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FinCEN Report Glossary:

FRC- FinCEN Report Company

BOIR- Beneficial Ownership Information Report

CTA- Corporate Transparency Act

BO- Beneficial Owner

PII- Personally Identifiable Information
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Information Required To File A BOI Report.

Full Legal Name Full legal name Full legal name 

Any trade or “doing business as” 
names Date of birth Date of birth 

A complete current physical US address Current, as of the date of report, 
residential or business street address 

Current, as of the date of report, 
residential or business street address

The state, tribal or foreign jurisdiction of 
formation

Image of an acceptable identification 
document defined as: US or Foreign 
Passport, State-issued ID or Driver's 

Licence

Image of an acceptable identification 
document defined as: US or Foreign 
Passport, State-issued ID or Driver's 

Licence

For a foreign reporting company, the 
state or tribal jurisdiction where the 

company first registers 

Unique identifying number from the 
acceptable identification document 

defined above

Unique identifying number from the 
acceptable identification document 

defined above

Tax ID type such as: EIN, ITIN/SSN, Foreign Or FinCEN ID # Or FinCEN ID #

  Reporting Company                     Beneficial Owner                Company Applicant  



Partner Dashboard Overview: Companies

Companies- this tab will 
display a list of the 
companies that have 
been added to your 
partner dashboard. 

This is also where you 
can add companies 
manually or in bulk by 
import to your partner 
dashboard.

● Always add/create new companies in your “Partner Dashboard”under the “Companies” tab.



Partner Dashboard Overview: Members

Members- this tab 
will show a list of 
partner members 
that have been 
invited to your 
partner dashboard 
and their role.

This is also where 
you can go to add 
new partner 
members to your 
partner dashboard.

terry@test.com

John Doe john@test.com

martin@test.com

donna@test.com

david@test.com



Partner Dashboard Overview: Filings

Filings- this tab will 
show a list of all the 
reporting 
companies that 
have filed a BOI 
report for the 
current month. 



Partner Dashboard Overview: Transactions

Transactions- this 
tab will show a 
list of all 
transactions 
made from your 
partner 
dashboard for 
the 

1. Current 
Month 

          &
2. Last Month
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Partner Dashboard Overview: Reports

Reports- this tab has 
a list of reports you 
can run at any time. 

The reports include:

● YTD Revenue

● Active 
Companies

● Filing History

● With more to 
come.



Partner Dashboard Overview: FAQ

FAQ- this tab is 
prefilled with some 
FAQs that FRC added 
but you can also add 
your own by selecting 
the “+ Add New FAQ” 
button. 

● Note: these FAQs 
are only viewable 
to the partners & 
company 
members that 
have been invited 
to your partner 
dashboard.



Partner Dashboard Overview: Guides

Guides- This tab 
will display 
different guides to 
assist you at the 
partner level and 
your clients at the 
company level to 
complete the filing 
process with ease.



Partner Dashboard Overview: Partner Settings

Partner Settings- this is 
where you can 

● Change your logo
● Edit your company 

name
● Copy your landing 

page and affiliate links
● Find your badges and 

copy them
● Access API integration 

for your dashboard 
● Check on & off 

responsible party
(only if you are opted 
in to pay on behalf of 
your clients)  ● Examples of these actions are shown on the next page.



Partner Dashboard Overview: Partner Settings

3

2

1. This is where you would change your 
logo & name. The description box is 
there to add text to the emails. Your 
Affiliate links are located right below it.

2. This is where you can find your 
personalized badges to put on your 
website and direct customers to your 
branded experience. 

3. This is where the check box is 
located to turn on & off who is 
responsible for paying. Checked 
means the partner is responsible and 
unchecked means the client/each 
entity is responsible for paying.

1



How To: Add Partner Members To Your Dashboard

1.Go to your “Partner 
Dashboard”

2.Select the 
“Members” tab

3.Then select “+ Add 
Member”

2

3

John Doe

Jane Doe

johoe@email.com

jadoe@email.com

1



How To: Add Partner Members To Your Dashboard

1. Enter their email address

2. Select a role

3. Press “Invite”

● To change/edit a partner role follow the 
steps above just choose the new role.

Partner Roles Explained:

● Admin- this role has the ability to do and see everything in the 
partner dashboard. Such as add other partner members, run 
reports, view transactions, and edit partner settings.

● Advisor- this role can only view and edit the companies they 
add to the partner dashboard or that they have been invited to.

● Billing Contact- this role handles the billing for the partner. 

2

1

3



How To: Add Partner Members To Your Dashboard

1. Once you send the 
invite you will see 
it under the 
“Pending 
Invitations” 
section.

2. As soon as they 
accept the invite 
via email they will 
be listed under 
your “Members” 
tab.

Table of 
ContentsGo back to the

John Doe johoe@email.com

jadoe@email.comJane Doe
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How To: Add Companies In Bulk By Import

1. Go to your “Partner 
Dashboard”

2. Under the “Companies” 
tab

3. Select the Import button 
then select “Import 
Companies”from the 
drop-down menu● We highly recommend using the "Import Companies" function to add your 

companies to the partner dashboard. This option will save you time and effort, 
as you can do more steps and add multiple companies with one spreadsheet 
rather than just adding companies manually one by one.

1 2

3



How To: Add Companies In Bulk By Import

4. Download an example file 
by clicking on one of the 
following:

● CSV File 

          OR

● Excel File

4 4



How To: Add Companies In Bulk By Import

5. Fill in all the 
required columns:

● Company Legal 
Name

● Business Type

● Business 
Organization 
State

● Business 
Formation Date

● Contact Email 
(Company 
Admin)

● Click this link for a more detailed description of what info can be entered and the 
format that is needed for a successful import Partner Import Companies

5

https://docs.google.com/document/d/1vJMX-8f5q0go3SFBwnbcxqAdlLBMVEwhtAC9STLX4vw/edit?usp=drive_link


How To: Add Companies In Bulk By Import

6. Click on the “?” to access 
a quick reference guide to 
the explanations of the 
columns, correct format and 
to see what info is required 
for import. 

7. Once you have your 
Excel/CSV file filled in select 
the “Browse” button, find 
and select your file.

8. Then select “Import”

● Note: the more information you add to the spreadsheet now the less someone else will have to do later 
to complete the filing process.

● A reference id or business file # will be required to use the BO importer so fill that in as well if needed

8

7

6

Table of 
ContentsGo back to the



How To: Add Beneficial Owners In Bulk By Import & Why

1.Go to your “Partner 
Dashboard”

2.Under the 
“Companies” tab

3.Select the Import 
button then select 
“Import  Beneficial 
Owners” 

● This function should only be used after you have imported your companies or if all the 
companies that you need to add a BO to are already created. 

● Each company must also have a Reference ID or Business File # assigned to it.

1 2

3



How To: Add Beneficial Owners In Bulk By Import & Why

4. Download an example file by 
clicking on one of the following:

● CSV File 
          OR
● Excel File

● Both Reference ID and Business 
File # are not required just need 
to choose one to use with this 
import.

● The BO import is great to use for 
the clients that have multiple 
entities they are associated with 
because it adds them to all 
companies and only sends one 
email invite.

4 4



How To: Add Beneficial Owners In Bulk By Import & Why

5

9

7

5. Enable Editing (if needed)

6. Fill in the required fields:
● Reference ID –or– Business 

File # (only 1 of these is 
needed and should match 
with the companies you want 
to add the BO’s to.)

● Contact Email 

7. This is a quick reference guide 
of what info is needed and how 
to find it. 



How To: Add Beneficial Owners In Bulk By Import & Why

8

9

8. Once you have completed the 
spreadsheet click browse, find and 
choose your file.

9. Select “Import”



How To: Add Beneficial Owners In Bulk By Import & Why

10. To verify the BO 
has been added to 
each entity check the 
pending invitations 
tab.

11. There will be a 
pending invitation to 
that BO listed here if 
it was imported 
successfully.

11

10

missy@test.com



How To: Add Beneficial Owners In Bulk By Import & Why

12

13

14

15

12. The BO you import to 
multiple companies will 
receive only one email invite 
so they can create an account.

13. Once the BO logs into 
their account they need to go 
to the user dashboard to 
accept the rest of the invites.

14. Check the select all option.

15. Then select the actions 
drop down menu & choose 
accept/decline selected 
invites.

● Note: The BO should now be connected to all the entities you imported them to after they accept all the invites.
Table of 
ContentsGo back to the



How To: Add Companies Manually (One by One) 

1. Go to your “Partner 
Dashboard.”

2. Under the 
“Companies”  tab.

3. Select the
“ + Add Company” 
tab.

1
2

3



How To: Add Companies Manually (One by One) 

4. You can either:

● Fill in just the 
required fields 

 OR

● Fill in as much 
info as you have 
for the company

5. Then select the 
“Save” button. 

5

4



How To: Add Companies Manually (One by One) 

6. You have created a company and now it can be 
located on the list of companies in the “My Companies” 
tab OR…

● Clicking on the company name will open the company info/status screen.

7. You can also find the companies you create on your 
“Partner Dashboard” under the “Companies” tab.

Table of 
ContentsGo back to the
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7



How To: Invite Members To A Reporting Company By Email

1. Go to your “Partner 
Dashboard”.

2. Under the “Companies” tab

3. Select the company name you 
want to invite members to.

●  Note: anyone you invite via email will need to accept the invite, create an account 
and complete their part of the process depending on their role in the company.

1 2

3



How To: Invite Members To A Reporting Company By Email

4. Select the “+Add New Member” tab.
5. Select:
● Beneficial Owners or Officers 

        – or –
● Admins and Applicants

5
5

4



How To: Invite Members To A Reporting Company By Email

● Definition of “Company Member Roles” 
can be found here Company Member 
Roles & What They Mean

6. Enter their email address.

7. Enter their name. (optional)

8. Select a Role.

9. Then select “Invite”.

6
7
8

9 9

● If your client needs to invite a member to the company by email they would 
start at the “My Companies” tab on their FRC account & then follow steps 3-9. Table of 

ContentsGo back to the



How To: Add Members To A Reporting Company By FinCEN ID

1. Go to your “Partner 
Dashboard”.

2. Under the 
“Companies” tab

3. Select the company 
name you want add 
members to.

● If your client needs to add a company members by FinCEN ID to the company they 
would start at the “My Companies” tab on their FRC account & then follow steps 3-10

1 2

3



How To: Add Members To A Reporting Company By FinCEN ID

4. Select the “+ Add New Member” tab.

5. Then select either:  
“Add Company Applicant by FinCEN ID”
                           –or–                                         
“Add Owner or Officer by FinCEN ID 

             

5
5

4



How To: Add Members To A Reporting Company By FinCEN ID

66

7

7

6. Click on the option you want to 
use & fill in all the required fields.

7. Select “Add Member” when 
completed.



How To: Add Members To A Reporting Company By FinCEN ID

8. Go back to the 
“Company Members” tab.

9. Verify the info is correct 
and that the member has 
been added.

Table of 
ContentsGo back to the
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John Doe jodoe@email.com



Company Member Roles & What They Mean

● Note: If any one of the roles above are assigned to a company member that 
member WILL be included on the BOI report. 

Beneficial Owner- each company is 
required to have at least 1 beneficial 
owner in order to file a BOI report.

Senior Officer- this role is also 
considered a beneficial owner on the 
BOI report.

Company Applicant- If a company 
was formed in 2024 it is required to 
report at least 1 company applicant 
with a maximum of 2 per company.

● Each company member 
can be assigned multiple 
roles if needed.



Company Member Roles & What They Mean
Advisors- this could be the 
company’s attorney or other 
legal professional who needs 
access to BOIR info.

Billing Contact- this person 
is responsible for arranging 
the companies payment. 

Company Admin- this is the 
only role that gives the 
ability to edit company info, 
add other company 
members, purchase a filing 
product, and submit the 
report.

 Optional Roles:
● If someone ONLY has these roles assigned to them they WILL NOT be included on the BOIR.
● Optional Roles are for FInCEN Report Company members platform access only.



How To: Edit/Add Company Member Roles

1. Go to your “Partner 
Dashboard.”

2. Under the 
“Companies”  tab.

3. Select the
company name you 
want to work on.

● If your client needs to edit/add any roles they would start at the “My Companies” 
tab on their FRC account and then follow steps 3-10.

1 2

3



How To: Edit/Add Company Member Roles

4. Select the “Company 
Members” tab.

5. Then select the 
“Roles” button next to 
name of the member 
you want to edit/add 
roles to.

4

John Doe jodoe@email.com

5



How To: Edit/Add Company Member Roles 

6

6

6

6

6

6

7

6. Click the boxes to check or uncheck a role. 
When a box is checked that means these 
roles will be assigned to that company 
member. 

● Each member can have multiple roles 
assigned at one time.

7. Select “Save” when done assigning roles.

8. If you need to remove a member from the 
company you can use the “Remove Member” 
button.

8



How To: Edit/Add Company Member Roles 

9. Go back to the 
“Company Members” 
tab.

10. Verify the roles 
were assigned 
correctly.

Table of 
ContentsGo back to the

John Doe jodoe@email.com
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How To: Edit/Add Reporting Company Information

1. Go to your “Partner 
Dashboard”.

2. Under the 
“Companies” tab

3. Select the company 
name you want to work 
on.

● If your client needs to edit/update the company info they would start at the “My 
Companies” tab on their FRC account and then follow steps 3-10.

1 2

3



How To: Edit/Add Reporting Company Information

4. Select the “Edit 
Company Information” 
button located at the top of 
the screen.

4



How To: Edit/Add Reporting Company Information 

5. Fill in all the required fields.

6. This is where the entire company 
can be deleted.
● If a company is deleted all 

company members are 
removed as well. 

7. This is where ownership of the 
company can be transferred to any 
company member listed. Click the 
arrow to drop down a list of names. 
● This will give the company 

member you choose the 
company admin role. 

5

6

7



How To: Edit/Add Reporting Company Information 

8

8. Click on the “Save” 
button.

9. “Company was 
successfully updated.” 
message should appear at 
the top of the page.

10. Check that the 
information was put in or 
updated correctly. 

Table of 
ContentsGo back to the

9

10



How To: Purchase a Filing Product

1. Go to your “Partner 
Dashboard”.

2. Select the “Companies” 
tab

3. Then select the company 
name you want to work on.

● Note: Only company members who have the company admin role or 
billing contact role assigned can purchase a filing product.

● If your client needs to purchase a filing product they would go to the “My 
Companies” tab in their FRC account and then follow steps 3-10.

● If the partner has opted to pay 
for their clients filings then this 
step is not necessary and the 
client/company will not be 
required to pay with a credit 
card. The partner will receive 
monthly invoices instead.

1 2

3



How To: Purchase a Filing Product

4. Go to the “Billing 
Information” tab.

5. Select “Subscribe Now”

● The filing product options 
will vary depending on how 
many beneficial owners the 
company has.

4

5



How To: Purchase A Filing Product

7

6. Enter in your card information.

7. Then select the “Subscribe” button.

● Note: FRC will not ask for payment until the user is ready to submit a BOI report. Users can 
prepare and save all the information without making a purchase. 

6



How To: Purchase A Filing Product

8. Go back to the “Billing Information” tab.

9. Verify your purchase.

10. If you need to add more beneficial 
owners & already purchased the one 
beneficial owner subscription. Upgrade it 
here to add more beneficial owners.

11. If needed, the subscription annual 
renewal can be canceled from here. Once 
cancelled your subscription will remain 
active until the date listed & you will not be 
charged for the next year.

● Note: Once a refund is requested we will promptly initiate the refund process for that 
transaction. We appreciate your understanding and anticipate that the refunded 
amount will be reflected in your account within approximately 5-10 business days.

Table of 
ContentsGo back to the
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How To: Submit A BOI Report

● If your client needs to submit a report they would start at the “My Companies” tab 
on their FRC account and then follow steps 3-12.

1. Go to your “Partner 
Dashboard.”

2. Under the 
“Companies”  tab.

3. Select the
company name you 
want to submit a 
report for.

1 2

3



How To: Submit A BOI Report

4. Go to the “General 
Information” tab

5. Find the “Status Information” 
box on the right side of the 
screen.

6. If there are things that need 
to be addressed before filing 
you will not see a submit report 
button. Instead you will see the 
list of things that need to 
completed.

● Everything that is listed there will need to be completed before the button will 
show up to submit the BOI report. See next slide for example.

4

5

6



How To: Submit A BOI Report

7. Select the “Submit Report” 
button to file that companies 
BOI report.

● This button will only 
appear when all the 
information required has 
been completed. 

8

8. Select the “File Now” button to 
confirm submission. 

● The person who presses the 
submit report/file now buttons will 
have their name put down as the 
filer on the BOI report. 

7



How To: Submit A BOI Report

9. A banner will pop up and say “report has been transmitted.”

10. The status information box is where you will find the status of the filing.

11. Once the report is accepted it will show in the status information box with the date it was accepted.

11

12

12. The previous filings box will have a downloadable BOIR PDF transcript receipt you can access for your records.

John Doe

Table of 
Contents
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How To: Access Filing Status & Download The BOIR Transcript Receipt

1. Go to your 
“Partner 
Dashboard”.

2. Under the 
“Companies” tab

3. Select the 
company name 
that you want to 
access.

● If your client needs to access the filing status or downloadable BOIR PDF for a 
company they would start at the “My Companies” tab on their FRC account and then 
follow steps 3-6.

1 2
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How To: Access Filing Status & Download The BOIR Transcript Receipt

4. Find the “Status Information” box on the right 
side of the screen. This is where you will see the 
status of that companies BOIR. It will either show 
as:
● Pending
● Accepted –or–
● Failed w/explanation 

5. The “Previous Filings” box located right under 
the status box and will show a list of that 
companies submitted reports.

6. Click on the “Download” button to save a PDF 
copy of the BOI transcript receipt for your 
records.( only members with an admin role can 
view and download this receipt.) 

Table of 
ContentsGo back to the
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How To: File An Amendment / Updated BOI Report 

1. Go to your 
“Partner 
Dashboard.”

2. Under the 
“Companies”  tab.

3. Select the
company name 
you want to file for.

● An amendment/updated BOI report is required if:
● any piece of information in the prior report is no longer correct, or 
● the beneficial ownership of the company has changed.

1 2

3



How To: File An Amendment / Updated BOI Report 

6

4. FRC detects when changes have been made to 
any of the information that was submitted on the 
previous BOIR. This is the message that appears 
after it has been detected. Selecting the “Mark 
Complete” button will stop email notifications 
about the change.

5. Select the “Submit Report” button to file an 
amendment.

6. If this message 
appears in the status 
box no further action 
is needed for that 
company at this time.

4

5



How To: File An Amendment / Updated BOI Report 

7
8

7. Select the “File Now” 
button.

8. The status 
information box should 
show your BOIR as 
pending submission.

9. Once the report is 
showing a status of 
accepted. Any admin of 
the company can view & 
download the BOIR 
PDF.

● If your client needs to submit an updated BOI report they would start at the “My 
Companies” tab on their FRC account and then follow steps 3-9.

Table of 
ContentsGo back to the
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Need Support?  Ask Our Chatbot

1. Click on chat bubble in the lower right hand 
corner of any screen within the platform. 

2. Ask the chatbot any questions you have. If it does not 
answer your questions please type in “speak to an agent”. 

1 2



Need Support? Contact Customer Success

You can also reach our Customer Success Team to answer questions and assist you with the BOI 
filing process by utilizing these support avenues listed below:

EMAIL: Support@fincenreport.com  

PHONE: (256) 482-0282 
           

● We are here to assist with any questions you have about the platform! However, please note that 
we are unable to provide legal advice. For any legal questions, we recommend consulting a 
qualified legal professional. Thank you.

mailto:Support@Fincenreport.com

