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GUIDE TO FILL AND SUBMIT CTRs 

Introduction 
 
This guide provides the instructions, step by step, to fill and submit a CTR to FinCEN. 
 
Although, the content of the CTR, is ultimately the responsibility of the agency. 
 
Regulation 
 
A CTR must be filled and submitted for every cash transaction which amount is 
greater than USD 10,000 in the same day by an individual, or on behalf of other 
individual, and for two or more transactions representing more than USD 10,000. 
 
The commission paid by the client should be taken into account to determine the total 
amount of the transaction. 
 
Pre-requirements 
 
To fill and submit a CTR, an agency should be registered with FinCEN as “Money 
Services Business – MSB” and inscribed as a “BSA Filer”.  
 
If you are not registered as a MSB or “BSA Filer”, call our Compliance 
Department to 1-833-916-1520 before starting this process.  
 
Once your agency is registered as MSB and “BSA Filer”, you can fill and submit 
SARs following the instructions below. 
 
Advise: Fill every CTR form starting from zero to ensure that you have included 
all the information required before submitting it to FinCEN. 
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¿Where to start? 

 
 

1. Access the FinCEN system in the following link: 
https://bsaefiling.fincen.treas.gov/main.htm 

 
2. In the home page, click “Login”, as shown below 

 

 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

   
 

Click 
here 

https://bsaefiling.fincen.treas.gov/main.htm
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3. Then click in “Agree and Continue” in the next screen and enter the user and 
password: 

 

 

 

 

 

 

 

 

 

4. Then click in “Sign in or Create an Account with” in the next screen 
 
 

  
 
 
 
 
 
 
 
 
 

Click 
here 

Click 
here 
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The next scree will appear: 
 
 
 
 
 
 
 
 
 
 
 
 
 
5. Then enter your email, password and click in “Sign in” as shown 
below: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Click 
here 

Enter the 
email and 

password and 
click here in 

“Sign in” 
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The following screen will be displayed: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
6. Next, you will receive in the mobile number you have previously 
entered when you make the registration of MSB before FinCEN, a six-
digit code. 
 
 
 
 
 
 
 
 
 
 
 
 
 

Mark this box 
and click here in 

“Continue” 

Enter the six- 
digit code and 
click here in 

“Submit” 
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7. Once the above is done, the “BSA E-Filing System” home page will be 
displayed, as shown below: 
 

  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

8. Before to continue, it is recommended to fill the CTR in a place that you 
can easily find in a unit in your computer.  

 
Advise: If you are filling a CTR out of the “BSA E-Filing System” you 
can only use Adobe Acrobat to do it. Another PDF software will not 
work. 
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9. Once you have filled the CTR and you are sure that you can submit it to 
FinCEN, click in “File Now”, as shown below: 
 

 

 
 

 
 
 
 
 
 
 
 
 
 
 
 

Click 
here 
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10. Then, the following screen is displayed: 
 
 
 

 

 

 

 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The selected file should 
appear in this box, 

replacing the words “No file 
chosen” 

 

Then, enter the 8 digits of 
the PIN you get when 
registering as “BSA E-

Filer” and click in “Submit” 

 

Click in “Choose 
File” to search the 
folder where you 
save the CTR. 

Click in the file to 
be uploaded.  
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11. Once you have submitted the CTR, the following message will appear 
in the screen. It is the confirmation that you successfully submitted the CTR 
to FinCEN.  

 

 

 

 
 
 

 
 
 
 
 
 
 
 
 

Advise: Save a copy of every confirmation receipt.  
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¿How the “Form 112 – CTR” is filled?  
 
12. The first page of the “Form 112-CTR” is shown below. In this page, and 
in the next ones, every field of the form in yellow are mandatory. 

 
A. Initially, select the option “Home” as shown in the image of reference.  

 
        
 
 
 
         

B. In the field 
“Filing Name” 
establish a 112-
CTR name, it is 
advisable to use 
“Name and 
Date”  

C. Lastly, before to 
continue, select the 
option “Initial Report”  
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13. Then continue with the option “Step 1. Filing Institution Contact Information”;  
this section should be filled at all with information of the agency. 
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14 Then, click in the option “Step 2. Transaction Location (s) information” and fill 
the information requested; this section should be filled at all with information of the 
agency.  
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15 Next, in the section “Step 3. Person(s) involved information”, enter the information 
of the beneficiary of the check.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

A. Select the 
applicable answer 
for # 2. If there are 
multiple 
transactions select 
#3.   
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B. If the 
beneficiary is a 
company, option B 
should be selected 
and an additional 
page added with 
the information of 
the person 
authorized to 
change the check.  
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16 In the section “Step 4. Amount and Type of transaction (s)” enter the data of the 
transaction.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

A. In item 23 “Date 
of transaction” 
enter the date when 
you change the 
check.  
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B. In item 27, option “Negotiable instrument(s) cashed” and in the field “Total Cash 
Out” enter the amount of cash received by the client and/or beneficiary of the check.  

It must be the amount of the check less any commission paid by the client.  

 

EXAMPLE: If the client has two checks totaling USD 12,000 and the commission you 
charged was USD 200, then the final amount to declare is USD 11,800.  
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17 The following image shows the steps to be followed: 

 
a. Click in “Sign with PIN” 
b. Enter the 8-digit PIN 

 
 

 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Enter the 8-digit 
PIN 

Click here 
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18 Save this document in your computer using a name that you can easily identify 
 

Click to save 

Select the folder to file 
the form  

Use a name to easily 
identify the CTR. 

Consider to assign 
numbers to every CTR. 
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19 To submit the CTR to FinCEN, go to the item 7 in page 8 of this guide.  
 
Keep in mind: 
 
a. The CTRs should be sent to FinCEN no later than 15 days after the 

transaction 
 

b. You should sabe a copy of the report and other information you may use 
for its preparation for a five-year term. Federal or States regulators may 
request a copy at any time of such documents. 

 
 
 
 
 
 
 
 

 

 

Additional Resources: 
• FinCEN support line: 1-866-346-9478 

• Guide: 
https://www.fincen.gov/sites/default/files/shared/espanol_CTRPamphletBW
.pdf 
 

If you would need support from a Viamericas’ representative to complete 
the process of a CTR, schedule an appointment calling 1-833-916-1520.  

 

¡Congratulations! 
You have completed the process to submit the CTR 

https://www.fincen.gov/sites/default/files/shared/espanol_CTRPamphletBW.pdf
https://www.fincen.gov/sites/default/files/shared/espanol_CTRPamphletBW.pdf

