
Filing of FinCEN Report

The information is gathered.  
Where does it go?



Determine Users

Reporting Persons

• Supervisory User

• Users 

ALL Need to create Login.gov 
Accounts



Obtain Reporting Person 
Filing Ability with FinCEN

• Obtain FinCEN ID for Supervisor 
and Reporting Person(s)

• Create Supervisory User with 
FinCEN
• Establishes Organization and Point 

of Contact for FinCEN
• Access to system functionality to 

track filings by all title agency users
• Confirmed with Chief Compliance 

Officer

• Create Team of Users with 
FinCEN

Can Be Done NOW!



Basic Steps to Obtain individual FinCENID

1. Create a Login.gov account at Login.gov account.
2. Access the FinCEN ID application.
3. Complete the application by filling in required information 
including name, date of birth, address, and copy of 
identification document.
4. Submit the application after certifying information.
5. Receive your individual FinCEN ID.

https://www.login.gov/


What is a Supervisory User?

Available at:
https://bsaefiling.fincen.treas.gov/InitialUserDesignation.html

DIRECTLY FROM FinCEN:

Identify Your Organization's Point of Contact

The point of contact identified for your organization will be designated 
as the Supervisory User for BSA E-Filing. Determining who will act as 
your organization's Supervisory User is the first step in the BSA E-Filing 
enrollment process. The Supervisory User serves as a liaison between 
BSA E-Filing and his/her filing organization and has primary 
responsibility for the filing organization's use of BSA E-Filing. Consider 
the information below before choosing your Supervisory User. Once 
you identified your organization's point of contact for BSA E-Filing, the 
designated person will enroll as the Supervisory User for your 
organization.

The Supervisory User will have:

Responsibility for facilitating the process of creating general user 
accounts for members of your organization

Day-to-day oversight of your BSA compliance efforts from a filing 
standpoint

Access to system functionality not available to regular users, such as 
ability to update filing organization information and track the status of 
filings submitted by all users from across the organization

The Supervisory User you choose:

Should have insight into all BSA filing activities across the entire filing 
organization

Should be knowledgeable about the individuals responsible for 
preparing and submitting BSA filings and the processes by which 
filings are submitted

Must be designated by your organization's headquarters Bank Secrecy 
Act compliance department

Must be confirmed as such by the Chief Compliance Officer (or 
equivalent)

https://bsaefiling.fincen.gov/AddUser


Create Supervisory User 

https://bsaefiling.fincen.gov/AddUser

Step 1:  Agree to Terms



Identify Individual 
as Supervisor

Step 2:  Click Yes!



Organization Agreement

• Step 3:  Fill out information 
about Supervisory User’s 
Company
• Organization name
• Country 
• Street Address
• City, State, Zip Code
• EIN
• Federal Regulator or 

Examiner – Most likely will 
be State Regulator/SR



Supervisor New User 
Information
• Step 4:  Supervisor 

Provides Personal New 
User Information
• E-mail address
• Desired User ID
• First Name
• Last Name
• Title
• Phone Number
• Role Type



Review & Enroll

• Step 5:  Review Information and Edit 
if Necessary

• Step 6:  Click “Register”



Your Company is now 
REGISTERED

• Store new login information

• Write down Entity’s New 
FinCEN Organization Number

• Begin Enrollment for 
• Additional Supervisor
• Users



Adding Users



How is the Report Filed?
Electronically

• PDF (Individual or Batch)
• TPS or Escrow Software



Filing of Reports

• In portal
• Two IDS

• BSA E-Filing Tracking ID
• BSA ID



Emails from FinCEN

• Generic

• Not in a lot of color to inform 
about acceptance, rejection, 
status



When Must the Report Be 
Filed By?

Later of:

• Final day of month following 
the month in which the 
closing occurred OR

• 30 Calendar Days

Example:  Closing December 15, 
2025.  Must be filed by later of 
January 14, 2026, or January 31, 
2026.



After filing, how long does 
information have to be kept?

Five Years from Filing of Report

Must Maintain Certifications and 
Designation Agreements. 

Suggestion:  Keep Evidence of 
Report Being Filed



Thank you!

Questions?
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