for an example of these screens.

FI/Branch Data Tab:

Field Section Data Field

Name Tab Expected Required

Check box below only if comectinga | ooy pata | Check if Corrected Report. NO

prior report

Name of Financial Institution FI/Branch Data Autometically retrieved from User Defaults. YES

EIN FI/Branch Data | Autometically retrieved from User Defaullts. YES

Address of Financial Institution FI/Branch Data Autometically retrieved from User Defaults. YES

Primary Federal Regulator FI/Branch Data | Autometically retrieved from User Defaullts. YES

City Fl/Branch Data Autometically retrieved from User Defaults. YES

State FI/Branch Data | Autometically retrieved from User Defaullts. YES

Zip FI/Branch Data | Autoretically retrieved from User Defavits. YES

Branch Code FI/Branch Data Select the Branch Code from the Combo Box. NO

Address of Branch Office(s) Where | /20 Dega | The Addiress of the Branch Office. YES

activity occurred

Multiple Branches FI/Branch Data Check if multiple branches were involved. NO

City FI/Branch Data The City where the Branch Office resides. YES
The State where the Branch Office resides. A two

State Fi/Branch Data character abbreviation is expected. YES

Zip Fl/Branch Data T_he le Code vyhere thg Branch Office resides. A five or YES
nine digit numeric entry is expected.

N The date that the institution closed, if applicable. A date in

If ingtitution closed, date closed FI/Branch Data MM/DD/YY'YY formet is expected. NO
The Account Numbers of any affected account. There are

Account number(s) affected, if any FI/Branch Data four input boxes for a maximum of four account number NO
entries.

Account(s) closed FI/Branch Data Check Yes or No for any of the four affected accounts. NO
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Suspect Data Tab:

Field Section Data Field
Name Tab Expected Required
e ot | v | T (9 e Ao g
Last Name or Name of Entity Suspect Data The Last Name of the Suspect or the Entity. NO
First Name Suspect Data The First Name of the Suspect. NO
Middle Suspect Data The Middle Initial of the Suspect. NO
Address Suspect Data The Address of the Suspect or Entity. NO
SSN, EIN, or TIN Suspect Data The SSN, EIN or TIN of the Suspect or Entity. NO
City Suspect Data The City where the Suspect or Entity resides. NO
Zip Code Suspect Data g:firzép d%gdmeé%ﬁxfmﬁéd@w resides. A five NO
caty Saptban | TCa e e St or e At
—_— Sepvan | T AT r e g Tecaeseneniio |
AdrissonCorfession Suspect Data gm:f 1 1he Suspect fexle an adimission or corfesson. | o
Phone Nunber - Residence Suspect Data Iﬁg?&?gg;ﬁeﬁﬂ éﬁ)ﬁ?ﬁ#ﬂﬁrﬁ;m NO
— R e I
Ocoupation/Type of Business Suspect Data ;Lr: E(?I?t(;l.Jpation of the Suspect or the Type of Business of NO

* Ifno suspect was identified on the date of detection of the incident requiring the filing, a Financial Institu-
tion may delay filing a Suspicious Activity Report (SAR) for an additional 30 calendar days to identify a
suspect. In no case shall reporting be delayed more than 60 calendar days after the date of initial detection
of a reportable transaction. Due to the importance of this information, it is hoped that all possible measures
will be taken to identify the suspect biographical data.
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Suspect Data Cont Tab:

expected.

Fied Section Data Field
Name Tab Expected Required
Forms of |dentification for Suspect Suspect Data Check one of the following Identification Types: NO
Cort.
1. Driver's License/State ID
2. Passport
3. Alien Registration
4. Other - if checked, include description of the ID
Number Suspect Data The number from the Identification. NO
Cort.
Issing Authority Suspect Data The state/country that issued the ID. A two character NO
Cort. abbreviation is expected.
Relationship to Financial Institution Suspect Data Check a maximum of four of the following: NO
Cort.
1. Accountant
2. Agent
3. Appraiser
4. Attorrey
5. Borrower
6. Broker
7. Customer
8. Director
9. Employee
10. Officer
11. Shareholder
12. Other - if checked, include description of
relationship
Is the relationship an insider Suspect Data If the Suspect was an insider, check Yes. If you check NO
relationship Cort. Yes, check only one of the following: Still Employed at
Financial Ingtitution, Terminated, Suspended or Resigned.
If the Suspect was not an insider, check No.
Date of Suspension, Termination, Suspect Data If the Suspect was Suspended, Terminated or Resigned, NO
Resignation Cort. enter the date. A date in MM/DD/YYYY format is
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Field Section Tab | Data Expected Field
Name Required
From Date of suspicious activity SAR Data The beginning date that the suspicious activity occurred. A YES
date in MM/DD/YYYY is expected.
To Date of suspicious activity SAR Data The ending date that the suspicious activity occurred. A date NO
in MM/DD/YYYY format is expected. If the suspicious
activity occurred only on one day, do not enter any
information in this box.
Total dollar amount involved in known SAR Data The amount of money involved in the suspicious activity. A NO
or suspicious activity numeric entry is expected. No commas or decimals are
allowed.
Suspicious Activity Type SAR Data Check a maximum of ten of the following: YES (at least

1. Bank Secrecy Act/Structuring/Money Laundering
2. Bribery/Gratuity

3. Check Fraud

4.  Check Kiting

5. Commercial Loan Fraud

6. Computer Intrusion

7. Consumer Loan Fraud

8. Counterfeit Check

9.  Counterfeit Credit/Debit Card
10. Counterfeit Instrument (other)
11. Credit Card Fraud

12. Debit Card Fraud

13. Defalcation/Embezzlement
14. False Statement

15. Misuse of Position or Self Dealing
16. Mortgage Loan Fraud

17. Mysterious Disappearance

18. Wire Transfer Fraud

19. Other

20. Terrorist Financing

21. Identity Theft

one must be
checked)

-20 -




SAR Data Cont Tab:

phone numbers are expected to be in (###) #H-H#H
formet.

Field Section Data Field
Name Tab Expected Required
Amourt of loss prior to recovery SAR Data Cont. | The amount of money lost prior to recovery. A numeric NO
entry is expected. No commas or decimels are allowed.
Dollar amourt of recovery SAR Data Cont. | The amount of money recovered. A numeric entry is NO
expected. No commas or decimeals are allowed.
Has the suspicious activity had a SAR Data Cont. | If the activity had a material impact or affected the financial | NO
material impact on, or otherwise soundness or the ingtitution, check Yes. Otherwise, check
affected the financial soundness of the No.
institution
Has the ingtitution's bonding company | SAR Data Cont. | If the bonding company has been notified, check Yes. NO
been notified Otherwise, check No.
Has any enforcement agency already | SAR Data Cont. | Check any or all of the following: NO
been advised by telephone, written
communication or otherwise 1. DEA
2. FBI
3. IRS
4. Postal Inspection
5. Secret Service
6. U.S. Customs
7. Other Federal
8. State
9. Locd
* |f Other Federal, State or Loca, include the Agency
Name in the box provided.
Name of person(s) contacted at Law | SAR Data Cont. | These names should be people that were contacted about | NO
Enforcement Agency the suspicious activity. There are two input boxes for a
maximum of two contact name ertries.
Phone Number SAR Data Cont. | The phone numbers for any of the contact persons. The NO
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Contact Data Tab:

Field Section Data Field
Name Tab Expected Required
Last Name Contact Data The Last Name of the Contact.  This informétion is NO
autometically retrieved from the User Defaults when a
Branch is selected. It can be edited.
First Name Contact Data The First Name of the Contact. This informetion is NO
autometically retrieved from the User Defaults when a
Branch is selected. It can be edited.
Middle Initial Contact Data The Middle Initial of the Contact. This information is NO
autometically retrieved from the User Defaults when a
Branch is selected. It can be edited.
Title Contact Data The Title of the Contact. This information is autometically | NO
retrieved from the User Defaults when a Branch is selected.
It can be edited.
Phone Number Contact Data The Phone Number of the Contact. This information is NO
autometically retrieved from the User Defaults when a
Branch is selected. It can be edited.
Date Contact Data The date that the SAR was filed. The current systemdate | YES
is captured by the system
Agency (if not filed by financial Contact Data The Agency thet the Contact Person is affiliated with. NO
ingtitution)
Narrative Tab:
Field Section Data Field
Name Tab Expected Required
Expl anati or/Description Narrative The expl anati or/description of the suspicious activity. YES
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General Instructions for SAR Creation

How to Add the SAR Data:

I.

2.
3.

Click on the FI/Branch, SAR Data, SAR Data Cont., Contact Data and Narrative Section
Tabs to input the information in the expected formats.

See below to add Suspect Data.

Click on the Save Button that resides at the bottom of the screen, to the left of the Return to
Main Menu Button when finished entering the information.

How to Edit the SAR Data:

()

. Click on the FI/Branch, SAR Data, SAR Data Cont., Contact Data or Narrative Section

Tabs.

Edit the information as follows:

- Ifyou are editing a text, phone number, date, or money field, click within the box to place
the cursor. Use the Backspace or Delete Key to remove the current information. Type in
your new information.

- Ifyou are editing a check box, use the mouse to select or deselect the check box.

- Ifyou are editing a combo box, use the mouse to select the arrow to display the entire
contents of the combo box. Use the mouse to choose your new selection from the combo
box.

See below to edit Suspect Data.

Click on the Save Button that resides at the bottom of the screen, to the left of the Return to

Main Menu Button when finished editing the information.

How to Print SARs that have only one Suspect:

From any Section Tab, click the Print Button that resides at the bottom of the screen, to the
right of the Return to Main Menu Button.

If you have the Print Preview option selected, the “SAR Part 1” Report will appear on the screen.
See Exhibit A. 15 for an example of how this report will appear on the screen. To print this report,
click the Print Button. The Print Dialog Box will appear. Click the OK Button to print the report
or the Cancel Button to cancel the operation.

If you have the Confirm Print option selected, the Print Dialog Box will appear. Click the OK
Button to print the report or the Cancel Button to cancel the operation. When the report has been
sent to the printer, a message box will appear that states ““Your SAR has been sent to print.” Click
the OK Button in the message box to continue.

How to Print SARs that have multiple Suspects:

I.

2.

From any Section Tab, click the Print Button that resides at the bottom of the screen, to the right
of the Return to Main Menu Button.
A message box will appear that states “Since there is more than one suspect associated with this
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SAR, your SAR will come us as two separate reports. First print the main SAR with the first
suspect, the print the remaining suspect(s).”

What this message means to you is that two reports will appear on the screen. The “SAR Part
17 Report will appear first. The “Multiple Suspects” Report will appear on the screen when
you close the “SAR Part 1" Report.

3. Ifyou have the Print Preview option selected, the “SAR Part 1” Report will appear on the screen.
See Exhibit A.15 to for an example of how this report will appear on the screen. To print this
report, click the Print Button. The Print Dialog Box will appear. Click the OK Button to print the
report or the Cancel Button to cancel the operation.

4. Onceyou are finished with the “SAR Part 1” Report, click the Close Button to close it. The
“Multiple Suspects” Report will now appear on the screen. See Exhibit A. 16 for an example of how
this report will appear on the screen. To print this report, click the Print Button. The Print Dialog
Box will appear. Click the OK Button to print the report or the Cancel Button to cancel the
operation.

5. Ifyou have the Confirm Print option selected, the Print Dialog Box will appear. Click the OK
Button to print the report or the Cancel Button to cancel the operation. At this point, both the
“SAR Part 1” and “Multiple Suspects” Reports will be sent to the printer. Once the reports have
been sent, a message box will appear that states ““Your SAR has been sent to print.” Click the OK
Button in the message box to continue.

How to Add a Suspect:

[u—

Click on the Suspect Data Section Tab or the Suspect Data Cont. Section Tab.

2. Everytime that you start a new SAR, the system will be ready to accept the first Suspect
without the user having to click the New Button. Please remember that this only works for
the first Suspect. Ifyou need to add more than one Suspect to the SAR, you will have to
click the New Button to reset the fields so that they will accept the additional Suspect Data.

3. Because of the size of the Suspect Data, it was necessary to separate the Suspect Data between
two Section Tabs. To enter all the information for the Suspect Data, you will find it necessary
to click between the two Suspect Section Tabs.

4. Click the Save Button that resides within the Suspect Data Section Tab or the Suspect Data

Cont. Section Tab when finished entering the information.

How to Edit a Suspect:

1. Click on the Suspect Data Section Tab or the Suspect Data Cont. Section Tab.
2. Edit the information as follows:

- Ifyou are editing a text, phone number, date or money field, click within the box to place
the cursor. Use the Backspace or Delete Key to remove the current information. Type in
your new information.

- Ifyou are editing a check box, use the mouse to select or deselect the check box.

- Ifyou are editing a combo box, use the mouse to select the arrow to display the entire
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contents of the combo box. Use the mouse to choose your new selection from the combo box.
3. Click the Save Button that resides within the Suspect Data Section Tab or the Suspect Data
Cont. Section Tab when finished editing the information.

How to Move through multiple Suspects:

1. Click on the Suspect Data Section Tab or the Suspect Data Cont. Section Tab.
2. To move forward through the Suspects, click the Next Button
3. To move backward through the Suspects, click the Previous Button.

How to Delete a Suspect:

1. Click on the Suspect Data Section Tab or the Suspect Data Cont. Section Tab.
2. Use the Next and Previous Buttons to move to the Suspect that you want to delete.
3. Click the Delete Button.

How to Print the current Suspect:

1. Click on the Suspect Data Section Tab or the Suspect Data Cont. Section Tab.

2. Click the Print Button that resides within the Suspect Data Section Tab or the Suspect Data
Cont. Section Tab.

3. Ifyou have the Print Preview option selected, the “Printing One Suspect” Report will appear on
the screen. See Exhibit A.17 for an example of how this report will appear on the screen. To print
this report, click the Print Button. The Print Dialog Box will appear. Click the OK Button to
print the report or the Cancel Button to cancel the operation.

4. Ifyou have the Confirm Print option selected, the Print Dialog Box will appear. Click the OK
Button to print the report or the Cancel Button to cancel the operation. When the report is sent to
the printer, a message box will appear that states “This suspect information has been sent to print.”
Click the OK Button in the message box to continue.

How to Print the Explanation:

1. Click on the Narrative Section Tab.

2. Click the Print Explanation Button.

3. Ifyou have the Print Preview option selected, the “SAR Explanation/Narrative” Report will
appear on the screen. See Exhibit A.18 for an example of how this report will appear on the
screen. To print this report, click the Print Button. The Print Dialog Box will appear. Click the
OK Button to print the report or the Cancel Button to cancel the operation.

4. Ifyou have the Confirm Print option selected, the Print Dialog Box will appear. Click the OK
Button to print the report or the Cancel Button to cancel the operation. When the report is sent to
the printer, a message box will appear that states ““Your explanation has been sent to print.” Click
the OK Button in the message box to continue.
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How to Return to the Main Menu:

I.

Click the Return to Main Menu Button.

Other Features Found in the SAR Data Entry Screens

How to Create a New Branch Entry While Working on a SAR:

A e

Click on the FI/Branch Data Section Tab.

Click on the Add New Branch Button. See Exhibit A.19 for an example of this screen.

A Dialog Box will appear with the title Adding a new branch while working on a SAR.
Enter the information for the new Branch using the expected formats.

Click the OK Button to save the information, or the Cancel Button to cancel the operation.

To View Help for the Narrative:

I.

Click on the Narrative Section Tab.

2. Click the Help Button.

A Dialog Box will appear with the title Help for SAR Explanation. See Exhibit A.20 for an
example of this screen. After viewing it, click the OK button to return to the SAR Data Entry
Screens.

To Paste the Narrative from another Software Package:

I.

nohw

Select the text from the Software Package that you are using. An example would be Microsoft
Word or WordPerfect.

Copy the text using the menu options in the Software Package or the Key Combination of
CTRLAC.

Click on the Narrative Section Tab.

Click in the text area to place the cursor.

Paste the copied text by clicking on the Paste Button or using the Key Combination of
CTRL+V.
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Work on an Old SAR

General Information:

When you click on the Work on an Old SAR Button from the Main Menu Screen, a data grid will
appear that contains all of the SARs that you have previously created. The data grid contains the
following information about each SAR:

Column Information Displaved

Date Lists the Date that the SAR was input into the system
Time Lists the Time that the SAR was input into the system
Branch Lists the Branch Code

Suspect Last Name Displays the Last Name of the Suspect

Exp? Displays a Y if this SAR has been filed and sent to the DCC

To see an example of this data grid, please see Exhibit A.21
Sorting:

The Buttons at the top of each column allow you to sort the data grid. By default, the data grid is
sorted by the Date column in Ascending order. What this means is that the oldest date is displayed
first in the data grid. When you first look at the data grid, the Date button will have an arrow
pointing up. This tells you that the column is sorted in Ascending order. If you wanted to sort in
Descending order (the most recent date is displayed first), you would need to click the button once.
The sort order will change. The direction of the arrow on the button will now be pointing down.
This 1s your indicator that the sort has taken place. You may sort on any button at the top of the
data grid.

How to Retrieve a SAR:

[a—

Click on the Work on an Old SAR Button from the Main Menu Screen.

2. Click on any SAR in the data grid to highlight it.

3. Click on the OK Button to select the SAR and continue into the SAR Data Entry Screens, or
click the Cancel Button to return to the Main Menu Screen.

4. Ifthe SAR that you have retrieved has already been filed with the DCC, you will not be
allowed to make changes to the SAR. When you highlight the SAR and retrieve it, the system
makes a copy of the SAR and allows you to edit the copy. When you click the Save Button
to save the changes, the copy is saved with the new information and the filed SAR is left
unchanged.

5. See the instructions for Creating a New SAR if you have questions about editing an Old SAR.
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Printing SARSs

General Information:

When you click on the Print SARs Button from the Main Menu Screen, a data grid will appear
that contains all of the SARs that you have previously created. The data grid contains the
following information about each SAR:

Column Information Displayed

Date Lists the Date that the SAR was input into the system
Time Lists the Time that the SAR was input into the system
Branch Lists the Branch Code

Suspect Last Name Displays the Last Name of the Suspect

Exp? Displays a Y if this SAR has been filed and sent to the DCC

To see an example of this data grid, please see Exhibit A.22
Sorting:

The Buttons at the top of each column allow you to sort the data grid. By default, the data grid is
sorted by the Date column in Ascending order. What this means is that the oldest date is displayed
first in the data grid. When you first look at the data grid, the Date button will have an arrow
pointing up. This tells you that the column is sorted in Ascending order. If you wanted to sort in
Descending order (the most recent date is displayed first), you would need to click the button once.
The sort order will change. The direction of the arrow on the button will now be pointing down.
This is your indicator that the sort has taken place. You may sort on any button at the top of the
data grid.

How to Print a single SAR:

1. Click on the Print SARs Button from the Main Menu Screen.

2. Click on any SAR in the data grid to highlight it.

3. Click on the Print Button to select the SAR and send it to the printer, or click the Cancel Button to
return to the Main Menu Screen.

4. Ifyou have the Print Preview option selected, the “SAR Part 1” Report will appear on the screen.
See Exhibit A.15 for an example of how this report will appear on the screen. To print this report,
click the Print Button. The Print Dialog Box will appear. Click the OK Button to print the report
or the Cancel Button to cancel the operation.

5. Ifyou have the Confirm Print option selected, the Print Dialog Box will appear. Click the OK
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Button to print the report or the Cancel Button to cancel the operation. When the report has been
sent to the printer, a message box will appear that states “Your SAR(s) have been sent to print.”.
Click the OK Button in the message box to continue.

How to Print a single SAR with Multiple Suspects:

1.
. Click on any SAR in the data grid to highlight it.

Click on the Print SARs Button from the Main Menu Screen.

Click on the Print Button to select the SAR and send it to the printer, or click the Cancel Button to
return to the Main Menu Screen.

A message box will appear that states “Since there is more than one suspect associated with this
SAR, your SAR will come up as two separate reports. First print the main SAR with the first
suspect, then print the remaining suspect(s).”

What this message means to you is that two reports will appear on the screen. The “SAR
Part 17" Report will appear first. The “Multiple Suspects” Report will appear on the screen
when you close the “SAR Part 1" Report.

If you have the Print Preview option selected, the “SAR Part 1” Report will appear on the screen.
See Exhibit A.15 to for an example of how this report will appear on the screen. To print this
report, click the Print Button. The Print Dialog Box will appear. Click the OK Button to print the
report or the Cancel Button to cancel the operation.

Once you are finished with the “SAR Part 1” Report, click the Close Button to closeit. The
“Multiple Suspects” Report will now appear on the screen. See Exhibit A.16 for an example of
how this report will appear on the screen. To print this report, click the Print Button. The Print
Dialog Box will appear. Click the OK Button to print the report or the Cancel Button to cancel the
operation.

If you have the Confirm Print option selected, the Print Dialog Box will appear. Click the OK
Button to print the report or the Cancel Button to cancel the operation. At this point, both the
“SAR Part 1” and “Multiple Suspects” Reports will be sent to the printer. Once the reports have
been sent, a message box will appear that states “Your SAR has been sent to print.”. Click the

OK Button to continue.

To Return to the Main Menu, click the Cancel Button.

How to Print multiple SARs:

I.
2.

Click on the Print SARs Button from the Main Menu Screen.

Click on multiple SARs in the data grid to highlight them. To select multiple SARs, use

one of the following techniques:

A. Click on the first SAR with the mouse and hold the mouse button down. Drag the mouse
pointer to the last record that you want to print and then let the mouse button go. All the
records between the first SAR selected and the last SAR selected should be highlighted.

B. Click on the first SAR with the mouse and let the mouse button go. Hold down the SHIFT
Key and move the mouse pointer to the last record that you want to print. Click on it with
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the mouse and then let the SHIFT Key go. All the records between the first SAR selected
and the last SAR selected should be highlighted.
C. Click on the first SAR with mouse and let the mouse button go. Hold down the CTRL Key
and move the mouse pointer over the next record that you want to print. Click on it with
the mouse. Continue to do this until you have selected all the SARs that you want to print.
After you have selected your last SAR, let the CTRL Key go. This method allows you to
select SARs in any order. An example of this would be selecting the first, fifth and ninth
SARs to print. Only those rows should be highlighted when this process has been
completed.
. Click on the Print Button to select the SARs and send them to the printer, or click the Cancel
Button to return to the Main Menu Screen.
. Ifyou have the Print Preview option selected, all of your SARs will automatically be sent to the
printer without any user interaction. Once the SARs have been sent, the system will return a
message box that states “Your SAR(s) have been sent to print.” Click the OK Button to
continue.
. Ifyou have the Confirm Print option selected, the Printer Dialog Box will appear for each SAR
that you have selected. If'you selected five SARs to print, the Printer Dialog Box will appear only
once. Click the OK Button to proceed or the Cancel button to cancel the print operation for all
the SARs. Once the reports have been sent, a message box will appear that states ““Your SAR(s)
have been sent to print.” Click the OK Button to continue.

. To Return to the Main Menu click the Cancel Button.
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Printing Reports

General Information:

When you click on the Reports Button from the Main Menu Screen, the SAR Queries and Reports
Screen will appear with the following Command Button options:

Command Button Purpose

SAR Report Prints a report listing all of the SARs stored in the system.
Suspect Report Prints a report listing all of the Suspects stored in the system.
Country Code Report Prints a report listing Country Names and Abbreviations.
State & Zip Code Report Prints a report listing States and Territory abbreviations within

the United States and valid Zip Codes for each.

Return to Main Menu Returns the user to the Main Menu Screen.

To see an example of this screen, please see Exhibit A.23.

How to Print the SAR Report:

I.

Click the SAR Report Button from the SAR Queries and Reports Screen.

2. A Print Preview will always appear for this report. This is because this report could possibly

span many pages and you may not want to print the whole report. See Exhibit A.24 for an
example of how this report will appear on the screen.

. To print the report, click on the Print Button. The Printer Dialog Box will appear. Notice on the

bottom left of the dialog box is an option called Print Range. Within the Print Range box, there
are three options: All, Page from # to # and Selection. The default option will be All. If you
wish to only print certain pages, you can select the Page option and then type in the page range that
you wish to print. If'you would like to print only the first page, your option should appear as
follows:

Page to: 1 from: 1
If you would like to print the fourth and fifth pages, your option should appear as follows:
Page to: 4 from:5

The Selection option should be grayed out. Once you’ve made your Print Range options, click
the OK Button to send the report to the printer or the Cancel Button to cancel the operation.

4. Click the Close Button on the report to return to the SAR Queries and Reports Screen.
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How to Print the Suspect Report:

I.
2.

Click the Suspect Report Button from the SAR Queries and Reports Screen.

A Print Preview will always appear for this report. This is because this report could possibly

span many pages and you may not want to print the whole report. See Exhibit A.25 for an

example of how this report will appear on the screen.

To print the report, click on the Print Button. The Printer Dialog Box will appear. Notice on the
bottom left of the dialog box is an option called Print Range. Within the Print Range box, there
are three options: All, Page from # to # and Selection. The default option will be All. Ifyou
wish to only print certain pages, you can select the Page option and then type in the page range that
you wish to print. If' you would like to print only the first page, your option should appear as
follows:

Page to: 1 from: 1
If you would like to print the fourth and fifth pages, your option should appear as follows:
Page to: 4 from: 5

The Selection option should be grayed out. Once you’ve made your Print Range options, click
the OK Button to send the report to the printer or the Cancel Button to cancel the operation.

4. Click the Close Button on the report to return to the SAR Queries and Reports Screen.

How to Print the State & Zip Code Report:

I.
2.

Click on the State & Zip Code Report Button from the SAR Queries and Reports Screen.

A Print Preview will always appear for this report. This is because this report could possibly
span many pages and you may not want to print the whole report. See Exhibit A.26 for an example
of how this report will appear on the screen.

To print the report, click on the Print Button. The Printer Dialog Box will appear. Notice on the
bottom left of the dialog box is an option called Print Range. Within the Print Range box, there
are three options: All, Page from # to # and Selection. The default option will be All. Ifyou
wish to only print certain pages, you can select the Page option and then type in the page range that
you wish to print. If you would like to print only the first page, your option should appear as
follows:

Page to: 1 from: 1
If you would like to print the fourth and fifth pages, your option should appear as follows:
Page to: 4 from: 5

The Selection option should be grayed out. Once you’ve made your Print Range options, click
the OK Button to send the report to the printer or the Cancel Button to cancel the operation.

4. Click the Close Button on the report to return to the SAR Queries and Reports Screen.
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How to Print the Country Code Report:

I.

Click on the Country Code Report Button from the SAR Queries and Reports Screen.

2. A Print Preview will always appear for this report. This is because this report could possibly

span many pages and you may not want to print the whole report. See Exhibit A.27 for an example
of how this report will appear on the screen.

To print the report, click on the Print Button. The Printer Dialog Box will appear. Notice on the
bottom left of the dialog box is an option called Print Range. Within the Print Range box, there
are three options: All, Page from # to # and Selection. The default option will be All. Ifyou
wish to only print certain pages, you can select the Page option and then type in the page range that
you wish to print. If' you would like to print only the first page, your option should appear as
follows:

Page to: 1 from: 1
If you would like to print the fourth and fifth pages, your option should appear as follows:
Page to: 4 from: 5

The Selection option should be grayed out. Once you’ve made your Print Range options, click
the OK Button to send the report to the printer or the Cancel Button to cancel the operation.

4. Click the Close Button on the report to return to the SAR Queries and Reports Screen.

How to Return to the Main Menu Screen:

I.

Click the Return to Main Menu Button.
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Creating SAR Diskettes

General Information:

» Drives are the letters assigned to the different storage devices in your computer system. <A>
typically stands for the Floppy Diskette Drive and <C> typically stands for the Hard Drive. For
the remainder of this section, they will be referred to as <A> and <C>. Directories are file
storage locations on Drives. A Directory can be thought of as a folder. Within each Directory or
folder, you can store files. The complete structure of a filename is as follows:

[Drive]:\[Directory]\FileName
» To see an example of this screen, please see Exhibit A.28
» The data grid that is on the screen is similar to those you have encountered in other parts of the
system. If desired, use the Buttons at the top of each column to sort the data. For an explanation

on sorting, please see the sorting section in Working on an Old SAR or Printing SARs.

» The File Information Section of this screen contains the following information:

Output File Name Includes the File Name, along with the Drive and Directory
locations.
Drive & Directory Box Allows you to select the Drive and Directory where you would

like to save the output file.

File Type/Purpose Allows you to choose the type of file that you want to create.
The options are to create a Backup/Consolidation File, to
Create a Diskette for Mailing to the DCC or Other - Custom
File Name.

» Ifyou choose to create a Backup/Consolidation file or a Diskette for mailing, you cannot change the
names of the files created. If'you select the Custom File option, a dialog box will appear that allows
you to type in any file name you would like. This dialog box is similar to those in other Windows
Programs. The default Drive and Directory will be the one where your SAR Program was installed.
If you want to save the file in a different location, you will need to change the Drive and Directory
information.

+ Ifyou are creating a diskette for mailing, the file name willbe SARMAG Ifyou are creating a backup
or consolidation, the file name will be BACKUP. The Drive and Directory will vary. For example, if
you wanted to create a diskette for mailing and were using the <A> Drive, the name in the Quiput
File Name Box would be:

A\SARMAG
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Another example is if you wanted to create a diskette for mailing, but wanted to store the
SARMAG file to your <C> Drive in the Windows Directory until you are ready to
copy the file to a Floppy Diskette, the name in the Qui#put File Name Box would be:

C:\Windows\SARMAG

The same rules apply when creating backup or consolidation files. The only change for this would
be the SARMAG file name would be replaced by the BACKUP file name. This would look as
follows in the Qutput File Name Box:

A \BACKUP
C:\Windows\BACKUP

Ifyou created a custom file name, such as sardata.txt, examples of how it could appear in the Quiput
File Name Box are shown:

Ac\sardata.txt
C:\Windows\sardata.txt

At the bottom of'the screen, you have the option of choosing a date range for creating your files.

How to Create a Diskette for Mailing to the DCC:

1. Ifyou want to save the file to the <A> Drive, the easiest thing to do is to insert the diskette into
the <A> Drive before you click on the Create SAR Diskette Button from the Main Menu
Screen. The Creating SAR(s) Screen will appear. The default option on this screen is to
Create a Diskette for Mailing. Because of this, the system automatically tries to access the
<A> Drive of your computer system. Ifthere is no diskette present, an error message will
return from the system that states:

“There is an error with your a: drive. This is probably because there is no diskette in that
drive. You can put a diskette in the drive and re-select a:”.

If you want to use a diskette, put one in the <A> Drive and then click the Retry Button. If you
would like to save your file to the <C> Drive, click the Cancel Button. * If you save to the <C>
Drive, make sure you copy the file to the <A> Drive before mailing the diskette to the
DCC.

2. Ifyou are saving the file to the <A> Drive, all of the File Information options should already be
set. The information should appear as follows:

*  Output File Name: A\SARMAG
*  The Drive and Directory Box should show the <A> Drive selected
» The File Type/Purpose should be Create Diskette for Mailing
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Ifyou are saving to any other Drive and/or Directory, your options will be set to the following:

¢ Output File Name: [Drive]:\[Directory \SARMAG
»  The Drive and Directory Box should show the Drive and Directory you have selected
»  The File Type/Purpose should be Create Diskette for Mailing

3. At this point you would want to select the SARs to include in the SARMAG file. You have two
options available to you, as described below:

A. You may select the SARs from the data grid at the top of the screen. To accomplish this,
use one of the following techniques:

1. Click on the first SAR with the mouse and hold the mouse button down. Drag the
mouse pointer to the last record that you want to include and then let the mouse button
go. All the records between the first SAR selected and the last SAR selected should
be highlighted.

2. Click on the first SAR with the mouse and let the mouse button go. Hold down the
SHIFT Key and move the mouse pointer to the last record that you want to include.
Click on it with the mouse and then let the SHIFT Key go. All the records between the
first SAR selected and the last SAR selected should be highlighted.

3. Click on the first SAR with the mouse and let the mouse button go. Hold down the
CTRL Key and move the mouse pointer over the next record that you want to include.
Click on it with the mouse. Continue to do this until you have selected all the SARs
that you want to include on the SARMAG file. After you have selected your last SAR,
let the CTRL Key go. This method allows you to select SARs in any order. An ex-
ample of this would be selecting the first, fifth and ninth SARs to include on the
SARMAG file. Only those rows should be highlighted when this process has been
completed.

B. You may select the SARs by using the date range feature at the bottom of the screen. You
must input a Start and End Date in MM/DD/YYY'Y format.

4. To create the SARMAG file, you must click one of the Create Buttons that is displayed on the
screen. Ifyou selected SARs using the data grid, click the Create Button just beneath it. If you

selected SARs using the date range feature, click the Create Button at the bottom of the screen.

5. Ifyou already have a SARMAG file stored in the Drive and Directory location, a message will
return from the system that states:

“File [DRIVE]:\[DIRECTORY|\SARMAG’ Already exists. Do you want to replace it?”

Click the Yes Button to overwrite the existing file. Click the No Button to cancel the operation.
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6. Once the SARMAG file has been created, the system will return a message that states:

“Your file ((DRIVE]:\[DIRECTORY|\SARMAG) has been created.”

Click the OK Button in the message box. The system will return to the Main Menu Screen.

How to Create a Diskette For Backup:

I.

If you want to save the file to the <A> Drive, the easiest thing to do is to insert the diskette into
the <A> Drive before you click on the Create SAR Diskette Button from the Main Menu
Screen. The Creating SAR(s) Screen will appear. The default option on this screen is to
Create a Diskette for Mailing. Because of this, the system automatically tries to access the
<A> Drive of your computer system. Ifthere is no diskette present, an error message will
return from the system that states:

“There is an error with your a: drive. This is probably because there is no diskette in that
drive. You can put a diskette in the drive and re-select a:”.

If you want to use a diskette to Backup your data, put one in the <A> Drive and then click the
Retry Button. If you would like to Backup your file to the <C> Drive, click the Cancel Button.

Click the Backup or Consolidation FileType/Purpose.

If'you are saving the file to the <A> Drive, all of the File Information options should be set. The
information should appear as follows:

*  Output File Name: A:\BACKUP
*  The Drive and Directory Box should show the <A> Drive selected
»  The File Type/Purpose should be Backup or Consolidation

If you are saving to any other Drive and/or Directory, your options will be set to the following:

*  Output File Name: [Drive]:\[Directory\BACKUP
*  The Drive and Directory Box should show the Drive and Directory you have selected
» The File Type/Purpose should be Backup or Consolidation

At this point you would want to select the SARs to include in the BACKUP file. You have two
options available to you, as described below:

A. You may select the SARs from the data grid at the top of the screen. To accomplish this,
use one of the following techniques:

1. Click on the first SAR with the mouse and hold the mouse button down. Drag the
mouse pointer to the last record that you want to include and then let the mouse button
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go. Allthe records between the first SAR selected and the last SAR selected should
be highlighted.

2. Click on the first SAR with the mouse and let the mouse button go. Hold down the
SHIFT Key and move the mouse pointer to the last record that you want to include.
Click on it with the mouse and then let the SHIFT Key go. All the records between the
first SAR selected and the last SAR selected should be highlighted.

3. Click on the first SAR with the mouse and let the mouse button go. Hold down the
CTRL Key and move the mouse pointer over the next record that you want to include.
Click on it with the mouse. Continue to do this until you have selected all the SARs
that you want to include on the BACKUP file. After you have selected your last SAR,
let the CTRL Key go. This method allows you to select SARs in any order. An ex-
ample of this would be selecting the first, fifth and ninth SARSs to include on the
BACKUP file. Only those rows should be highlighted when this process has been
completed.

B. You may select the SARs by using the date range feature at the bottom of'the screen. You
must input a Start and End Date in MM/DD/YYY'Y format.

5. To create the BACKUP file, you must click one of the Create Buttons that is displayed on the
screen. If'you selected SARs using the data grid, click the Create Button just beneath it. If you

selected SARs using the date range feature, click the Create Button at the bottom of the screen.

6. Ifyou already have a BACKUP file stored in the Drive and Directory location, a message will
return from the system that states:

“File ‘[DRIVE]:\[DIRECTORY|\SARMAG’ Already exists. Do you want to replace it?”

Click the Yes Button to overwrite the existing file. Click the No Button to cancel the operation.
7. Once the BACKUP file has been created, the system will return the following message:

“Your file ((DRIVE]:\[DIRECTORY]\BACKUP) has been created.”

“Note: Do not send the file you just created to DCC. DCC can only except diskettes with the
file name ‘SARMAG?’ - any other diskettes will be returned.”

Click the OK Button in the message box. The system will return to the Main Menu Screen.
How to Create a Custom File:
1. Ifyou want to save the file to the <A> Drive, the easiest thing to do is to insert the diskette into

the <A> Drive before you click on the Create SAR Diskette Button from the Main Menu
Screen. The Creating SAR(s) Screen will appear. The default option on this screen is to
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Create a Diskette for Mailing. Because of'this, the system automatically tries to access the
<A> Drive of your computer system. Ifthere is no diskette present, an error message will
return from the system that states:

“There is an error with your a: drive. This is probably because there is no diskette in that
drive. You can put a diskette in the drive and re-select a:”

If you want to use a diskette to save your data, put one in the <A> Drive and then click the
Retry Button. Ifyou would like to save your file to the <C> Drive, click the Cancel Button.

. Click the Other - Custom File Name File Type/Purpose. The Custom Name Dialog Box will
appear. Enter your custom file name information and then click the OK Button. To cancel the
operation, click the Cancel Button.

. Ifyou are saving the file to the <A> Drive, all of the File Information options should be set. The
information should appear as follows:

*  Output File Name: A:\[FileName]
*  The Drive and Directory Box should show the <A> Drive selected
»  The File Type/Purpose should be Other - Custom File Name

Ifyou are saving to any other Drive and/or Directory, your options will be set to the following:

¢ Output File Name: [Drive]:\[Directory]\[FileName]
»  The Drive and Directory Box should show the Drive and Directory you have selected
*  The File Type/Purpose should be Other - Custom File Name

. At this point you would want to select the SARs to include in the file. You have two
options available to you, as described below:

A. You may select the SARs from the data grid at the top of the screen. To accomplish this,
use one of the following techniques:

1. Click on the first SAR with the mouse and hold the mouse button down. Drag the
mouse pointer to the last record that you want to include and then let the mouse button
go. All the records between the first SAR selected and the last SAR selected should
be highlighted.

2. Click on the first SAR with the mouse and let the mouse button go. Hold down the
SHIFT Key and move the mouse pointer to the last record that you want to include.
Click on it with the mouse and then let the SHIFT Key go. All the records between the
first SAR selected and the last SAR selected should be highlighted.

3. Click on the first SAR with the mouse and let the mouse button go. Hold down the
CTRL Key and move the mouse pointer over the next record that you want to include.
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Click on it with the mouse. Continue to do this until you have selected all the SARs

that you want to include on the file. After you have selected your last SAR, let the CTRL
Key go. This method allows you to select SARs in any order. An example of this would
be selecting the first, fifth and ninth SARs to include on the file. Only those rows should be
highlighted when this process has been completed.

B. You may select the SARs by using the date range feature at the bottom of the screen. You
must input a Start and End Date in MM/DD/YYYY format.

5. To create the Custom file, you must click one of the Create Buttons that is displayed on the
screen. Ifyou selected SARs using the data grid, click the Create Button just beneath it. If you

selected SARs using the date range feature, click the Create Button at the bottom of the screen.

6. Ifyou already have a Custom file stored in the Drive and Directory location, a message will
return from the system that states:

“File ‘[DRIVE]:\[DIRECTORY]\[FileName]’ Already exists. Do you want to replace it?”

Click the Yes Button to overwrite the existing file. Click the No Button to cancel the operation.
7. Once the Custom file has been created, the system will return the following message:

“Your file [DRIVE]:\[DIRECTORY]\[FileName]) has been created.”

“Note: Do not send the file you just created to DCC. DCC can only except diskettes with the
file name ‘SARMAG?’ - any other diskettes will be returned.”

Click the OK Button in the message box. The system will return to the Main Menu Screen.
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Importing SARs

General Information:

» This version of the software has changed how it saves file names. You have the additional option
of creating a custom file name instead of just SARMAG and BACKUP. Because of this, the Import
feature will import any file name that you want. You are no longer limited to only SARMAG
SAREXPOR or BACKUP as you were in SAR Version 3.0.

» Drives are the letters assigned to the different storage devices in your computer system. <A>
typically stands for the Floppy Diskette Drive and <C> typically stands for the Hard Drive. For
the remainder of this chapter, they will be referred to as <A> and <C>. Directories are file

storage locations on Drives. A Directory can be thought of as a folder. Within each Directory or
folder, you can store files. The complete structure of a filename is as follows:

[Drive]:\[ Directory]\[FileName]
» To see an example of this screen, please see Exhibit A.29

» This screen contains the following information:

Import File Name Includes the File Name, along with the Drive and Directory
locations.
Branch Information Allows you to choose how you want to import branch default

information. There are three options. The first option replaces
the information already in your system with the information
contained in the import file. The second option creates new
branch default information records in the system and doesn’t
replace any existing records. The last option ignores the
branch information in the import file.

How to Import SARs:

1. Ifyou want to import the SARs from the <A> Drive, the easiest thing to do is to insert the
diskette into the <A> Drive before you click on the Import SARs Button from the Main Menu
Screen. The Importing SARs Screen will appear. The default option on this screen is to
Import SARs that were created for mailing to the DCC. Because of'this, the system
automatically tries to access the <A> Drive of your computer system. Ifthere is no diskette
present, an error message will return from the system that states:

“There is an error with your a: drive. This is probably because there is no diskette in that
drive. You can put a diskette in the drive and re-select a:”.
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Ifthe SARs that you want to Import are on a floppy diskette, put the diskette in the <A> Drive
and then click the Retry Button. Ifthe SARs that you want to Import are on the <C> Drive,
click the Cancel Button.

. Ifyou are importing from the <A> Drive, the Drive and Directory should both have A:
displayed. Ifyou are importing from any other Drive and/or Directory, you need to select the
Drive from the Drop-Down Drive Box/Combo Drive Box. You can then select a Directory by
double-clicking on any of the ones listed in the Directory box. If you don’t see the one you are
looking for, try scrolling down through the box by using the scroll bar on the right side of the
box.

Once you have the Drive and Directory selected, the Files Box will list any file names in that
location. You can then select a file by clicking on any of the ones listed in the Files Box.

Once the file has been selected, you need to select the Branch Information Option. The last
option, ignoring the Branch Information on the import file, is already selected by default.

If you want to replace your existing Branch Information or Create new Branch Information
Records, you must select option one or two. Once this is done, click the Import Button to begin
importing records or the Cancel Button to return to the Main Menu Screen.

. Ifyou are importing prior version information or have changed your default Financial
Institution Information, the system will return a message that states:

“The records you are importing will have your default Financial Institution information
associated with them, even though the Financial Institution information on your import
file is different.”

This is only an information message. Since this software only allows one Financial
Institution at a time, the default information currently stored in your system will be used when
you create a new diskette. Click the OK Button to continue.

Once the system is finished importing the records, a message will be displayed that states:
“Import of version # file complete. # records read.”

The # after version willbe a 1, 2, 3 or 4 depending upon which version of the software your

file was created from. The # before records will vary depending upon how many records
were in the file. Click the OK Button to return to the Main Menu Screen.
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Deleting SARS

General Information:

When you click on the Delete SARs Button from the Main Menu Screen, a data grid will appear
that contains all of the SARs that you have previously created. The data grid contains the
following information about each SAR:

Column Information Displayed

Date Lists the Date that the SAR was input into the system

Time Lists the Time that the SAR was input into the system
Branch Lists the Branch Code

Suspect Last Name Displays the Last Name of the Suspect

Filed Displays a Y if this SAR has been filed and sent to the DCC

To see an example of this data grid, please see Exhibit A.30
Sorting:

The data grid that is on the screen is similar to those you have encountered in other parts of the
system. If desired, use the Buttons at the top of each column to sort the data. For an explanation
on sorting, please see the sorting section in Work on an Old SAR or Printing SARs.

How to Delete a single SAR:

1. Click on the Delete SARs Button from the Main Menu Screen.

2. Click on any SAR in the data grid to highlight it.

3. Click on the Delete Button to delete the SAR, or click the Cancel Button to return to the Main
Menu Screen.

4. The Deletion Confirmation Dialog Box will appear. Click the Yes Button if you really want
to delete the SAR, otherwise click the No Button. If you click the Yes Button, a message will
return from the system that states “All selected SAR records have been deleted.” Click the
OK Button in the message box. If'you click the No Button, a message will return from the system
that states “Deletion Cancelled.” Click the OK Button in the message box. Click the Cancel
Button to return to the Main Menu Screen.

How to Delete multiple SARs:

1. Click on the Delete SARs Button from the Main Menu Screen
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2. Click on multiple SARs in the data grid to highlight them. To select multiple SARs, use
one of the following techniques:

A.

Click on the first SAR with the mouse and hold the mouse button down. Drag the mouse
pointer to the last record that you want to print and then let the mouse button go. All the
records between the first SAR selected and the last SAR selected should be highlighted.
Click on the first SAR with the mouse and let the mouse button go. Hold down the SHIFT
Key and move the mouse pointer to the last record that you want to print. Click on it with
the mouse and then let the SHIFT Key go. All the records between the first SAR selected
and the last SAR selected should be highlighted.

Click on the first SAR with mouse and let the mouse button go. Hold down the CTRL Key
and move the mouse pointer over the next record that you want to print. Click on it with
the mouse. Continue to do this until you have selected all the SARs that you want to print.
After you have selected your last SAR, let the CTRL Key go. This method allows you to
select SARs in any order. An example of this would be selecting the first, fifth and ninth
SARSs to print. Only those rows should be highlighted when this process has been
completed.

3. Click on the Delete Button to delete the SARSs, or click the Cancel Button to return to the Main
Menu Screen.

4. The Deletion Confirmation Dialog Box will appear. Click the Yes Button if you really want
to delete the SARs, otherwise click the No Button. Ifyou click the Yes Button, a message will
return from the system that states “All selected SAR records have been deleted.” Click the
OK Button in the message box. If'you click the No Button, a message will return from the system
that states “Deletion Cancelled.” Click the OK Button in the message box. Click the Cancel
Button to return to the Main Menu Screen.
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Appendix A

SAR Software ¥ersion

EORSLERITC AT =E
User Defaults

Cre atSeAaHN ew AC tiVi t}f

Reporting
System

Reports SAR Software Version 5.0

Print SARs

Exit

Create SAR

Diskette

Import SARs Delete SARs

Exhibit A.1
53 Uzer Defaults — | =] =]
Financial Institution T Branch T Print Options
1. Financial Institution Hame 2. Primary Financial Regulator
|TEST BANK  Federal Reserve I occ
S I FDIC I oTs
. ress
[123 ANY¥ STREET -
4. City 5. State 6. FIP Code
|SoME CITY |MI [4s000-
f. EIN 8. Transmitter Control Code
|E5—5555555 |TC1z2345¢

Return to Main Menu Print All Defaults

Exhibit A.2
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53 User Defaults =
Financial Institution Il Branch | Print Options
1. Branch Number 2. Address
F 10000 [S67 SOME STREET
3. City 4. State 5. ZIP Code 6. If Closed, Show Date
|aNY CITY [MI [45000- o
f. Branch Contact Last Name 8. First Name 9. M.l
|SREEN [TaWE |
10. Title / Occupation 11. Phone Number
|SECURITY [{E55) 555-555%

12. Agency (if not filed by Financial Institution)

Branch 11 of &1

=Pl W Noa>> ] New I Doice I ~iv JB =

51 User Defaults

Exhibit A.3

Financial Institution T Branch T Print Options!

[ Always show “Print Preview™ Screen

[ Always show "Confirm Print" dialog

Some items can be printed immediately without showing a "Print Preview.” Others are best
shown within a "Frint Preview" screen so that you can see exactly what you will get.

The "Confirm Print" dialog asks you to select a printer and choose what page(s) of a report
to print. Yoo will always get it if you choose to see the "Print Preview” screen, but you can
awoid it if you skip the print preview.

Return to Main Menu Print All Defaults

Exhibit A.4
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200 I 1002 - I

Financial Institution Information

Mame
TEST BAHE

Elr
55-555355!

Address
123 AHNY STHREET

City
SOME CITY

State

Fip Code
48000

Primary Federal Regulat:

a Federal Reserve
b FDIC
c MCLA,

TCC Code
TC123456

Pages: HI{"I PIHI 1I

Exhibit A.5

o

Branch Information

Branch Mumber

Address

10000 567 SOME STREET
City State Fip Code If closed,
MY CITY MT 48000
Contact Last Mame First Mame hiciclle
GREFEH JAHE
Title Phone Mumber
SECURITY {559) 595-559%5

Lgency (if not financial institution?

Pages: M|4 [ b Ml “«|

Exhibit A.6
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2 Default Information Repork =

g?l Zoom [1003% M|

Financial Institution Information

Mame Elr e
TEST BRAHE 35-555555"
Address Primary Federal Regulat:
123 AHY STREET a Federal Rezerve
City State Fip Code b FDIC
SO0ME CITY MT 45000 c MCLA
TCC Code
TC123456

Branch Information

Branch Mumkber Address
100000 567 SOME STREET
City State Zip Code If closed,
AHY CITY MT 45000 -
i i e o —x mio [T
Pages: HI{"I }]H[ 4I— I PI
Exhibit A.7
r—._r-‘.nr- . L) = - a LR
» 51 SAR Information — | =) =]
]
% FlfBranch Data T Suszpect Data TSuspe-:rt Data I:-c-mT SaR Data T SAR Data Cont. T Contact Data T Mamative .,é

1. Check box below only if correcting a prior report.
I Corrects Prior Report {(see instruction #3 under “"How to Make a Report™):

2. Hame of Financial Institution 3. EIN 5. Primary Federal Regulator
ITEST BANE |55—5555555 I+ | Federal Resenve
4. Address of Financial Institution [T e e
|[123 ANV STREET I~ Heus = o5
6. City 7. State 8. Zip
|[SOME CITY juI J4g000—
9. Address of Branch Office(s) where _
Branch Code activity occurred ™ Muiltiple Branches
= | 10000 [567 SOME STREET
13. If institution

10. City 11. State 12, Zip closed, date closed
|&HY CITY |MI [48000— |

14, Account number(s) affected, if any  Closed?

[1234567890 I~ ¥es[ Mo | | === e
I = [ ve=T | Ha I T e Mo

|__Save | Return to Main Menu

Exhibit A.8
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AR wr = - -
-

—
= SAR Information — | =) =]

Fl/Branch Data

~ Suspect Information Unavailable

TSuspect Data ContT SAR Data T S5AaF Data Cont. T Contact Data T Marrative

14. Last Hame or Hame of Entity 16. First Hame 17. Middle
|LEUIS |SCOTT |

18. Address 19. SSN, EIN, or ITIN
|20 aNY STREET [L123-45-6739
20. Crty 21. State 22. Zip Code 23. Country
[aWy CITY [HI [45000-— us

24. Phone Humber - Residence 2%. Phone Humber - Work

||:555:| CLL_9A76 (Include area code) |(555:, CLL_LCE7a | [Include area code)
26. Occupation/Type of Business 27. Date of Birth
| [01.-01.-1960

28. Admission/Confession
[ Yes [ ko

Suspect 1 of 1

New
Return to Main Menu _____ Print

Exhibit A.9

Far o o L) = - a LR L

= SAR Information — | =) =]

FliBranch Data T Suspect Data T s R T SAR Data T SAR Data Cont. T Contact Data T Narrative

Cornit.

- Suspect Information Unavailable

29. Forms of ldentification for Suspect:

- Alien |
[ Passport Registration [ Cther:

Drriver's License r
State ID

|I':|'2345E"':'|EIE|D Iz=uing Authority MI

[v

MMumber

30. Relationship to Financial Institution: {(Choose up to four)

[ Accourtart [ Ataorney [ Customer [ Officer

[~ Agent [ Borrowwer [ Director [~ Shareholder
[ Appraiser [ Broker [ Emploves [ Cikher |
J31. Is the relationship an insider relationship? 32. Date of Suspension,

— — Termination, Resignation

es [u] -
If YES, specify: s

— —
— — Suspect 1 of 1

New __Print |
Return to Main Menu

sl

Exhibit A.10
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Fo N o e s e o - Iormd

—
= SAR Information — | =) =]

FlfBranczh Oata T Suspect Data TSuspec‘t Data I:-c-mT T 4R Data Cont. T Contact Data T Mamative
33. Date or date range of suspicious activity:
(ST |D‘3/DE|/1999 to |D‘3/DE|/1999
34. Total dollar amount invohred
in KNown or suspicious actiaty: sooo__ .00
35, Suspicious Actiaty Type: {(Choose up to ten)
[ Debit Card Fraud
— Bank Secrecy Act J Structuring / [ Computer Intrusion [T DefalcationiEmbezzlernent
Money Laundering [ Consumer Loan Fraud [ Falzse Statement
[ BribernywGratuity [ Counterfeit Check i PSSR O FUEiTm ©F SEi
W Check Fraud [~ Counterfeit CreditDebit Card Dealing
. ) [ Mortgage Loan Fraud
[ Check Kiting [ Counterfeit Instrument (other) — e
[ Commercial Loan Fraud [ Credit Card Fraud £ 1=
[ wire Transfer Fraud

— other | (type of activity)

Return to Main Menu

Exhibit A 11
P o R L) = - o I =l o
= SAR Information — | =) =]
FlfBranczh Oata T Suspect Data TSuspec‘t Data I:-c-mT SAaR Data T Contact Data T Mamative
36. Amount of loss 37. Dollar amount 38. Has the suspicious activity has a
prior to recovery of recovery material impact on, or otherwise

affected, the financial soundness of
lo000000 oo lo00000 oo the institution?

390, Has the institution's bonding company been notified? L o

[ Yes v HO

40. Has any enforcement agency already been advised by /telephone, written
communication, or otherwise?

[ DEA [ Postal Inspection [ Other Federal
[ FBI [ Secret Service [ State
[ IRS [ W 5. Customs [~ Local

Agency Hame (for Other Federal, State or Local) |AH?’ CITY POLICE DEPARTHEHT

41. Hame of personi{s) comracted at Law Enforcement Agency 42. Phone number
| [ ] -
43. Hame of personi{s) comracted at Law Enforcement Agency 44. Phone number
| [ i -
Save Return to Main Menu Print
Exhibit A.12

-50 -

sl




2

:

AR wr = -

=
B [ SAR Information

FltBranch Data T Suzpect Data TSuspect Data ContT

SAR Data T SAR Data Cont. T i

Part IY Contactfor Assistance

45. Last Name 46. First MName 47. Middle
|SREEH |TANE |

48. Title/Occupation 49. Phone Numhber

|SECURITY |iE55) 555-5E5ES

50. Date Prepared

IDE'/EIE'/IE"BE'

51. Agency (if not filed by financial institution)

_ Return to Main Menu

2

b

AR wr = -

=
B [ SAR Information

Exhibit A.13

FlfBranczh Oata T Suspect Data TSuspe-:rt Data I:-c-mT

SaR Data T SAR Data Cont. T Contact Data T

PartV Suspicious Activi . .
L L Print Explanation [l Paste |

Exzplanation/Description

THIS IS &4 TEST RECORD TO BE USED FOE THE EXHIEITS IN THE USER GUIDE. ;l

_ Return to Main Menu

Exhibit A. 14
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Zoom I 100% - I

|

Suspicious Activity — e —
FOiC: 671006 kB ke

R e pD rt Nz S010-9,5010-1 kB b

'LETE EMTIRE REP! ﬁgﬁ;ﬂﬂ 122312 gmgﬁ

TREASURY: TDF 90-22 .47 kB

1 Check box belows only if correcting a prior report

Corrects Prior Report (zee instruction #3 under "Howe to hake a Report™)

Reporting Financial Institution Information

2 Mame of Financial Institution
TEST BRAHEK

3 ElM
55-3555555

L

Pages: HI{I'I }IH

I'I'I.I'IT; IC"'I"'D'IT"IT"I"
Exhibit A.15

200 I 1002 - I

4 Address of Financial Institution 5 Primary Federal R
123 AHY STREET a Federal Reserve
& City | 7 State | g Fip Code b FDIC
S0ME CITY MI 4 G000 c MU,
9 Address of Branch Office(s) where activity occurred _ Mukiple Branches (attach additi

3

C|L|

Partll Suspect Information [(Suspect 2 of 2 ) Suspect Unav
15 Last Mame or Mame of Entity 16 First Mame
HARRTS -
18 Address 19 S5M
990 AHY STREET 981
20 City 21 State 22 Fip Code 23 Cour
AHY CITY MI 45000 us
24 Phone Mumber - Residence (include area code) 25 Phone Mumber - Work (inc
{555) 555-0606 {555) 555-1894
26 COccupationdType of Business 27 Date of Birth 28 Admission/Confession
02702719641
29 Forms of ldertification for Suspect: a=Driver's License/State I b=Passport

c=Alien Registration  d=Cther

Mumber

Izzuing Authority

30 Relationzhip to Financial Institution:

a Accountart o Atorney o Customer | Officer
b Agent 2 Borrower h Director k Shareholder
o Appraizer f Broker i Employes | Ciher
Pages=: M|« [ b Ml |
Exhibit A.16
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Partll Suspect Information

[(Suspect i of 2 1 Suspect Unawail

15 Last Mame or Mame of Entity

16 First Mame

LEWIS SCOTT forceees
18 Address 19 S5M

590 AHY STREET 123
20 City 21 State 22 Fip Code 23 Cour

AHY CITY 45000 us

24 Phone Mumber - Residence finclude area code)
{399) 595-9876

25 Phone Mumber - Work (inc
{9595) 595-5678

c=Alien Registration  d=Cther

26 OoccupationiType of Business 27 Date of Birth 28 AdmissionfConfession
0170171960
289 Forms of ldertification for Suspect: A a=Driver's LicensefState I b=Passport

Fumber L12345%67890

l=zuing Authority MI

30 Relationzhip to Financial Institution:

Pages: HI{ l'I_—PIHI 1I

Exhibit A.17

200 I 1002 - I

| .

BEETRY Al S uspicious Activity Information Explanation/Descripti

Explanation/description of known or suspected
violation of law or suspicious activity

This £echon oTthe repart ke Grical. The care with wich T wWiite s maymake
the diferesce I wikethieror ot tie described condictad B poss ble crimhal
sghure are chark wndersiood. Proukde 3 chmoaokog kcal avd complee acconetor
the poss bk uloEtor of B, kcindieg what i veeseal, Irregaar or s wepicions
aoontthe trassacton, v g the Bllowing checklistas wour prepane yonr accont

3 Dezcribe sapportdeg Socime viFtor aed a3l Brsywars.

b BpBEls wio be veitted, TiascElhyor othe ke, Tom te t3wacton, how
mach, 3nd how.

© Rel 3ngconkss ion, 33m ks o, or expEnaion ofthe raes acton proukkd
by the £ nspectand ndcgke 0 wihom aedwhe s Ewas ges.

d Retal angconkss low, a0m ks o or explEasgtion of te tavsacton proukded
b iy ot e 1208 3nd INDICTE 10 WEOm 3ndwhe s Ewar guel.

& Retdln anyeubde oo of Goue -1por eulde o2 of 3 lemptio decs: be ko3l

Pages: M| 4 l'l_— b Ml “HI
Exhibit A.18
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| Recomme d 2wy i e 1 lwestgaton tiatmig ktass st
antoriters.

| hdicTE whether any Ihmaton k2 Dew b 20cInded T
wi®

For Bank Secrecy ActSStroctrivg £ Mosey Landering
Inzinde the Wliowleg addibosal lbmatios

E Indicaie whethe ronrme soy@ndor moweang s trime vt
£0,prodbde the @motetandor descripbon ofthe irtrame v
bank dra, kte rof credit, domes i or e rgboal mo ey
bonds, trae ke rs checks, wire @ ks sevtor receed,

I IndiCTE 3y 3CC0N T kAmbe T hFEmEy b iU ke d or 3k
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AN S iy = a

5 5AR Information
r. B Adding a new branch while working on a SAR

1.
1. Branch Humher 2. Address

=10 =]
_ ol x|

—— |

3. City 4. State 5. FIP Code 6. If Closed, Show Date

==th /| L& =K

¥. Branch Contact Last Hame 8. First Hame 9. M.

10. Title / Occupation 11.

—

Phone Humhber

12. Agency

| (

:| —

— b - R

Cancel

Exhibit A.19

F_] 51 Help For SAR Explanation

Explanation/description of knowwn or suspected vialation of law
L | or suspicious activity. This section of the report is critical. The
care with wwhich it is written may make the difference in
wwhether or not the described conduct and its possible criminal
nature are clearly understood. Provide a chronological and
camplete account of the possible violation of law, including
wehiat is unusual, irregular or suspicious about the transaction,
u=ing the followvwing checklist a=s your prepare your account .

a Describe supporting documentation and retain for 5 yvears.

b Explain whao benefitted, financially or otherwise, from
the transaction, how much, and howe.

o Retain any confession, admission, or explanation of the
transaction provided by the suspect and indicate to whom
and when it was given.

d Retain any confession, admission or explanstion of the
transaction provided by any ather person and indicate to
webiom and when it was given.

e Retain any evidence of cover-up or evidence of an
gttempt to deceive federal or state examiners or others.

f Indicate where the possible violation took place (2.
main office, branch, other).

g Indicate whether the possible violation is an isalated
incident or relates to other transactions.

b Indicate whether there iz any related ltigation; it =a,
specify.

L] i Recommend any further investigation that might assist
lzwy enforcement authorities .

Help for Pasting Text

You can copy text from a word
processor into the explanation box.
This is done by selecting the desired
text in your word processor and
pressing =CTREL-C= (the control key
and the "C" key at the same time].
Then you can just click on the "Paste"
hutton in this application. our text will
then appear in the text box.

| Indicate whether any information has been
excluded from this report; if =0, why'?

For Bank Secrecy Act £ Structuring F Money
Laundering reports, includes the following additionsal
information:

k. Indicate whether currency anddor monetany instruments
were invalved. |F so. provide the amount andSar
description of the instrument [for example, bank. draft,
letter of credit, domestic or inkernational money order,
ztocks, bonds, traveler's checks, wire transfers sent or
received, cazh, etc.].

| Indicate any account number that may be invalved or

affected.

Exhibit A.20
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[ Selecting an Existing 5SAR to Work on

Eranch Suspect Last Marme
09/09/1999 1Z :00:00 10000 LEWIS

Exat Create SAR Import SARs Delete SARs
Diskette

Exhibit A.21

=1 Printing SAR[z) == ]|

Eranch Suspect Last Marne
09091999 120000 ioo00on0 LEWIS

Select the SAR(s) you want to print. Then click on ‘Print". - Cancel

Exhibit A.22
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& SAR Software Yersion 5.0

. SAR Queries and Reps

SAR Report Suspect Country Code
Report Report
Return to Main State and ZIP Code
Menu Report

Exhibit A.23

| zeom [z =

SAR Software SAR List |

Branch

Date Time Humber Suspect Last Hame Filed®
1999/09/09 12:00:00 | 10000 | LEWIS
Pages: M|« [ piMl 4 | '|—I
Exhibit A .24
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Zoom I 100% - I

SAR Software Suspect Report

Branch

Date Time Humber Suspect Last Name Filec
1009/08/09 | 12:00:00 | 10000 | LEWWIS
FPages: HI{I'I }IHI 4| | PI—I
Exhibit A.25

o] zoom oz =]

SAR Software State and Zip Code List

Pages: M| 4 l'l__n'_bl IMP“ |

Exhibit A.26
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rn-rnn.

State State Starting E
Mame Code Zip Code Z
ALATIA, AL 9a500 g1
ALABAMA, AL 25000 3t
AMERICARN SAMOA, AS 96700 TS
ARKAMNSAS AR 71600 7
ARIKAMNEAS AR 75500 T
ARIZOMA AZ E5000 Bt
CALIFORMNIA CA, 80000 TS
COLORADD co g0000 g
COMMNECTICUT CT 0BO00 aF
DISTRICT OF COLUMBIA DC 20000 20



=% Country Code Report = =] =]
= Zoom [1003% -]

SAR Software Country Code List

Code Country

FT AFARS EISSAS (FREMCH)
AF AFGHAMISTAN
AL ALBANLA
A0S ALGERIA
A1 AMDORRA,
A0 ANGOLA
2 AMGUILLA,
a ANTARCTICA
A ANTIGLA (BARBLIDASREDO MDA
Pages: HI{ : | AF ’IHI . IANTII | F& MFTHFRI ARDS I . lLI
Exhibit A.27
51 Creating SAR(z) == x|

+ Last Mame

09-09-1999 12:00:00 10000 LEWIS

Select the SAR(s) you want to create and the name of the output - Cancel
file. Then click on "Create’ to create the file.

—File Information
Output file name: DSAR YERSION 0WSARMAG

File Type/Purpose
= Backup or Consolidation

&= S ke ¥ Create Diskette for Mailing

[ Uszer Guide
= Other - Custom File Hame
You can select a starting and Start Date End Date
OR ... ending date of the SAR(s) you I —— I —— _
want to export:

Exhibit A.28
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SAR Soft — |
= R = Importing SARs = O] =]

Import File Hame:
DvZar Wersion A

O i
Create Directon: 0 EE':R'JF' ; i‘
= errars. pp

dberrors-2. ppt
ErrarLog. xls

sard . ini
ork o SARVersiond. bak =
S Select the correct drive and directory for your import file. Then click on the

file name. Then choose how you want to handle the Financial Institution and
Branch Information on your import file. Then click the “Import” button.

Eranch Information
— Replace my default Branch Information recards with the
infarmation on the import file

(—~ Create new Branch Information records with the
infarmation on the import file [don't replace any records]

= Feep my exizting Branch Information records just as they
are [ignore Branch Information data on import file]

O T

Exhibit A.29

-
0

=1 Deleting SAR[:) == ]|

T Marne

09091999 12:00:00 10000 LEWIS

Select the SAR(s) you want to delete. Then click on "‘Delete’. Dealate Cancel

Exhibit A.30
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How To Use Form 4419A

» Select the hand tool from the Acrobat toolbar menu. You can use the hand tool to move
the page around so that you can view all the areas onit.

 Position the hand pointer inside a form field and click. The I-beam pointer allows you to
type text. The arrow pointer allows you to select a field, a check box, a radio button, or an
item from a list.

» Press Tab to accept the field change and go to the next field.
»  Press Shift + Tab to accept the field change and go to the previous field.

» Use your mouse to select an area of the form that is not inside a form field before printing
your form. If a form field is active (contains the blinking bar) the contents will not print.

 Ifthe fill-in form is displayed within your web browsers window be sure to use the
printer button on the Acrobat toolbar menu to print the form instead of your web
browsers print function.
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Internal Use

TCC Code

FORM DCC-4419A

Application for Magnetic Reporting
of Suspicious Activity Report (SAR)

1. Name and address of organization (street, city, state, zip code)

2. Person to contact about this request

Name

Title

Telephone Number: (Include area code)

3. Employer Identification Number (EIN)

4. Calendar year for which you will begin to file on magnetic media

(MM/YYYY)

5a. Transmitter name and address if different from item 1

5b. Employer Identification Number (EIN)

5c¢. Transmitter control code (TCC)

6. Type of magnetic media to be used:

I:l 5 1/4” Diskette I:l 31/2" Diskette

7. Person responsible for DCC-Form 4419a

7a. Name

7b. Title

7c. Signature

7d. Date
(MM/DD/YYYY)
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