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Introduction 

The web-based EasyFile application was designed to facilitate the submission of financial filings. 
The application provides an extensive help system to assist you when filling out your statements. 
This manual will help you navigate through the EasyFile application to submit your pool financial 
statements. 

System Requirements 
 

 EasyFile requires a currently supported version of Microsoft Explorer or Firefox 
 
 JavaScript must be enabled in your web browser 

 
 Cookies must be enabled in your web browser 

 
 128 Bit Encryption 

 
 Adobe Acrobat Reader 

 
 
Overview 

 
Submitting pool financial statements using EasyFile involves a three-step process. 
1) First, you will upload a PDF of the identical pool financial statement provided to the pool’s limited 

partners, including the balance sheet, income statement, schedule of investments, footnotes, 
and the Independent Auditor’s Opinion, if applicable. 

2) Next, you will enter approximately 30 key financial balances into an electronic schedule and 
answer several pool specific questions. The balances should be pulled directly from the balance 
sheet, income statement and statement of changes in net asset value included in the pool’s 
PDF filing. 

3) Lastly, when you submit the electronic filing, the system will run some basic edit checks. It will 
also prompt you to read and agree to an electronic oath or affirmation. This oath or affirmation 
will apply to the information included in the PDF, as well as, the key financial balances and pool 
specific questions. 

 
A statement filed using EasyFile satisfies your filing requirement with NFA. You should not mail a 
statement to NFA that has been entered using EasyFile. 
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Getting Started 

 
Security 

 
EasyFile makes use of your existing security for the NFA's Online Registration System (ORS). When your 
security manager creates a new user for your firm or edits the security of an existing user, your security 
manager will be able to add the ability to both Submit and Enter or only Enter financial filings for your firm 
(see picture below). The “Submit and Enter” security will allow a user to both enter the financial 
information and also submit the filing once complete. The firm’s security manager can grant “Enter” 
access to anyone at the firm or outside parties such as a fund administrator or certified public accountant. 
However, the security manager should only grant “Submit and Enter” access to persons duly authorized 
to bind the pool operator in accordance with CFTC Regulation 4.22 (h)(3). The “Enter” security will allow 
a user only to   enter financial information into the system and save the form and report for later 
submission, but they will not be able to submit them to NFA. Users that do not have any security to the 
financial filings will be designated as “None”. 

 
New Security Options for EasyFile 
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Accessing the EasyFile Application 
 

Once your security manager has set up your security for EasyFile you can access the application 
through the Electronic Filings section of NFA's website (see below). 

  

 
 
 

Under Commodity Pool Operators (CPO), click on the accordion to expand the menu. Select EasyFile 
(Annual Reports) to login to the system. 
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You will be prompted to sign on using your ORS user name and password. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The Pool Index 
 

The Pool Index displays a list of all of the active pools that a firm administers (see below). This is the 
first page you will see after signing onto EasyFile. From this page you will be able to access all of the 
pools for which you need to submit filings. 
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The Pool Index displays the following information about each pool: 

 
 End Date – This is the end date of the most recent statement. 
 Due Date – This is the date that the filing should be submitted to NFA. A filing submitted 

after this date is considered late. Only filings required by NFA will have a Due Date. Any 
filing that is created manually by clicking on the “Create Filing” button (described later) 
will not have a Due Date. 
 Status – This is the status of the filing. A filing can have one of the 

following statuses. 
• Received – Indicates that the filing has been submitted. 
• Due in X days – Indicates how many days are left to submit a 

required filing based on the due date. 
• X days overdue – Indicates that the statement is late and should 

be submitted as soon as possible. An overdue filing will appear in 
red. 

• Unsubmitted – This will only display on filings created manually 
(see Create Filing), to indicate that the filing has not been 
submitted. 

• Amending – Indicates that the filing is currently being amended. 
 ID – This is a tracking number assigned by NFA to each pool. 
 Pool Name – This is the pool as named in NFA’s records. To submit a filing, click on the 

pool name. 
 
 
 
 
 
 
The Filing Index 

 
Clicking on a Pool Name will bring up the Filing Index, which lists information about all of the filings 
that have been submitted to NFA for a particular pool for the past three years and any outstanding 
filings that have not yet been submitted. Filings that are required will automatically be added to the 
Filing Index at the beginning of the month following the statement date. 
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The Filing Index displays the following information about each filing: 

 
 End Date – This is the fiscal year end date of your statement, or for a liquidation statement, 

the date of the pool’s balance sheet. Click on the End Date to open a filing. 
 Due Date – This is the date that the filing should be submitted to NFA. A filing submitted 

after this date is considered late. Only filings required by NFA will have a Due Date. Any 
filing that is created manually by clicking on “Create Filing” will not have a Due Date. 

 Form Type – This will state “PFS” when referring to the annual report. 
 Form – This will state Pools Financial Statement when referring to the annual report. 
 Received Date – This is the date that a submitted filing was received. Filings that have 

not been submitted will not have a Received Date. In the case of amended filings the 
Received Date will always be the date of when the filing was first submitted. 

 Version of Stmt– This is the version number of the filing. The Initial version of the filing 
will have a value equal to 1. Each time an amendment is made to a filing the number will 
be increased by 1. 

 Filing Type – This will either be “Regular” or “Certified”. “Regular” means the statement 
is unaudited. 

 Status – This is the status of the filing as defined in the Pool Index description. 
 Never Operated – If you will not be filing a requested financial statement because the 

pool listed on the Filing Index did not operate during the year, click the icon in this column. 
A window will appear asking you to verify that the pool did not operate at any time during 
that period. If you don't see this option and believe it should be available to you, you must 
contact NFA at 800.621.3570. Only users who have been designated as submitters 
will have the ability to inactivate a statement. 

 
 

Create Filing 
 
Using the “Create Filing” button on the Filing Index page allows you to create filings that are not 
requested by NFA but you need to submit, such as a pool liquidation statement or an unaudited 
statement when a certified statement has been requested. The following box will display when the 
Create Filing button is clicked: 
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For Form, select Pools Financial Statement. You will also need to indicate whether or not the 
statement is certified in the Type dropdown. The End Date of the filing can only be the current date or 
earlier. Click “Save” to create the new filing. The new filing will then appear in the Filing Index. If you 
do not wish to create a new filing click the “Cancel” button. If you clicked “Save” and created a filing   
in error, please contact NFA for assistance at 800.621.3570. 

 
Viewing and Editing Filings 

 
To view a filing, click the End Date of the filing in the Filing Index. Filings that have been submitted 
will open in a read-only format. If you need to amend a filing that has already been submitted, see 
the “Amend Filings” section at the end of this help document. 

 

When a filing is opened and not yet submitted, you will be able to enter your financial data into the 
statements. Only one user can edit a filing at a time. Other users trying to access a filing currently 
being edited by another user will only be able to view the filing in a read-only format. 

 
After clicking the End Date in the Filing Index, the Pool Financial Checklist for that filing will be 
displayed. 
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Pool Financial Checklist 
 

The Pool Financial Checklist is the first page that is displayed when a statement is selected in 
the Filing Index (see below). The checklist is a list of steps that must be completed before a 
statement is considered to be submitted or “received.” The status for each step is also listed. 

 

 
 
The following is the list of steps and their possible statuses. 
Step Status 

1. Cover Page Incomplete / No Errors 
2. Pool Financial Balances Incomplete / No Errors 
3. Upload Statement Incomplete / No Errors 
4. Submit Statement Not Submitted / Submitted 

 

Clicking on any of the steps will redirect you to the appropriate page to complete that step in the 
process. You may also navigate through the system using the “Previous” or “Next” buttons at the 
top and bottom of the statement. Links to each step are also available in the left-navigation of 
each screen. 
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Cover Page 

 
The Cover Page includes required contact information for the firm, as well as several pool-specific 
questions for firms to answer. In the screenshot below, the firm indicates the annual report is 
audited and additional options regarding the preparation of the report are populated. 
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If the firm indicates the annual report is not audited, the following options will populate instead. 
 

 
 

Certain other questions may appear depending on the information previously provided to NFA 
regarding the structure of the pool. 
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Pool Financial Balances 
 
The Pool Financial Balances page is a schedule of key financial balances from the financial 
statement distributed to the pool’s limited partners (see below). The balances are collected to 
analyze the statement for accounting irregularities. If necessary, the CPO should maintain records 
showing where these balances appear on the PDF statement. For example, the CPO should 
maintain records indicating where the balance entered into EasyFile appears in the pool’s annual 
report or how such balances are aggregated from amounts appearing in the pool’s annual report. 

 

 
 
Click on the applicable box to enter in the corresponding balance. The box that currently has 
focus will be highlighted in yellow so you can easily see where you are on the filing. Use the 
Tab key on your keyboard to go to the next box in the statement. 

 
Choose Currency 
Although you are encouraged to issue statements in U.S. Dollars, it is not necessary to convert 
statements issued in other currencies to U.S. Dollars. You may enter the currency values included 
in the original statement distributed to your limited partners. Simply use the dropdown box to  
select the appropriate currency. 

 
In addition to U.S. Dollars, the system will accept the following currencies: Australian Dollar, : 
Brazilian Real, British Pound, Canadian Dollar, Chinese Yuan, Danish Kronor, Euro, Hong 
Kong Dollar, Japanese Yen, New Zealand Dollar, Norwegian Kronor, Polish Zloty, Singapore 
Dollars, South African Rand, South Korean Won, Swedish Kroner, and Swiss Franc. 
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Help 
Instructions are available to assist you in determining what balances to include on each line 
of this schedule. Click on the “Help” on the left side of the page to get a printable version of 
the instructions. You can also view the instructions for a particular balance by clicking on the 
“?” button to the left of the line description (see below). 
 

 
 
 
Saving your information 
The data you enter into a statement is saved either by clicking the Save button at the top 
or bottom of the statement (the Save button is not visible on filings that have already been 
submitted) or clicking on any other buttons on the form including the Next and Previous 
buttons. Your data will not be saved if you close your web browser, click the refresh button 
on your browser, or your session times out due to inactivity. Your session will time out 
after about 20 minutes of inactivity. 

 
Liquidation Statement 
If your pool ceased operations or completed the final distribution of the pool’s assets to the 
pool participants, you should click the box for a “Liquidation Statement” (see above). This will 
notify NFA that the pool is no longer operating and that you believe this filing will represent 
the pool’s final regulatory filing. Clicking this box will also allow the system to adjust its data 
checks accordingly. 
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Summary of Errors and/or Warnings 
You may check your data entry for errors by clicking on the side menu item “Review filing for errors.” 
Regardless of whether or not you click this side menu item, when a filing is submitted, it is first 
analyzed by evaluating the data with a set of rules. If the filing fails any of these rules then a list of the 
warnings and/or errors that the filing failed will be displayed (see below). Clicking on the error will 
display the statement and sets focus to the box that is in error. Clicking the “Back to Filing” button 
below the list of errors will display the Cover Page. 

 

 Warnings – If a filing only fails rules of the type “Warning,” the filing can still be 
submitted but you should look at the warnings to verify that all the data was entered 
correctly. If you choose to submit the filing with warnings, provide a note and click the 
“Submit with Warnings” button. The Submission and Oath page will be displayed. 

 
 
 
 
 
 
 
 
 
 
 
 

 Errors – If a filing fails any rule of type “Error” then the error must be corrected before 
you will be able to submit your filing. For example if your balance sheet does not 
balance, meaning total assets do not equal total liabilities plus total net asset value, then 
the validation page will display with an error indicating the balance sheet does not 
balance. You will need to correct all errors before you will be allowed to submit the filing. 
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Upload Statement 
 
The Upload Statement page is used to upload the exact statement distributed to the pools limited 
partners. This statement should comply with the requirements set forth in Part 4 of the CFTC 
Regulations. (For an explanation of the information that is required to be included in your upload, 
please see the Appendix at the end of this Help document.) The statement can only be 
uploaded in a PDF format. You may upload more than one PDF. For example, if the oath or 
affirmation signed by the CPO is saved as a separate PDF from the financial statements, you 
should upload two PDF files. If your pool is not divided into units and, therefore, you file a 
schedule of limited partner interests, you can upload a separate PDF to include this information in 
your filing. To upload a file, click on the “Choose Files” button to locate the PDF from your 
computer’s hard drive or disk drive. 

 
Uploaded files can be deleted, but only until the filing has been submitted. To upload a PDF 
after the filing has been submitted will require that the filing be amended. 

 
A filing cannot be submitted until at least one file has been uploaded. When a file has been 
uploaded the status of the “Upload Statement” step in the Checklist will be changed to “No 
Errors.” 
 

 
 
The uploaded file(s) can also be viewed from this page by clicking on any of the PDF files in the 
list. Viewing an uploaded PDF will open the PDF in a new browser window. 
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Submitting a Filing 
 
After you are finished entering your information on the filing you will let NFA know you are 
finished by clicking “Submit Filing” at the top of the page. Only users who have been designated 
as submitters will have the “Submit Filing” ability. When “Submit Filing” is clicked, the filing is 
validated to determine if there are any errors on the filing. If there are no errors on the filing, the 
Oath will appear (see below). Read the oath; if you agree with the oath click the Submit Filing 
button below the oath. The filing will not be submitted until the “Submit Filing” button at the 
bottom of the page is clicked. 

 

 
 
Submission Received Page 

 
Upon submitting your filing the following page will display (see below). This is your verification that 
the filing was successfully submitted to NFA. Click on the Filing Index button to return to the Filing 
Index screen. The filing you submitted will now display a status of “Received”. 

 

 
Amend Filing 

 
If you need to amend a filing that has already been submitted, click on the “Amend Filing” link at 
the top of the Pool Financial Checklist (see below). This selection only appears for statements 
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that have previously been submitted. 
 

 
 

You will be prompted to type in a reason for the amendment (see below). You cannot proceed 
without typing a brief explanation of the amendment. You can click “Cancel Amendment” if you 
do not wish to proceed. Otherwise, click “Amend Filing.” 

 

 
 
 
On the Filing Index screen, the status of this filing will now be shown as “Amending.” You should 
make any necessary changes and will need to review the statement again for errors. Once reviewed, 
you'll need to submit, agreeing to the oath, before the amended statement will be reflected as 
“Received.” 
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Appendix 
 
The following outline summarizes the required components of the financial statement that you 
must upload with your EasyFile electronic filing: 

 
For non-exempt pool financial statements: 

• A statement of financial condition as of the close of the pool’s fiscal year and preceding fiscal 
year 

• Statements of income (loss), changes in financial position and changes in ownership 
equity for the pool’s two preceding fiscal years 

• The net asset value of the pool as of the end of each of the pool’s two preceding fiscal 
years  

• Footnotes 
• Financial highlights 
• Tax information 
• A schedule of investments 
• The net asset value per outstanding participant unit in the pool as of the end of each of 

the pool’s two preceding fiscal years or for non-unitized pools, the total value of each 
participant’s interest or share in the pool as of the end of each of the pool’s two 
preceding fiscal years. 

 
For 4.7 exempted pool financial statements: 

• A statement of financial condition as of the close of the exempt pool’s fiscal 
year A statement of income (loss) for that year 

•  Footnotes  
•  Financial highlights  
• Tax information 
• A schedule of investments 
• If a claim for exemption has been made pursuant to CFTC Regulation 4.7, the CPO must 

make a statement to that effect on the cover page of each annual report 
 

For 4.12 exempted pool financial statement: 
• A statement of financial condition as of the close of the pool’s fiscal 

year A statement of income (loss) for that year 
• Financial 

highlights Tax 
information 

• A schedule of investments 
• Footnotes 
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