Appendix C

FOR PREPARING THE CALL REPORT EXCEL DATA FILE AND
ELECTRONIC SUBMISSION OF THE CRS AND E-DATA

NOTE: Please read all instructions carefully before preparing to input data on either of
the Excel spreadsheet applications or sending the data to the FCA.

General Instructions

The Call Report employs Excel spreadsheet software for use in preparing quarterly Call Report
data. One Excel file is used by all institutions in submitting their routine Call Report (containing
all Call schedules except for Schedules RC-N.1 and RC-N.2); and a second Excel file is used by
banks only to submit a Supplemental Call Report (containing the Call Schedules RC-N.1 and
RC-N.2). The applications allow Farm Credit System (FCS) Institutions to enter the Call Report
information, save the data, and print reports.

The FCS institutions can download a copy of the Excel files from the FCA website,
www.FCA.gov.

The Call Report applications use macros to help navigate through the spreadsheets as easily as
possible. In order to make the Excel files as user friendly as possible, menu buttons, and the
point and click features of the mouse are used throughout the applications. The buttons on the
menus identify where data should be entered and saved, as well as the reports that can be
produced. The buttons on each of the menus are intended to guide you through the application to
the desired spreadsheet. The spreadsheets allow data to be entered only in the required fields.
The ESCAPE {Esc} key on your keyboard can be used to end the process at any time. Make
sure you press the {Enter} key to record your last entry prior to pressing the {Esc} key. If
you do not press the {Enter} key before pressing the {Esc} key, your last entry will not be
recorded.

The file name of the spreadsheet application that contains the main Call Report is “Crs.xIs”.
The file name of the spreadsheet application that contains the Supplemental Call Report is
“Rcnl2.xls”. However, when the “Save Data To File” button on the main menu is clicked on
either of the applications, macros will create a new file containing the information entered in the
spreadsheets. The naming convention of the new file will represent the reporting institution’s
unique identification code (UNINUM) with an extension that represents the quarter end date for
which the Call Report information is being submitted. For instance, when using the main Call
Report application, the name of the new file created by the Texas Farm Credit Bank for the
quarter ending March 31, 2014 will be *“610000.114”). When using the Supplemental Call
Report application, the file created for the same bank and the same quarter will be named
“N610000.114”.
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These newly created files are to be used by the reporting institution for making any changes to
the initial information entered to the spreadsheet (instead of the original files “Crs.xls” and
“Rcnl2.x1s™).

The Call Reports can be electronically submitted to a secured account on the FCA’s website.

Specifications and Other Requirements

e Microsoft Excel Version 10 for Windows has been used to develop both spreadsheet
applications. Please contact the FCA if you are having problems with compatibility.

e Before inputting data to the Call Report file, make a backup copy of the file
contained on each of the diskettes or the Excel file that you downloaded from the
FCA website.

e Close all other software applications that are open, leaving only Windows and
Excel open while working on the file containing the Call Report.

e The main Call Report application contains one Excel workbook file. The workbook
filename for the main Call Report is “Crs.xls”. The Supplemental Call Report also
contains only one Excel workbook file. The workbook filename for the Supplemental
Call Report is “Rcnl12.xIs”.

e These instructions assume the user is familiar with Microsoft Windows and knows
how to load and run Microsoft Excel and how to open an Excel workbook file.

e The Excel spreadsheet was developed to be viewed using a 17-inch monitor. If
necessary, you can adjust the zoom control buttons to reduce the spreadsheet.
Otherwise, during data entry you may not be able to see the line description for some
cells.

e DO NOT ATTEMPT TO ADD, MODIFY, OR DELETE ANY ROWS/COLUMNS
ON THE SPREADSHEETS. Also, do not attempt to change any of the formulas or
the formats that have been incorporated into the worksheets. The Excel workbooks
and individual spreadsheets have been locked to prevent modification.

e Once you have completed inputting all of your data print the Difference Report or
view the Difference Report on the screen. This report will identify any differences
that you will need to correct prior to submitting the Call Report to the FCA. This
Difference Report will be automatically generated when you print all of the Call
Report schedules. You are not required to submit a printout of your institution’s
Call Report to the FCA.
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There are menus with buttons for entering institution information and individual Call
schedules. The buttons can be clicked with the use of the mouse to assist in data
entry, printing, and saving the data. The “Institution” menu will provide access to
inputting the System, district and association codes, the name of the reporting
institution and certifying official, and the report date.

Step-by-Step Instructions for Using the Call Report Applications

1.

8.

Open the Excel software applications by clicking on the Excel icon located within the main
Microsoft Windows' menu or other desktop windows’ menu.

Select your default directory.

Select the appropriate directory and file (i.e., “FILE, OPEN, C DRIVE, Crs.xls or
Rcn12.xls, OK”).

When the Excel files containing either of the applications are opened, a menu with labeled
buttons will appear on the screen. There are buttons on the main menu that will assist in
entering information, printing reports, and saving the information.

Information regarding the reporting institution must be entered before any data are input to
the Call schedules. Locate the button labeled “Institution Information”. To locate this
button using the regular Call Report workbook, click on the “Input Call Report Data”
button. This action will bring up a sub-menu that contains the “Institution Information®
button. For the Supplemental Call Report workbook, the **Institution Information” button
is located on the main menu. Click on the button labeled “Institution Information. This
action will bring up an input form that calls for the institution's individual identification
code, the report date, the institution's name, and the name of the certifying official to be
entered. The report date should be input as MM/DD/YYYY (i.e., 03/31/2014).

The institution's identification code (i.e., System, district, and association) will
automatically be copied into all of the Call schedules contained in other areas of the
application. The application will only allow information to be entered into the appropriate
cell locations for that particular schedule.

If the descriptions for some items appear to be incomplete, there are two “ZOOM?” buttons
on the main menu that will adjust the form to your computer screen. Use the appropriate
zoom (80% or 100%) for your particular computer. Try each one to see which option
enables you to view the entire input area of the input form.

While in the data input mode, the arrow keys (up, down, right, and left) can be used to move
through the schedules while entering data. The “Enter” key on the keypad should react as a
down arrow key. If not, use the "down" arrow key to move to the next input cell. The
"Tab" key can also be used as a down arrow key.
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11.

12.

13.

14.

15.

16.
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After entering all the institutional information, press the “Enter™ key and then the
“Escape” key. This action will save the information and return you to the menu system.

Next, click on a button labeled with a specific Call schedule. This action will open the
spreadsheet for the Call schedule chosen and place the cursor in the appropriate cell location
of the spreadsheet - the initial input cell location. Input the appropriate Call Report
information in the spreadsheet. Again, the application will only allow information to be
entered into the appropriate cell locations for that particular schedule.

The worksheet is provided with zeros in all cells that require data entry. After data entry is
completed, all cells should contain either a zero or other number - do not clear any cells or
leave them blank. Totals are automatically calculated. The fields containing totals are
protected.

Again, after entering all the appropriate information to the selected schedule, press the
“Enter” key and then the “Escape” key. This action will save the information and return
you to the menu system. Select the next button labeled with a specific Call schedule and
repeat steps 9 and 10 above.

When you have finished entering data on the last Call schedule, press the “Enter” key and
then the “Escape” {ESC} key. This action will return you to the “Call Report Input
Menu” sub-menu on the regular Call Report worksheet and the main menu on the
Supplemental Call Report worksheet. If working in the regular Call Report worksheet, click
on the “Return to Main Menu” button.

Locate and click the “Save Call Report Data to Disk™ button. A macro will save the
information that was entered in the worksheet into a new file. The System, district, and
association codes and report date will be used to generate the file name. For example, if you
entered 6 for System, 10 for district, and 000 for association code and the reporting date is
March 2014, the Excel application will create and save a new workbook as 610000.114. For
the Supplemental Call Report, this file name will be preceded with the letter “N” (i.e.,
N610000.114). These newly created files must be used for any additional updates and are
the files that the Agency will use for loading Call Report submissions to its database.

After saving the data, locate the button labeled “Difference Report”. If working on the
regular Call Report, click on the “Print Call Report Schedules” button to locate this
button.  Print this report by clicking the “Difference Report” button. Review the
Difference Report for possible errors (see the General Instructions section of the Uniform
Call Report Instruction Manual for additional information on the use of the “Difference
Report”.) Return to the appropriate Call schedule to make any necessary corrections that
were identified from a review of the Difference Report.

Locate and click on the button labeled “All Schedules”. If working on the regular Call

Report, the button is located on the “Call Report Print Menu”. If you prefer, you can also
print each Call schedule individually.
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18.
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Review each of the schedules to ensure the accuracy of the data. If necessary, return to the
appropriate Call schedules in the application to make any necessary corrections. Reprint the
Difference Report and any corrected schedules. Make sure that the current files (i.e.,
“610000.114” or *“N610000.114”) are used when updating or correcting any information.

Once you have ensured all the data entered into the application is correct and you have
printed copies of the Call Report submission for your file, again locate and click the “Save
Call Report Data” button to save all the corrections. Next, close the spreadsheet and exit
from Excel (i.e., SELECT FILE, EXIT). You will receive a “Microsoft Excel” window
box asking if you wish to save all changes. Choose “Yes” to save the file and exit the
application.

In the event you again need guidance on retrieving either the regular or Supplemental Call
Report file, please return to step one above
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Instructions to Electronically Submit CRS and E-Data

1. The FCA has assigned a username and password to each FCS institution and/or individuals
who have FCS accounts for submitting CRS and E-Data. The username and password must
be used to electronically submit CRS and E-Data to the FCA. A list of the CRS and E-Data
files can be found the Submit Data to FCA page.

2. Access the FCA website, mww fca gov, and select the ""FCS Information®™ category.
Select the “Submit Data FCA” option.

ARM CREDIT ADMINISTRATION

Home AboutFCA News & Events Reports & Publications  Law & Reguiations  Ex8m Zumues-  FCS Information

Browse by Audience
FCS Management
FCS Board of Direclors

W FCS Bomowers

Public Commenters

Job Seekers

- & ; Media
Jill Long Thompson Vendors
Board Chair and CEQ Recent Updates Whistieblowers
President Barack Obama has September 19, 2014 En Expafial
designated Jill Long Thompsen Board  Three new Web pages: The Coop Way; 2 &
Chair and Chief Executive Officer of (Whistieblower Protection in Spanish); iguaidad de opmunmmas de Quick Links
the Farm Credit Administration amplec y diversidad (EEC and Diversity in Spanish) FCA Handbook
effective November 27, 2012. She s
succeeds Leland A, Strom, who September 12, 2014 Hies & Bty

served g5 Chairman and CEQ since Fall 2014 Reguiatory Projects Plan Submit Data to FCA
Adaw PN0R s . aas

Organization of the FCS
The Cooperative Way

FCS Directory and Map

Mergers, Name Changes,
and Other Corporate FCS Information
Activity
The FCS is a Government-sponsored enterprise created by Congress in 1916 to provide American

Resources for the FCS agriculture with a dependable source of credit.

Consoclidated Reporting The FCS is a nationwide network of cooperatively organized banks and ions that are d
System Reports and controlled by their borrowers. It serves all 50 States and the Commonwealth of Puerto Rico.
Major Financial Indicators The FCS provides credit and other services to agricultural producers and farmer-owned agricultural

and aquatic cooperatives. It also makes loans for
Farmer Mac

- agricultural processing and marketing activities,
Governance of FCS « rural housing,
Institutions « farm-related businesses,
- rural utilities, and

E-commerce . foreign and domestic panies involved in internati agricultural trade.

Young, Beginning, and
Small Farmer/Rancher
Lending

Loan Portfolio
Management Guidance

Farmland Collateral Risk

Flood Disaster Protection

===2 Submit Data to FCA
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3. After selecting the "*Submit Data to FCA" option, select “FCS Data Portal”.

{erernAeagene/inl:

D - & X [} Home ] Subrmin CRS Data | F. % ||

% Econen [ Select
x [DREEN -

1+ K| Suggested Sites» & Get more Add-ons » | Free Hotmail ()| Plaxo

Organization of the FCS
FCS Directory and Map
Mergers, Name Changes,
and Other Corporate
Activity

Resources for the FCS

Consolidated Reporting
System Reports

Major Financial Indicators
Farmer Mac

Governance of FCS
Institutions

E-commerce

Young, Beginning, and
Small Farmer/Rancher
Lending

Loan Portfolio
Management Guidance

Farmland Collateral Risk

Flood Disaster Protection

Heme > ECS Inlormation >
Home » Beports and Pubications > Regources for the FOS »

Submit Data to FCA

FC3 institutions may submit data to F the FCS Data Portal, a secure data submission
portal. Institutions submit two types of data through this portal: CRS and E-data. You must have an
account in order to use the portal. Each FCS account has a CRS role, an E-data role, or both.

The CRS Role
Individuals who hold FCS accounts with the CRS data role have privilege to update the Directory
Profile for their institutions and to submit CRS data.

‘When submitting CRS reports, FCS institutions must use the submission files provided quarterly by
FCA. Contact April Davis if you have any questions about the data submission process.

For guidance in preparing the Call Report, institutions may refer to the online Uniform Call Report
Instruction Manual.

CRS data include the following:

Mission Related Investments Report
= Notice of Significant or Material Event

Annual Meeting Information Statement
Annual Report

Appendix D + OME Budget Report

Call Report + Qther CRS Correspondence
Call Report Addenda = PCR Noncompliance Notice
FAMC Debt, Derivatives, Liquidity Report Quarterly Report

FAMC RBCST
FAMC SEC-Treasury Correspondence
Government Guaranteed Loans

Supplemental Call Report
Syndication/Assignment Study Report
YBS Farmers Data

The E-Data Role
E-data are data that FCA examiners request from FCS institutions during examinations. Individuals who
hald accounts with the E-data role may submit E-data for their institutions. E-data include the following:

+ Audit Reports
+ RnardiMammittaa Maatinn Matariale

* Management Reports — Credit

+ Manznemant Ranarte . Finanra

Farm Credit Institutions will select “Farm Credit System Institution”, click “Continue to

Sign In”.

FARM CREDIT ADMINISTRATION

The site that you are accessing requires you to sign in. Select your
organization from the following list.

Farm Credit System Institution E

Continue to Sign In
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* 4. Sign in with your username and password. You may change the password FCA assigned
you on FCA'’s Self-Service Password Management Portal. If you don’t have an account,
you will need to submit an Account Request form to the FCA Helpline.

FARM CREDIT ADMINISTRATION

Enroll or log in to FCA's self-
service password management

User name: | | portal to:

Password: | |

Please enter your user name and password.

» Reset Password
= Change Password

+ Unlock Account

+ Change Enrollment Login

Access or use of this website constitutes consent to these terms. Thisisa U.S.
Government web site. To intentionally cause damage to it or to any FCA electronic facility
or data through the knowing transmission of any program, information, code, or command
is unlawful. This system and related equipment are subject to monitoring. Information
regarding users may be obtained and disclosed to authorized personnel, including law
enforcement autharities, for official purposes. Access to or use of this web site constitutes
consent to these terms.

* 5. A window will appear which allows you to “Submit Data to FCA”, “View Files
Submitted”, see “Call Report Submission Files” and “FCA/IRCC Data Extract Files”,
and “Update Institution Profile”. On this page you can submit CRS Data and/or E-Data.

FARM CREDIT ADMINISTRATION

About FCA News & Events Reports & Publications Law & Regulaticns Exam Guidance

FCS Data Portal

== Submit Data to FCA

View Files Submitted Submit Data to FCA

Call Report Submission

Files FCA provides a secure communication portal to allow FCS institutions to submit
FCA/IRCC Data Extract information to FCA. It is important you use the correct category to submit

Files documents as outlined below to ensure your document reaches the appropriate

person in FCA. For instructions on how to submit data to FCA, please click here.

Update Institution Profile
Submit CRS Data

e Call Reports and amendments * 620 Shareholder Reports
® Annual YBS Reports * MRI Reports
® Syndication Study Reports * Funding Corporation Reports

Submit E-Data

e Examination-related Documents e Enforcement Documents
e Board and Committee Materials e Criminal Referrals
T
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To submit CRS data, click on the drop down arrow for “Submission Type” and select
“CRS Data”. Next, click on the drop down arrow for “Category” and select which CRS
category to submit. Then select the “Reporting Date” for the submission and add any
necessary “Comments”. In the “Attachments” area, “Click here to attach a file”, select
your file and click to attach and upload, then click “Submit”.

Submit Data to FCA Submit Data to FCA Instructions

View Files Submitted Submit CRS Data

Call Report Submission * Call Reports and amendments * 620 Shareholder Reports
Files ¢ Annual YBS Reports ¢ MRI Reports

FCA/IRCC Data Extract * Syndication Study Reports * Funding Corporation Reports
Files Submit E-Data

¢ Examination-related Documents Enforcement Documents

Update Institution
Profile

¢ Board and Committee Materials Criminal Referrals

¢ Business Plans

Title:

Submission Type: CRS Data E|
Category: Call Report E|
Report Date: 9/30/2014 =

Comments:

Attachments:

10 Click here to attach a file

To submit E-Data, click on the drop down arrow for “Submission Type” and select “E-
Data”. Next, click on the drop down arrow for “Category” and select which E-Data
category to submit. In the “Attachments” area, “Click here to attach a file”, select your
file and click to attach and upload, then click “Submit”. As seen below, there is a
submission limit for E-Data documents.

Submit Data to FCA Submit Data to FCA Instructions

View Files Submitted Submit CRS Data

Call Report Submission ¢ Call Reports and amendments * 620 Shareholder Reports
Files ¢ Annual YBS Reports + MRI Reports
FCA/IRCC Data Extract * Syndication Study Reports ¢ Funding Corporation Reports
Files Submit E-Data

* Examination-related Documents * Enforcement Documents

Update Institution
Profile

¢ Board and Committee Materials Criminal Referrals

* Business Plans

Title: *

Submission Type: E-Data

EINEN

Category: e
Description of Categories

Attachments:
15 MB Submission Limit

iU Click here to attach a file
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8. Please be sure to enter each line in the Submit Data to FCA for the CRS and E-Data
appropriately with the Submission Type, Category, Report Date, and Comment as
necessary. Make sure a file is attached with each submission. Identify all CRS files with the
institution Uninum — the System Code, District Code and Association Code.

9. “View Files Submitted” will allow you to view all the CRS and E-Data files submitted
from you institution.

- Submissions » All Submissions
Submit Data to FCA

View Files Submitted O @ Tite Uninum Submission Type Category Created Created By
Call Report Submission There are no items to show in this view of the "Submissions" list. To add a new item, click "New"

F||eS % Add new item

FCA/IRCC Data Extract

Files

Update Institution Profile

10. “Call Report Submission Files”, will allow you to view the current quarter’s Call Report
Submission Files to use in preparing the institution’s reports for submission to FCA.

Submit Data to FCA
View Files Submitted

—> Call Report Submission

Files

FCA/IRCC Data Extract
Files

Update Institution Profile

Home = ECS Information = Submit CRS Data =

Organization of the FCS Call Report Submission Files

FCS Directory and Map Below are several files for FCS institutions to use in preparing their reports for submission to FCA.

These files consist of spreadsheets and forms into which institutions are to enter their data, as well as
Mergers, Name Changes, documents containing instructions on submitting data.
and Other Corporate
Activity Following are the June 2014 Call Report submission files:
Resources for the FCS « FCA Uniform Call Report — (Excel, 816 KB)
Consolidated Reporting « FCA Uniform Call Report — (Excel 2010, 348 KB)

System Reports
« FCA Supplemental Call Report — (Excel, 264 KB)

Major Financial Indicators
« Appendix A — (Excel, 15 KB)
Farmer Mac
» Supplemental Addendum — Government-Guaranteed Loans (Word, 49 KB)

Governance of FCS
Institutions The following files are submitted only as needed:

E-commerce » Appendix D—Notice of Correction to Call Report or Young, Beginning, and Small Farmers and
Ranchers (YBS) Report — (Word, 34 KB)
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