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Introduction  

This user guide provide s instructions on how to use the QFC Regulatory Authorityõs (QFCRA) Electronic 

Submission System (ESS). This guide should be read in conjunction with the document , which  sets out 

the Terms a nd Conditions governing the us age  of the Electronic Submission System  and is accessible 

from the link òTerm of Useó on the ESS Site.   

The Electronic Submission System  is intended to be used by individuals from any Firm authorised by 

the Regulatory Authori ty to carry out Regulated Activities or licensed by the QFC Authority to eng age 

in activities of that of a Designated Non -Financial Business or Profession (DNFBP) as described in 

AML/CFTR 1.3.3 to submit the following Returns and F orms electronically.   

 

¶ Periodic submission of Financial Returns , AML/CFT Returns and other Reports  (both XBRL and 

non -XBRL based returns)  following Supervisory Reporting Schedules  

¶ Form Q03 - Controlled Function A pplication  

¶ Form Q05 - Application for Waiver or Modification  

¶ Form Q06 A - Controller Notice - Authorised Firms  

¶ Form Q07 - Notifications  

¶ Form Q12 - Controlled Function Withdrawal  

¶ Form Q14 - General Submission form  

 

To allow the reader to navigate quickly to the relevant topics, the content of this document is 

organized in a question and answer format.  
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1. Who can have access to the Electronic Submission System ? 

A.  Individual s from the QFCRA Authorised Firms  who are  approved to perform  any of the following 

controlled functions  can have access to the Electronic Submission System . 

¶ non -executive governance function (NEG)  

¶ executive governance function  (EG) 

¶ senior executive function (SEF)  

¶ senior management function (SM)  

¶ finance function (FIN)  

¶ risk management function (RM)  

¶ compliance oversight function  (CO)  

¶ money laundering reporting f unction  (MLRO) 

¶ internal audit function (IAF)  

¶ actuarial function (AF)  

 

B. Individuals who are registered  to perform any of the following required functions for firms licensed 

by the QFCA to engage in DNFBP activities can have access to the Electronic Submissio n System. 

¶ senior executive function (SEF)  

¶ money laundering reporting function (MLRO)  

¶ deputy money laundering reporting function (DMLRO)  

 

C.  In addition, t o assist in transcribing  information into the Electronic Submission System  or to submit 

forms that do not  require electronic sign -offs in the system, individuals who are not performing 

any controlled functions can also have access to the Electronic Submission System . In these  

cases, the SEF of a firm can grant a Document Administrator  role  to those individual s. 

Note:  

1. Refer to the Lodgement Requirements (Electronic Submission) Notice 2018  to learn more 

about the controlled /regi stered  functions of individuals who can prepare, electronically 

sign or give documents to the QFCRA.  

2. Access requests to the Electronic Submission System  can only be made by the individual who 

is approved  by the QFCRA (for authorised firms) or registered wi th the QFCA  (for DNFBPs) to 

perform the senior executive function .  Refer to How do I  create an access  request in the 

Electronic Submission System ?, to learn more about how to make an access  request.  

2. How do I get access to the Electronic Submission System ? 

¶ If you are approved (Authorised Firms) or registered  (DNFBPs) to perform the Senior Executive  

Function (SEF) for your firm , the Electronic Submission System  creates an account for you 

automatically. You will receive an email , similar to the one shown below, with a one -time 

password requesting you to register , soon after your controlled  function is approved  or required 

function is  registered . 

http://www.complinet.com/net_file_store/new_rulebooks/l/o/Lodgement_Requirements_Electronic_Submission_Notice_2018.pdf
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¶ If you are approved or registered  to perform  a  controlled or required function othe r than the 

Senior Executive Function (SEF) , you should request your SEF to make an account request for you . 

After your account request is received and processed by the Electronic Submission System , you 

will receive a registration request email, similar to the one shown above , with a one -time 

password . 

3. How do I login to the Electronic Submission System ? 

You need to have a  valid ESS account to login to the Electronic Submission System . If you donõt have 

an account , refer to the section How do I get access to the Electronic Submission System ? 

Steps  to login  

1. From the QFCRA website ( www.qfcra.com ) click on the menu item òHOW TO APPLYó and then 

click on the item òE-SUBMISSIONó. 

 

 

 

2. Click on the link  provided on the page displayed.   

 

 

http://www.qfcra.com/
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3. Provide  your login information on the login page and click on òI agree to the Terms of Use and 

Sign inó button.  

 

Additional steps for first time login  

The Electronic Submission System  prompts you to provide additional  information  if you are logging 

into the Electronic Submission System  for the first time.  

1. Provide y our firmõs QFC license number 

 

2. Provide y our date of birth by making use of lists provided for day, month and year.  

 

3. Click on the òSubmitó button. 

 

 

 

4. The Electronic Submission System  will prompt you to enter additional information (Password and 

answers to your favourite questions)  

 

5. Fill the form and click on the òCreate Account ó button. 

Note: please read the password guidelines as mentioned on the page while c hoosing your password.  

 

6. Click on òI accept the Terms and Conditions ó check box 
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7. Click the òOKó button. 

 

 

4. How do I create  an access  request  in the Electronic Submission System ? 

This feature is accessible only t o the individual who is approved or registere d to perform the Senior 

Executive Function (SEF)  for your firm.  

Steps  

1. Log in to the Electronic Submission System  using your registered email and password  

 

2. Click on the òSystem Access ó menu item  

 

 

 

3. Click on the òRequest Access ó button  
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Request ing  ESS acc ess for an Approved Individual  from an Authorised firm  

1. Select Approved Individual  from  the òRequest a ccess for ó list 

 

2. Provide  the details  requested  

 

3. Click on òSubmit Requestó button to submit the access request  
 

 

Requesting ESS access for a Registered Indiv idual from a DNFBP firm  

1. Select Registered  Individual  from the òRequest access for ó list 

 

2. Provide the details  requested  

 

3. Click on òSubmit Requestó button to submit the access request  
 

 

Requesting ESS access for Document Admin istrators (individuals not  perform ing  the QFCRA 

approved controlled function s or registered  required functions ) 

1. Select Document Admin  from òRequest a ccess foró list 

 

2. Provide  the details  requested  

 

3. Click on òSubmit Requestó button to submit the access request  

 

 

 

4. The individual, fo r whom the access request is being made, will receive an email with a temporary 

password to register with the Electronic Submission System . 

5. How do I d eactivat e ESS access  for an individual ?  

An Approved  or Registered Individual õs System access is deactivat ed automatically when:  
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¶ An individualõs application to withdraw the controlled functions has been processed by the 

QFCRA (or)  

¶ On  the date from which the individual ceases to perform the controlled or required function 

as specified in the modification/withd rawal application.  

Alternately, the Electronic Submission System  also provides a feature , accessible only to  the SEF, to 

deactivate access to the Electronic Submission System  for any  individual. This feature can be used 

by the SEF to deactivate Document Administratorsõ accounts and other Approved Individual sõ 

accounts.  

Steps   

1. Log in to the Electronic Submission System  using your registered email and password  

 

2. Click on the òSystem Access ó menu item  

 

 

 

3. Click on the òRevoke Access ó link against the name of i ndividual whose access is to be 

deactivated.  

 

 

6. How do I s ubmit  an XBRL-based Prudential Report ? 

If you are required to submit an XBRL based Pru dential Return, use the iFile Desktop Client software 

to enter your data and then generate the Prudential Return. The iFile Desktop Client software for 

Banking and Insurance can be downloaded by clicking on the Download XBRL iFile Installer  link on 

the login page and then selecting òBanking Returnó or òInsurance Returnó as applicable.  

 

https://eforms.qfcra.com/iFile/Pages/iFileDownload/ViewPreviousReleases.aspx
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Instructions on how to generate the Prudential return using the iFile Desktop C lient software can also 

be found on the same page .  

All XBRL-based prudential  reports require signatures from two individuals who are approved by the 

QFC Regulatory Authority. The first signature is called the Submission Sign -Off and t he second 

signature is called the Completion Sign -Off . 

Steps 

1. Using the iFile Desktop Client software, generate the required Prudential Return.  

 

2. Log in to the QFCRA Electronic Submission  System and click on the report name that requires an 

XBRL based Prudential Return to be sub mitted  (or) Click on òReportsó menu. 

 

3. Upload your filing by clicking on the òAttach File ó button next to the report line item. 

 

4. Click on the òBrowseó button to locate the file on your disk or on your network mapped as a disk 

to your computer.  

 

5. Click òOKó link. On clicking the " OK" link, your filing will be queued for validation by the Electronic 

Submission System. 

 

6. Once the Electronic Submission System  has completed validation of your filing, you will receive 

an email notification with instructions  on the n ext steps to be performed to continue with your 

submission. Samples of email notifications you might receive are shown below:  

 

a.  On validation failure:  

 

 

 

b.  On validation completion with warnings:   
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c.  On validation completion without any errors or warnings:  

 

 

 

7. Depending on the outcome of the validation, you will be required to perform any one of the 

following  steps: 

 

a.  If the validation of your filing has failed, you will have to correct all the errors as listed on the 

"Errors" page and resubmit your filing.  

 

o To view the errors generated by the Electronic Submission System , click on the " Errors" link 

as shown in the screen shot below.  
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o To export a copy of all the errors and/or warnings generated by the Electronic Submission 

System into Microsoft Excel, clic k on the òExport To Exceló button. 

 

 

 

b.  If the validation of your filing has passed with some warnings, you can proceed with 

completing the " Submission Sign -Off" by clicking the òSignoffó if you are one of the signatories 

as stated in the òReport to be sign ed by ó section. If you are not one of the signatories, you 

can submit the filing for òSubmission Sign -Offó by clicking on the òSubmitó button. However, 

your filing will not be considered until you have provided explanations for all warnings and 

have provid ed the " Completion Sign -Off".  

 

o To view and/or provide explanations for warnings generated by the Electronic Submission 

System, click on the " Warnings " link as shown in the screen shot below.  

 

 

 

o To export a copy of all warnings generated by the Electronic  Submission System into 

Microsoft Excel, click on the òExport To Exceló button. To provide explanations for warnings 

generated by the Electronic Submission System , enter your response in the òExplanation ó 

field and click on the " Save" button shown in the s creen shot below.  
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c.  If the validation of your filing has passed without any errors or warnings, you can proceed with 

completing the " Submission Sign -Off" by clicking the òSignoffó if you are one of the signatories 

as stated in the òReport to be signed by ó section. If you are not one of the signatories, you 

can submit the filing for òSubmission Sign -Offó by clicking on the òSubmitó button. 

 

8. You will receive an email notification once the òSubmission Sign -Offó signature has been 

provided. Samples of the ema il notifications that you might receive are shown below.  

 

a.  On completion of òSubmission Sign -Offó for a filing with warnings:  

 

 

 

b.  On completion of òSubmission Sign -Offó for a filing without any warnings:  
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9. Once the " Submission Sign -Off" has been complet ed for a filing and explanations have been 

provided for any warnings that were generated by the Electronic Submission System , you can 

proceed with completing the " Completion Sign -Off" by clicking the òConfirm & Signoff ó button on 

the òWarningsó page if you  are one of the signatories as stated in the òReport to be signed by ó 

section.  If you are not one of the signatories, you can submit the filing for òCompletion Sign -Offó 

by clicking on the òConfirm & Submit ó button on the òWarningsó page. An email notification will 

be sent to the authorised signatories as shown below:   
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10. On the òCompletion Sign -Offó signature being provided, y ou will receive an email from the 

Electronic Submission System  confirming the submission . A sample email notification is shown 

below.   

 

 

7. How do I submit a non -XBRL Report? 

Pre-requisite: An electronic copy of the Return duly completed and ready to be uploaded onto the 

system. 

Note: Authorised and DNFBP firms may r efer the Lodgement Requirements (Electronic Submission) 

Notice 2018  published on the  QFCRA website  for electronic sign -off  requirements .  

Steps 

1. Af ter you log -in to the Electronic Submission System , on the front page, click on the Report name 

as shown in the following picture to be submitted. In this case September ð 2014 Semi-Annual 

Capital Adequacy Report  is to be submitted.   

 

 

(OR) 

Click on the òhereó link displayed in the òReport ing Schedules ó section  

 

(OR) 

Click on the òReportsó menu displayed in the Home page. 

http://www.complinet.com/net_file_store/new_rulebooks/l/o/Lodgement_Requirements_Electronic_Submission_Notice_2018.pdf
http://www.complinet.com/net_file_store/new_rulebooks/l/o/Lodgement_Requirements_Electronic_Submission_Notice_2018.pdf
http://www.qfcra.com/
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2. Click on the òAttach File ó button next to the Report line item. 

 

 

 

3. Click on the òBrowseó button to locate the file on your disk or on your network mapped as a disk 

to your computer.  

 

 

 

4. Click òOKó link. If you are one of the signatories as stated in the òReport to be signed byó section, 

you can sign off on the report by clicking on òSubmitó button. 

 

 

 

If you are not a document signato ry or if you are a document admin istrator, click on the òSubmitó 

button.  

 

The Electronic Submission System  will send out an email to the signatories requesting them to sign 

off on that report prior to submitting the report to the QFCRA.  
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5. Click on òSign offó button 

 

 

 

6. Enter your Registered Email and Password, confirming that you have read and understood the 

declarations.  

 

7. Click on òSign offó button and the Report will show up in the òReports Submitted ó section 

 

 

 

8. You will receive an email from the Elect ronic Submission System  confirming the submission  
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9. If a report requires more than one signature (as stated in the prudential returns notice) the 

Electronic Submission System  notifies the request for additional signature(s) after completion of 

each signa ture until all the required signatures are completed. The report is not submitted to the 

QFCRA until all the signatories have signed off on the report.  

 

 

8. How do I r esubmi t a Report ? 

If you need to resubmit a report  for any reason,  notify your Supervisor a nd your Supervisor will get 

back to you when the Electronic Submission System  is ready to accept the resubmission.  

However, if your Supervisor has requested you to resubmit  a report , you can submit the report any 

time after you receive the request.  

The steps to resubmit a report are  similar to the initial submission.  

9. How do I submit an application for approval or withdrawal of Controlled 

Functions?  

To submit any of the forms listed  below , follow the instructions /steps  as specified : 

¶ Form Q03 ð Controlled Functio ns Application  

¶ Form Q12 - Controlled Functions Withdrawal  

Steps 

1. Download the form by clicking on the link provided in the òLink to download formó next to the 

form name.  

 














