FSB SCHEDULE SYSTEM
Introduction    
The FSB provides the Magic software platform to submit financial statements and quarterly non-compliance reports electronically to the FSB.
The user will capture data in the prescribed format and attached a scanned copy of the financial statements/quarterly non-compliance report. The system will validate all schedules (cross references and totals) before export to the FSB is allowed.  If the submission validates, a text file is created and a password protected zip file will automatically be exported to the FSB. The information on the zipped file will be imported if the password in the zip file matches the password on the FSB database. 
Guidance on the use of the system
1
 General notes
1.1
The link to download the Magic software to submit financial statements and/or quarterly non-compliance reports electronically to the FSB is as follows: 

The link to download the latest version (2.05):

https://www.fsb.co.za/HTML/Pensions/schedule_setup_v2.zip
This includes the new format financial statements applicable for 2014 year ends.

If you want to submit Jan 2014 – May 2014 financial statements on the old format (refer to Information Circular 3/2014), you should download version 1.93:

https://www.fsb.co.za/HTML/Pensions/schedule_setup.zip
If you are already using the Magic Schedule Software, the latest version (version 1.93) must be downloaded. Note: do not uninstall the previous version of the Magic software as data already captured on the Magic software will be lost.
1.2
"Click here to update your password"- update the password supplied in the registration e-mail. If the user is not registered, kindly send an e-mail to portia.matle@fsb.co.za or loraine.deswardt@fsb.co.za to be registered as a user. A password will be allocated and e-mailed to the user.
1.3
“update e-mail settings” – only change the settings if problems are experienced sending mails directly through Outlook.
1.4
“Capture statements” – the two options available are:


Annual statements – to submit annual financial statements; or


Quarterly statements – to submit regulation 28 quarterly non-compliance reports
1.5
The amounts reflected in the schedules must be to the nearest Rand value.

1.6
Warning: DO NOT USE “ ; \  * ” etc, in any field as the export program uses these  characters as delimiters.

1.7 
The programme will automatically validate the data in the captured schedules (cross references and totals on schedules) and you will not be able to export the financial statements/quarterly non-compliance report until the validation is successful and the scanned document is attached to the submission.
1.8
Once the fund’s financial statements/quarterly non-compliance report has passed the validation stage it can be exported to the FSB. The button "export fund/ export" will export the fund's financial statements/quarterly non-compliance report automatically, provided the password was entered correctly as mentioned in paragraph 1.2.
1.9 
You will see the e-mail (exported file) sent to the FSB in the "Sent items" of your e-mail programme. Financial statement is saved as, eg. 3467_30-06-2012.zip and quarterly non-compliance report as, eg Quarterly_3467_2012_1.zip
1.10
The user will receive an e-mail from the FSB, confirming if the import was successful or unsuccessful. If it was unsuccessful, the reason(s) for failure will be listed.
1.11
Kindly send an e-mail to loraine.deswardt@fsb.co.za with any questions or concerns in respect of the electronic submission of financial statements and quarterly non-compliance reports on the FSB Schedule System.
1.12
 Refer to Annexure A for a list of technical problems and solutions.
FINANCIAL STATEMENT SUBMISSIONS

2.1
Click on the button "add" and complete the 'fund number'* and 'year end' fields and click on "add" to complete the entry or on "cancel" to erase the entry.

* ‘fund number’ - Only that part of a fund number that follows the 12/8 prefix should be typed whenever a registered retirement fund is to be specified. The last part of the fund number (/1 or /2) should also be ignored.
For instance, if a fund with number 12/8/3467/2 is to be specified; only 3467 should be captured in the relevant field. 
2.2 
 “Modify Fund” - to change the year end date of the fund. If the fund number is incorrect, press ‘ctrl’ and ‘F12’ to change the fund number. 
2.3
 “Delete Fund” – will delete all information captured on the fund.

2.4
Complete the following schedules:
- General Info
- Schedule A
- Schedule E
- Schedule F
- Schedule G
- Schedule H (notes H1 - H23 (where applicable))
- Schedule I(A) (IA, IAA – IAJ(where applicable)) 
- Schedule I(B)
Kindly note that the amounts reflected in the schedules must be to the nearest Rand value.

2.5
Kindly ensure that the fund type (private or underwritten) is correctly selected in the “general info” schedule before any other details are captured, as the fields that are not applicable to underwritten funds are disabled if the fund type equals “underwritten”.

2.6
The scanned version of the financial statements (schedules A - I(B)) must be linked as a .pdf file (.tif file). 

Use the button "link PDF" to link the scanned financial statements.  Click on ‘F5’ to choose the file from your computer’s directory. After the .pdf file (.tif file) was linked, kindly indicate if the financial statements are signed or unsigned by selecting “yes” or “no” to the question “PDF is signed?”


Please note that the signed financial statements is still required to be submitted, as the FSB system will register the unsigned  submission as “provisional” and the financial statements must be resubmitted once duly signed.

Resubmission of unsigned financial statements: The signed financials must be linked as a .pdf file(.tif file) and the field “PDF is signed?” must be changed to “yes”. The fund’s financial statements must be re-submitted to the FSB on the Magic software.

2.7
Validated schedules will be indicated in green. If there is still error(s) it will remain red and the error description(s) will be displayed. If an unsigned financial statement was linked as a .pdf file the “PDF found” will be displayed “yes” in blue. 

2.8 
The fund’s financial statements will not be allowed to export if all the errors were not rectified. The button "print errors" will give the option to print a report with the list of error descriptions. The list of error descriptions are also displayed on the bottom of the screen.

2.9
The “recalculate button” gives you the option to recalculate the totals if any changes were made to the schedules.
2.10
 “validate fund” – to validate the fund after the schedules have been captured or changes made to the schedules.
2.11
Once the fund’s financial statements has passed the validation stage it can be exported to the FSB. The button "export fund" will export the fund's financial statements automatically, provided the password was entered as mentioned in paragraph 1.2.
2.13 
The exported zip file will be imported in the FSB system and the fund number, year-end date, fund type, fund status and previous year figures will be validated. The user will receive an e-mail from the FSB, confirming that the import was successful or if the import was rejected and, the reason(s) for failure.
Kindly note that the report will indicate a successful unsigned submission as “FUND IMPORTED (UNSIGNED) SUCCESSFULLY”. A successful signed submission will be indicated as “FUND IMPORTED SUCCESSFULLY” and a unique case number will show on the report which should be used as reference when corresponding with the FSB.
2.14
“produce document” - a full set of financial statements can be produced in Word using the data captured on the Magic software.   
3
Regulation 28 Quarterly non-compliance reports SUBMISSIONS
3.1
General
3.1.1
Where funds exceed the limits  for reasons other than regulation 28(3)(j) and have not been granted exemption in terms of regulation 28(9), they are required to complete the non-compliance report on a fund level, issuer/entity level and member level, where applicable.

3.1.2
The following need not to be reported on:-

· Assets which are subject to the grandfathering provision as set out in regulation 28(3)(c);

· Assets which are invested in Regulation 28 compliant portfolios as set out in regulation 28(8)(b) (certificate received from issuing entity);

- Collective Investment Schemes (Reg 28(8)(b)(i))

-  Linked Policies (Reg 28(8)(b)(ii))

-  Guaranteed policies (Reg 28(8)(b)(iii))

 
- Entity regulated by the FSB (Reg 28(8)(b)(iv))

· Where asset limits are exceeded as a result of the change in fair value or characteristic of the assets, as set out in regulation 28(3)(j);  and

· Where funds have exceeded the limits for reasons other than regulation 28(3)(j) but have obtained exemption in terms of regulation 28(9).
3.1.3
In the following instances, funds are not required to complete this report:

· Where a liquidator has been appointed and such appointment has been approved by the Registrar in terms of section 28(2) of the Act;

· Where a fund has been exempted from liquidation in terms of section 28(17) of the Act; or 

· Where a full transfer was approved by the Registrar in terms of section 14 of the Act.

3.1.4
Notices
The Notice prescribing the format of the Regulation 28 Quarterly Non-Compliance Report and other Notices relating to regulation 28 is published on the FSB website.
3.2
Click on the button "add" and complete the 'fund number'*, 'year' and ‘quarter end’** fields and click on "save" to complete the entry or on "cancel" to erase the entry.

* ‘fund number’ - Only that part of a fund number that follows the 12/8 prefix should be typed whenever a registered fund is to be specified. The last part of the fund number (/1 or /2) should also be ignored.

For instance, if a fund with number 12/8/3467/2 is to be specified; only 3467 should be captured in the relevant field. 


** Quarter end:


1 = March


2 = June


3 = September


4 = December

3.3 
“Modify Fund” - to change the year end and quarter end of the fund. If the fund number is incorrect, press ‘ctrl’ and ‘F12’ to change the fund number. 

3.4
 “Delete Fund” – will delete all information captured on the fund.

3.5
Complete the following schedules:
- General Info
- Schedule 1a
- Schedule 1b
- Kindly note that the amounts reflected in the schedules must be to the nearest Rand value.

- Only non-compliances need to be captured

3.5.1
General Info
Kindly indicate the fund structure – Defined contribution (DC), Defined benefit (DB) or Hybrid
3.5.2 Schedule1a
	ASSETS HELD BY THE FUND - REGULATION 28 DISCLOSURE

	A
	Total assets of the fund on quarter end
	Asset value at end of the quarter

	B
	Less: Items of Statement of Net Assets and Funds:-
	

	
	B.1 Plant and Equipment
	Latest valuation or an estimate of the value of plant and equipment as per last financial statements

	
	B.2 Current Assets (excluding cash at bank)
	

	C
	Sub-total (A - B)
	

	
	
	

	D
	Less: Reg 28 compliant investments (certificate received from issuing entity):-
	

	
	D1 Collective Investment Schemes (Reg 28(8)(b)(i))

	Certificate issued by the scheme/ long-term insurer at quarter end confirming that the investments of the scheme/ insurer complied with the limits as set out in regulation 28

	
	D2 Linked Policies (Reg 28(8)(b)(ii))

	

	
	D3 Guaranteed policies (Reg 28(8)(b)(iii))

	Certificate issued by the statutory actuary of the long-term insurer at quarter end confirming that the investments of the scheme/ insurer complied with the limits as set out in regulation 28

	
	D4 Entity regulated by FSB (Reg 28(8)(b)(iv))
	Certificate issued the auditor of the issuer of the asset at quarter end confirming that the investments of the scheme/ insurer complied with the limits as set out in regulation 28

	
	
	

	E
	Less: Investments not disclosed /data not available for disclosure* [DETAILS]
	Deduct value of investments not disclosed/ data not available

	F
	TOTAL ASSETS for PURPOSE of REGULATION 28 DISCLOSURE
	


*DETAILS
	Investment manager/CIS/ Insurer responsible for not providing information on investment(s)/portfolio
	 Information not received in respect of: 
	 Fair Value  
	Reasons

	
	Fund level
	Issuer/ Entity level
	Member level
	R
	 

	
	Yes/No
	Yes/ No
	Yes/ No
	 
	 

	 List the party responsible for not providing information on investments/portfolio
	 

 

 
	Choose one of the following:

- Previous quarter compliant    portfolio

- Previous quarter non-compliant portfolio

- Foreign portfolio

- Other (provide details)


3.5.3
Schedule1b

	Local11
	Foreign11
	
	
	FUND LEVEL
	MEMBER LEVEL

	Instances of non-compliance
	Reg 28 limits for all issuers/ entities (Inside the Republic)
	Reg 28 limits for all issuers/ entities (Foreign)
	Reg 28 limits per issuer/entity
(Local and foreign)
	Number of issuers /  entities non- compliant during the period
	Highest percentage of non-compliance  on issuer/ entity level
	Number of members non- compliant during the period
	Highest percentage of non-compliance on member level

	
	
	
	
	
	Inside the Republic
	Foreign
	
	Inside the Republic
	Foreign

	
	%
	%
	%
	 
	%
	%
	 
	%
	%

	1
	2
	3
	4
	5
	6
	7
	8
	9
	10


1
Description of asset/investment category as listed in Table 1 in regulation 28 of the Regulations
2
Limits for all issuers/entities per investment class inside the Republic as prescribed in regulation 28
3
Limits for all issuers/entities per investment class for foreign investments as prescribed in regulation 28
4
Limits per issuer/entity inside the Republic and foreign as prescribed in regulation 28 
5
Number of issuers/entities non-compliant during the quarter
6
Only highest non-compliant issuer/entity breach (%) during the quarter needs to be disclosed(local)
7
Only highest non-compliant issuer/entity breach (%) during the quarter needs to be disclosed (Foreign)
8
Number of members non-compliant during the quarter
9
Only highest member level breach (%) during the quarter needs to be disclosed

10
Only highest member level breach (%) during the quarter needs to be disclosed

11
The template is split between Local and Foreign
For each of the non-compliances captured, the reason for the breach must be indicated. The reasons are specified and one of the options below must be selected:

- Market movement not rectified within the 12 months period
- Wrong/late switches

- Out of mandate trades

- All of the above

- Other (provide details)
AGGREGATE EXPOSURE
If the fund exceeds the aggregate limit (local plus foreign) but is within the local limit and foreign limit, the relevant fields must be completed and the system will validate if it exceeds the aggregate limit.
As an example: the aggregate (Foreign and Local) limit for Hedge funds is 15%. If the fund has an overall exposure of 20% in Hedge funds, the breach on the magic software must be reported as 12% Local and 8% Foreign. Although the 12% or 8% does not exceed the limit, the aggregate 20% exceeds the limit and the system will calculate the Local and Foreign exposure. 
If the fund exceeds the aggregate foreign exposure limit but is within the foreign limit per asset category, the foreign asset categories must be completed and the system will validate if it exceeds the aggregate limit as determined by SARB.
As an example: If the fund has a foreign exposure of 20% in Equities and 10% in Property, the foreign limit per asset class is not exceeded but the overall limit of 25% is exceeded. On the Magic software the foreign exposure of 20% in Equities and 10% in Property must be captured and the system will calculate the total Foreign exposure. 

3.5.4
Declaration by the Board of fund (pdf file)
The Board of fund must confirm that the information contained in Schedules 1a and 1b is accurate and complete, whether the aggregate foreign exposure as determined by the South African Reserve Bank was exceeded and disclose any other relevant information:

Where the completion, submission and declaration in respect of the Quarterly Non-Compliance Report has been delegated to the principal officer, board member, administrator or any other person/entity, such delegation must be duly authorised and it should be noted that the Board of the fund remains ultimately responsible for the accuracy and completeness of this submission.  

3.6
The scanned version Quarterly non-compliance report (schedules 1a, 1b and 2) must be linked as a .pdf file (.tif file). 

Use the button "link PDF" to link the quarterly non-compliance report.  Click on ‘F5’ to choose the file from your computer’s directory. After the scanned file was linked, kindly indicate that you agree that the file attached is signed.

Please note that no unsigned reports will be accepted.
3.7
“validate fund” – to validate the fund after the schedules have been captured or changes made to the schedules.

3.8
The fund’s Quarterly non-compliance report will not be allowed to export if all the errors were not rectified. The list of error descriptions are displayed on the bottom of the screen.

3.9
Once the fund’s Quarterly non-compliance report has passed the validation stage it can be exported to the FSB. The button "export fund" will export the fund's financial statements automatically, provided the password was entered as mentioned in paragraph 1.2.
3.10
The exported zip file will be imported in the FSB system. The user will receive an e-mail from the FSB, confirming that the import was successful or if the import was rejected and, the reason(s) for failure.
A successful signed submission will be indicated as “FUND IMPORTED SUCCESSFULLY” 
 Technical problems and solutions



ANNEXURE A
	Problem/ Errors

	Solutions

	You are not authorised to use this import service. Please contact the FSB.


	The user is not registered to use the FSB schedule system or the registered e-mail address has changed.
Kindly send an e-mail to portia.matle@fsb.co.za or loraine.deswardt@fsb.co.za to be registered as a user and a password will be allocated and e-mailed to the user


	Either the file is corrupt or it was zipped with an invalid password.
	Double click on the attachment of the email in your sent items and capture the password as sent by the FSB, the zip file should open. If it doesn't the password was not inserted into the program correctly.

Copy (CTRL+C) and pasting (SHIFT+INSERT) the password into the field to rule out mistyping the password.



	Financial submission: Your message did not reach some or all of the intended recipients.

The following recipient(s) cannot be reached:

       'schedules@fsb.co.za' on 2012/10/30 12:34 None of your e-mail accounts could send to this recipient.

 
	Send the attachment of the email in your sent items manually to:
schedules@fsb.co.za

	The automated e-mail import service does not support the file type you sent for import.
	The attachment sent was a copy of another mail, not the zip file. You must send the zipped file. The importer is expecting a password protected zip file, which means that either 1) the zip file was never sent or 2) the zip file was removed from the email by a firewall/proxy. The user should check his sent items for the original mail and see whether the zip file is attached to it. If it is, he should follow up with his IT department. If it isn't he should try and export again.


	Magic error #20
	The only way is to close down the Pastel data base (Pervasive) when you want to load the Magic software.

While this error is uncommon for a first time installation, it may occur if you are currently using or have previously made use of a system which uses Pervasive or Btrieve as the database.

In order to correct the problem, you will first need to establish whether the Pervasive Engine is running.

Step 1

In the bottom right hand corner where the time is displayed, there should be an icon, Pervasive database pre-load.

Step 2

Once you have located the icon, right click and select the option Stop Engine and Exit


	
	

	Problem/ Errors

	Solutions

	Magic error #21
	The software wasn't installed correctly. The user should reinstall the software. First try installing the software over the existing installation (to not lose data already captured). If that doesn't solve the problem, please uninstall and reinstall the software.
 .

	Magic error #86
	You must install the software from the link provided. The software was copied from another computer.

The link to download the Magic software to submit financial statements electronically to the FSB is as follows: 

https://www.fsb.co.za/HTML/Pensions/schedule_setup_v2.zip
 

	There is an ' established ' connection with our SMTP server but also an additional connection waiting to close?
	It would appear to be a problem related to your network configuration / SMTP server. Try configuring the system to send the email through another SMTP server (even a gmail account would do), to see if it can then send the email. The only other alternative would be to manually send the export to schedules@fsb.co.za
The export can be found at "c:\StatementsExport\AAAAA_BB_BB_BBBB.zip" where AAAA is the fund number and BB_BB_BBBB is the year end date.


	Error 46 - ACCESS TO FILE DENIED


	The application opened a file in the read-only mode, and tried to perform an Update, Delete, or Insert on that file. Another possible cause is that the owner name required for updates was not specified correctly when the file was opened. The user does not have the rights to write to the database.



	Can the magic software be installed on a central location and shared among users?
	The magic system was developed as a stand-alone system and the database being used isn't meant for network installations. Installing the system on a shared drive might work if only one person at a time uses the system, but isn't recommended.


	Can separate installations of the magic system's databases be merged into one system which can then all be viewed on one screen?

	There are a present no way to merge different installations' databases into one.



	"ATTACHMENT_NOT_FOUND"
	1) Try and link the PDF directly from “c:\” and refrain from using spaces in the PDF names.

2) You need to be able to create files and folders on your c:\ drive. Please make sure you have sufficient privileges to do this.

3) The Schedules System Exports to "c:\StatementsExport\".

Please check that the user has write access to this folder.


	The ftp linked cannot be displayed on your browser: 

ftp://ftp.fsb.co.za/public/pfa/Schedule_Setup.exe

	Your firewall blocks ftp links. Try the web link

https://www.fsb.co.za/HTML/Pensions/schedule_setup_v2.zip


	Transfer history of Funds’ Annual Financial Statements submissions from one computer to another.  Files should be copied to the new computer 
	· Copy the entire installation folder (c:\magic\ by default) to the new computer.

· Install the magic system to the same folder on the new computer.



	The problem we having with Magic is that it does not run from the shared drive from a Windows 7 operating system.
It installs locally and works but not from shared drives; it works fin on all XP operating system.


	1) We don’t support installations on shared drives.

2) This is probably because of the added security (by Microsoft) on Windows 7 machines.



	Error message: Schedule not found
	It seems if the schedule is corrupted .

Quarterly reports:

You can test it by renaming  “c:\magic\schedules\Quarterly_General” to “Quarterly_General_old” and then re- capture the schedule.

Financials:

“c:\magic\schedules\General_Info_2007”  rename to “General_Info_2007_old” and then re- capture the schedule.

or



	404 - FILE OR DIRECTORY NOT FOUND.

THE RESOURCE YOU ARE LOOKING FOR MIGHT HAVE BEEN REMOVED, HAD ITS NAME CHANGED, OR IS TEMPORARILY UNAVAILABLE.


	The link is wrong – the test link is not used anymore.

The correct link is:

https://www.fsb.co.za/HTML/Pensions/schedule_setup_v2.zip


	Error message: Schedule not found
	Please browse to the following folder:

C:\StatementsExport\28393_31_12_2012\

And look for a files like below:
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If you find these files, please browse to the following folder:

C:\StatementsExport\

And look for a file called:

28393_31_12_2012.zip

If you find this file, please email it to schedules@fsb.co.za to manually submit the financials to the FSB.

If you don’t find the files or folders as listed above, it could mean that you do not have rights to create new folders on your c:\ drive. Please follow up with your IT department, if that is the case.



	Failed to add attachment to the message


	It seems the program that is trying to send the email is having trouble adding the zipped export file to the email message. The users could try to see whether they can find the zip file in:

c:\StatementsExport\XXXX_DD_MM_YYYY.zip (email it manually to schedules@fsb.co.za).

If the zip file isn’t there, please see whether the exported files are in the following folder:

c:\StatementsExport\XXXX_DD_MM_YYYY\

PS – Replace XXXX with the fund number in question and DD_MM_YYYY with the year-end date.



	“you must login first”


	The error message states that you are not logged on in Outlook.

This can be a problem with the configuration on your computer

You can send the export manually. 

Financials

The export file will be saved in the following folder: 

C:\StatementsExport\XXXX_DD_MM_YYYY.zip 

And email the file manually to schedules@fsb.co.za
OR

Reg 28 quarterly reporting

The export file will be saved in the following folder:

C:\StatementsExport\Quarterly_####_YYYY_QQ.zip     

And e-mail the file manually to pen.reg28quarterly@fsb.co.za



