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RMA-G - Download, amend and import data to Gabriel

These instructions are primarily designed for a firm who has a large number of Retail
Investment Advisers (RIA) to input in Question 24 and enables the firm to:

e Download the previously submitted RMA-G from GABRIEL into an XML file;

e Import the XML file into a mapped excel template; and

¢ Amend the data where necessary and export the excel data back into an XML file which
can then be uploaded to the next RMA-G submission in Gabriel to avoid the need to re-
enter the list of RIA's again.

1. Locate and download the last submitted RMA-G to xml

a. Login to Gabriel

b. Go to ‘View Submission History’ in the left hand menu

A

BANK OF ENGLAND

You are logged in as: MarkS Randall
PAEL{-E,EONRT-H.L REGULATION Principal User for firm: MarkS Randall

GABRIEL ContactUs | Help | FaQs | Accessibilty | LogOut

Change Firm

Firm and User
Adminisiration

View Schedule
My Details

View Submission

XML Submission

View Resubmission
Requests

Product Sales Data

AIFMD

R ST ST

Print &

Firm Schedule - Reporting Period
FRN: 980012 Firm Name: MER Test Firm 980012

Click the due date hyperlink to view and edit data items or click [+] to expand the return to show data items. Need help?

Future returns are subject to change, e.g. as a result of changes in the firm's permissions or to FCA or PRA Policy.

Return due 29/04/2013 01/0112013 31/03/2013 [ owedwe |
Return due 14/05/2013 01/01/2013 31032013
Return due 26/07/2013 01/0412013 30/06/2013 [ owedwe |
Return due 09/08/2013 01/01/2013 30/06/2013
Return due 09/08/2013 01/0412013 30/06/2013 [ owedwe |
Return due 2810/2013 01/07/2013 30/09/2013
Return due 11/11/2013 01/07/2013 30/00/2013 [ owedwe |
Return due 29/01/2014 01/1012013 31202013
Return due 1202/2014 01/0112013 311212013 [ owedwe |
Return due 12/02/2014 01/07/2013 31202013
Return due 1202/2014 01/10/2013 311212013 [ owedwe |

c. Select '‘RMA’G’ from the HandBook Reference drop-down, then click Search

HIrm ana user
Administration

View Schedule
My Details

View Submission
History

XML Submission

XBRL Submission

View Resubmission

Requesis
Product Sales Data
AIFMD
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View Submission History
FRN: 980012 Firm Name: MER Test Firm 980012

Enter Search Details

From

HandBook Reference: Reporting Period Start Date:
omplelion Status: 4 Reporting Period End Dale.’—|
Reporting Basis' Submission Due Date"—|
Submitted Date: l:l

Maximum number of records

<

U

(da/mmiyyyy)

ﬁ

To view a submission click on the relevant 'Reporting Period End' date listed below.

Note: It is important to check that all data items in a return have been submitted. If there are any outstanding data items, the return will be listed in the
Firm Reporting Schedule.

01/07/2016 30/09/2016 28M10/2018
01/07/2016 31/07/2016 20/08/2016
01/04/2016 30/06/2016 28/07/2018
01/06/2016 30/06/2016 20/07/2018
01102015 311212015 29/01/2018
0110/2015 311012015 17112015
01/08/2015 31/08/2015 10/10/2015 ~
01/01/2014 31/03/2014 30/04/2014



Unrestricted

d. This will display all the returns that contain the RMA-G data item. Select the most
recent return from the displayed list.

e. Tick the box beside RMA-G, then select ‘Download XML or XBRL’ button

Firm and User

_Administation - gybmission History
View Schedule
My Details FRN: 980050 Firm Name: MER Test Firm 980050
View Submission
History Reporting Period Information
XML Submission
— Data ltem Due Date: 1210212018
KXBRL Submission Reporting Period Start Date: 01/0712017
e Reporting Period End Date: 3122017
Requests
I Data item ‘Completion Status
Product Sales Data
———— RMA-G Training and Competence 1 . submited
AIFMD

Select Action Request Resubmission

5 Print Selected Data Item(s)
You can print data itemi(s) or download them in read-only PDF format. To do this, select the data item(s) you wish to print/download and then press the ‘Print’ button below.

) Download XML or XBRL

You can download data items from GABRIEL. For XML, you can view the data using a pre-formatted Excel template

Sample templates are published under each data item in the Data Reference Guide (refer to the GABRIEL section of the website).
Please see the 'Extract from XML to Excel' help topic in the Help menu for further information

Download XML or XBRL

f. A message will appear asking you whether you wish to download the selected data
item(s) - select ‘Yes’

ContactUs | Help | FAQs | Accessibility | LogOut

GABRIEL

Change Firm 4back RS

Firm and User
Administration

View Schedule Are you sure you wish to download the selected Data ltem(s)?

My Details If you select Yes' you will be prompted to save the file to your local machine

View Submission | Yes | ‘ No/Finished
History

ML Submission

XBRL Submission m

g. A pop-up box will appear asking you wish you wish to open or save the xml file -
select Save As from the drop down menu beside the Save option

Save

Do you want to open or save 980050_31-12-2017_RMA-G_Training_and_Competence_l.xml from gabriel-ext.fca.org.uk? Save as
} Save and open
|

Open

h. Save the xml file to a secure location.
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2. Import the xml data into the excel template

a. Open the RMA-G excel template from the FCA website at
https://www.fca.org.uk/firms/gabriel/retail-mediation-activities-data-guide#rma-g

RMA-G Training and competence

Latest specification

Version 6

Version to be applied date: 28 February 2018
Schema to be applied date: 28 February 2018
Based on: Handbook Instrument FCA 2016/14

Data Def; Schema Sample Excel Template
LS xs XML (full) LS
XML (valid)

b. Select Developer > Import from the top ribbon

\z“ H Ve |5 RMA-G§ Is [Compatibility Mode] - Microsoft Excel
Home Insert Page Layout Formulas Data Review View Developer Open Text 5
:ﬁ][mport

= B Record Macro - E”:\l [ e * B Properties E i Map Propertie olﬁ
= =% =x el E= 2% ke
= =0 Use Relative References == Gl View Code 2 Expansion Pad | =
Visual Macros Add-Ins  COM Insert Design uree o Document
Basic £ Macro Security Add-Ins - jode T Run Dialog i n Data Panel
Code Add-Ins Controls XML Modify

B11 - J General Information ‘]mpoﬂ)(M[ Data
Al B [C D ‘ Impart an XML dsta file, H

1
2 RMA-G: Training & Competence
3 Reporting Currency: GBP
4
= Special Instructions
5 Ifthe firm has no staff advising retall clients, it must still complete Question 1D (Total number of employees atthe firm as atthe end ofthe reporting period).
7
] You must only complete the elements relating to the permitted activities that you hold
Professional Standards Data (Question 24) is required to be completed by firms advising on retail investment products and the Professional Standards Data Submission Form previo
9
10
11 |General Information | A B c
12
Advising on Advising Advising on retail
mortgages on non- investment
investment products
insurance
13
14
15 | 17 Didthe firm do any of the following regulated activities during the reporting period? l:l l:l
16
17 1 Total number of employees atthe firm as atthe end ofthe reporting period
18 Of which:
19 2 Mumber of employees that give advice in each area |:| |:|

20 | 26 MNumber of individual advisers employed by the firm

00 [
H

21| 3 Number of employees that give advice (FTE)

22 4 Number of employees that supemnvise others to give advice in each area l:l

23 | 27 Number ofindividual employees with supervisory responsibilities

24| 5 Number of advisers assessed as competent by the firm in each area l:l l:l

c. Select the xml file that you wish to import, then click ‘Open’

d. The RMA-G data is imported into the excel template. Save this excel template to a
secure location.
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3.

a.

Export excel template to Gabriel
Open the saved copy of the excel template containing the RMA-G data.

b. Amend data where appropriate (including any data from Questions 1 to 23). Please
ensure for Question 24 any blank formatted rows after the row with completed
Professional Standards Data for advisers are deleted. This can be performed by
selecting all blank rows from the row number column, then right click delete from

the row number column. Then save the file.

Ho-c 1 -
- Home Inset Omw  Pogelwyout Fomulss Dsta  Revew  View  Developer  Addins  OpenTextExpiover () Tellme what you wantta do
e FomulaBar Q + =N |
: o 8 e 1 e | 2
wstom 1 7 oom to aze _ acres
Views ) 0 ] Headegs Sulecton Wdow Al Panes U 1 Windows
o 20m (- -

Bt @ - O X

A share

RMA-G-map-tamplate vhis [Compatibily Mode] - Excal

side

z|=

=

=|=
v

Plaase provide the tolawing informaton for each of he Amw's retal investment aduisers. Lt FirstHoms it Do of Bl Fuly Cualied
63 34 amployed by the frm af the end of the repertig pariod - - 0 - - - - - - -] -|
6
o
Bvetioa-ls - A 5% 8
1 h-A- -

.

7% cut

BRERREBR/28Y

Select Developer > Export from the top ribbon

Home ayout Formulas ita Review View

Fage

Developer ||| Open Text Explorer

. =l Record Macro {:? @ = Pmpeme;l—map Properti @
= % {5 Use Relative References “0r . Gl view Code ‘& Expansion Pafks 5] Export
Visual Macros AddIns COM | Insert Desion Source ocument
Basic /iy Macro Security Add-Ins ~  Mode 3 RunDialog '} Refresh Data Panel
Code Add-Ins Controls XML Modify
| 022 S
AA] B [c] 1] [ E [ F ] G I H [ 1 [
1
2 RMA-G: Training & Competence
3 Reporting Currency: GBP Currency Units: sil
4
[ Special Instructions
6 Ifthe firm has no staff advising retail clients, it must still complete Question 1D (Total number of employees at the firm as atthe end of the reporting period).
T
F] 'You must only complete the elements relating to the permitted activities that you hold.

Professional Standards Data (Question 24) is required to be completed by firms advising on retail investment products and the Pr Data ion Form previously submitted by email

General Information

GEIC

Did the firm do any of the following regulated activities during the reporting period?

1 Total number of employees atthe firm as at the end of the reporting period
Of which:

Number of employees that give advice in each area

Number of individual advisers employed by the firm

Number of employees that give advice (FTE)

Number of employees that supervise others to give advice in each area
Number of individual employees with supenisory responsibilities
Mumber of advisers assessed as competent by the firm in each area
MNumber of advisers assessed as competentin one or more areas
MNumber of fully qualified advisers

BRRE YRR

s8N ewinN
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d. Select a location and enter a File name, then click ‘Export’. This will import the
data from the excel template into an XML file.

e. Open the XML file using XML software. If the firm does not have any XML software,
you can edit the XML file using Microsoft Office Notepad and a similar alternative.

f. Copy and paste the following XML Upload Request header & footer (this should
appear before and after the <RMA-G TrainingAndCompetence> tags respectively)
into your XML file.

<?xml version="1.0" encoding="UTF-8" standalone="yes"?>
<nsl:XMLUploadRequest
xmins:ns1="http://www.fsa.gov.uk/mer/datamanagement/internal/domain">
<nsl:dataltem>
<nsl:copyNumber>1</nsi:copyNumber>
<nsl:dataltemBody>

<----RMA-G Data item XML---->

</nsl:dataltemBody>
</nsl:dataltem>
<nsl:reportingPeriod>
<nsl:startDate> yyyy-mm-dd </nsl:startDate>
<nsl:endDate> yyyy-mm-dd </nsl:endDate>
<nsl:submissionDueDate> yyyy-mm-
dd</nsl:submissionDueDate>
</nsl:reportingPeriod>
</nsl:XMLUploadRequest>

This is what is should look like in the XML:

1 ?xml version="1.0" encoding="UIF-8" standalone="yes™ 2>
PR -ns] : XMLUploadRequest xmlns:nsl="http://www.fsa.gov.uk/mer/datamanagement/internal/domain™>

3w <nsl:dataltem>
4 <n3l:copyNumber>1</nal : copyNumber|
L <n3sl:datalterBody>
6~ «<n3l:BMA-G-TraininghndCompetence xmlns:nzl="urn:fsa-gov-uk:MER:BMA-G:5" currency="GBP" units="single">
T <nsal:Generallnfo>
e <nsl:Regulatedhctivities>
2] <nsl:MortgageRdvising>yes</nsl:Mortgageddvising>
10 <nsl:NonlnvestmentInsuranceAdvising>yes</nsl:NonInvestmentInsuranceldvisings>
11 <nsl:RIFroductsfdvising>yes</nsl:RIProductsfdvisings
12 <nsl:SecondChargefdvising>»yes</nsl: SecondChargefdvisings
13 </nal:RegqulatediActivities>
14 <nsl:TotalStafffumber>50</nsl:TotalStaiilurker>
15 = <n3l:0fWhich>
G20 <nal:LastName>Last Name</nsl:Lastlame>
A20 <nsl:FirstName>Last Name</nsl:FirstName>
B34 </nal:AdviserID>
B3z <nsl:Rdviser{ualification/>
B3z </nsl:RIAInformation>
B34 </nal:Professional5tandardsData>
B35 </nsl:RIProducts>
g3s | </nsl:BMA-G-TrainingAndCompetence>
Ba7 </nal:datalterBody>|
B3 </nsl:dataltem>
639 = <nsl:reportingPeriod>|
Gan <n3l:startDate>2017-07-01</nal:startDate>
B4 <n3l:endDate>2017-12-31«</nsl:endDate>|
Baz <ngl:submigsionDueDate>2018-02-123</nal: submiggionDueDateX>

B43 </nal:reportingPeriod>|
G ¢/n3l :¥MLUplcadBegquests|

Amend the Reporting Period Start, End and Due Dates accordingly to match that of
the corresponding scheduled item.

RMA-G — Download, amend and upload data to Gabriel
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If you are re-submitting the data for the same reporting period, then you must also
amend the Copy Number in the XML header to match that of the corresponding
resubmission. This can be found by expanding the data item details

O E‘ RMA-G Training and Competence Draft
Cross Validation ltems:
Last Updated By: mrandalld

| Version: 1 I

oy
Submitted Date:

This information is essential to enable Gabriel to match up the XML submission with
the respective data items and corresponding reporting period.

Furthermore, due to a technical limitation when exporting the data from excel into
XML,; if the second decimal point is 0 (for example 1.50) then the exported data will
be displayed in the XML as 1.5 (i.e. it does not retain the second decimal place).
Therefore, you may also need to update the <TotalFullTimeEquivalent> data so
that this is to 2 decimal places to match the expected data in Gabriel otherwise the
XML upload to Gabriel will fail until this is corrected.

Login to Gabriel
Select XML Submission > XML Upload

A

BANK OF ENGLAND

You are logged in as: Marks Randall
PAEH_'D-‘EOF:‘T.:-Q’L REGULATION Principal User for firm: MarkS Randall

GABRIEL ContactUs | Help | FAQs | Accessibility | LogOut
Change Firm Print &
Firm and User
Administration XML Submission

View Schedule
My Details Firm FRN: 980012 Firm Name: MER Test Firm 880012

View Submission

Choose an option:

XL Submission View Direct Communication Results Upload XML
O

Communication
Results Maintain / Add Firm System
Upload XML

Waintain / Add Firm
System

XBRL Submission

View Resubmission
Requests

Product Sales Data
AIFMD

Browse and find the saved XML file in Step f. then select Upload

You are logged in as: MarkS Randall
Principal User for firm: Marks Randall

GABRIEL ContactUs | Help | FAQs | Accessibility | LogOut

Change Firm Print £

Firm and User

Administration Uplﬂﬂd XML

View Schedule

My Details FRN: 980012 Firm Name: MER Test Firm 980012

View Submission

History This page is used by firms that are submitting the GABRIEL data items using XML.

XML Submission
Please note, to upload a Product Sales Data XML file, you need to use the Upload PSD XML under Product Sales Data on the left navigation panel.

View Direct

Communication

Results For further information see Upload XML help.
Upload XML

Maintain ! Add Firm Attach file

System

View Resubmission Upload Cancel

Requests
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j. If successful, Gabriel will display a message confirming that the data has been
successfully uploaded to the respective data item.
PRUDENTIAL REGULATION

m ° AUTHORITY
GAB R | E L ContactUs

Change Firm Print £

BANK OF ENGLAND

Firm and User . . .
ST TE T Firm FRN: 980012 Firm Name: MER Test Firm 950012

View Schedule
My Details ) - ) )
You have successfully uploaded your Data ltem(s) into the online system. Your Data ltemis) are now available for validation and submission online

View Submission

Return to ‘View Schedule’ and navigate to the respective RMA-G. This should now
appear in Draft status.

Open the RMA-G to confirm that the data entered is correct for the reporting period
before selecting ‘Validate and save’ as usual before submitting.
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