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1. Introduction  

 

1.1. Purpose of Document  

If a firm identifies a match against a sanctioned person, entity or body, they should 

immediately freeze the account(s) and/or stop the transaction(s) and report to the Central 

Bank of Ireland (“the Central Bank”), using the Sanctions Return Form (the “FSR”), along with 

other relevant information. The FSR, and relevant information, should be submitted to the 

Central Bank.  

 

This explanatory note is to assist firms in completing the submission of the FSR on the Central 

Bank of Ireland Portal (the “Portal’).  

 

1.2. Portal Set Up  

Each institution will have a Portal profile and is assigned a unique identifier on the Portal 

called the ‘Institution Number’. The Central Bank is responsible for setting up institutions on 

the Portal.  

 

Portal Roles  

For information on Portal Roles and how to grant access and permissions please see 

guidance in the following link:  

https://www.centralbank.ie/regulation/central-bank-portal/help/administration  

 

2. The FSR Form  

 

2.1. FSR Form Details 

The “Cover” Worksheet should be fully completed for each submission, this includes details 

of the firm submitting ie: C-Code and the date of the submission. 

 

Where the assets are being reported as frozen under Council Regulation (EU) 269/2014, all 

Mandatory fields on the “Russia Ukraine Regime” Worksheet should be completed.  

 

Where the assets are being reported as frozen under any other Regime, all Mandatory fields 

on the “All Other Regimes” Worksheet should be completed.  
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If there are any data validation errors, the “Validation” Worksheet provides more information 

in relation to the error. All validation errors must be resolved before the return can be 

submitted.    

 

3. Submission of the FSR 

3.1. Naming the FSR file 

The completed FSR form (excel file) should be saved using the following file and name 

format: 

 

CXXXXX_YYYYMMDD_FSR.xlsx 

CXXXXX - the institution code you use to log in to the system 

YYYYMMDD - must be the reporting date (this should equal to the Report date and must be 

a date in the past) 

FSR - the FSR Return code 

eg: C50001_20250902_FSR.xlsx 

 

3.2. Instructions for uploading the “FSR” on the Portal 

The steps outlined below should be taken to access and submit the FSR return on the Portal.  

 

The Returns section https://returnsportal.cbfsai.local of the Central Bank Portal help webpage 

provides assistance for navigating to returns on the Portal. 

 

The following steps should be taken to submit the FSR return. 

• Login to the Portal. 

• Select the “Returns” menu option from the menu on the left-hand side followed by “View/Edit 

Returns” option (highlighted in red below). 

 

https://returnsportal.cbfsai.local/
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Scroll down to the “Anti-Money Laundering” section and the FSR return is displayed here. 

Click on the FSR link.   

 

 

• Click on “Add a Return” 
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• Reporting Date: must be a date in the past and must equal the date on the Return (cover 

sheet) and the report template should be named using this date.  

• Submission Due Date: must be on or after current date. 

• Click on the “Add” button under the dates. 
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Load the Return  

• Click on “load a file”  

 
• Select the return to upload by clicking on “Choose File” 

• Upload the FSR excel template (see section 3.1 above for naming convention for the 

excel file). 

• Click “Load File” to load the return. 

• Where the file naming convention and permitted file types are not followed, an error 

message will be displayed, and the file will not be accepted. 

• Where the file naming convention is followed and the return is successfully loaded:  

o An “Accepted” status will be displayed; and the uploaded file can be viewed at 

“View Uploaded Files”  

o An email will be sent to the Portal User who submitted the return, confirming the 

return has been accepted.  

 

Finalise the Return  

• Select the “Reporting Date” option for the applicable reporting date under the “Reporting 

Date” heading on the Return Reporting Summary table.  

• Select the “View/Sign-Off Returns” option for the Firm under the “Action” heading on the 

Return Details table 

• Click the “Finalise” button. A message is displayed confirming the return is finalised. The 

return is now ready for Sign-off.  

 

Sign- off the return  

• Select the “Reporting Date” option for the applicable reporting date under the “Reporting 

Date” heading on the Return Reporting Summary table for the specific return.  

• Select the “View/Sign-Off Returns” option for the applicable firm under the “Action” 

heading on the Return Details table.  

• Review and complete the “Sign-Off Return” declaration form.  

• Click the “Sign-off Return” button.  
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• When the return is successfully “Signed-off” the Portal User who submitted the return will 

receive an email, confirming the return has been “Signed-off”. This email will be sent to 

the email address associated with the Portal User’s account.  

• The “Signed-off” status of the return for the Firm can be viewed on the Return Details 

table (the following table extract illustrates a return in a Signed- off status).  

 

 
 

3.3. FSR Re-submission Process  



 Document Title Central Bank of Ireland Page 8 

 

 

 

Back to “Contents” 

In the event that an amendment is required to the return, the return must be unlocked before 

a revised return can be re-submitted. Please follow the steps below to unlock the return.  

• Select the “Reporting Date” option for the applicable reporting date under the “Reporting 

Date” heading on the Return Reporting Summary table.  

• Select the “View Returns” option for the applicable financial institution under the “Action” 

heading on the Return Details table.  

• Select the “Create Request” option and select the “Unlock Return” option in the drop down 

menu (highlighted in Red below).  

 

 

• Complete the “Unlock Return” form and click the “Submit” button.  

• The “Unlock Return” request will be reviewed by the Central Bank. Where the request is 

approved the FSR return for the Firm will be in an “Unlocked” status and a notification will 

be sent to the Portal User who submitted the Unlock Return request.  

 
 

4. Common Troubleshooting issues 

 

 
Common Troubleshooting Issue 
 

 

A credit or financial institution has a Portal 
login but is unable to log onto the Portal.  

 

Please contact the support team at 
onlinereturns@centralbank.ie for assistance. 

The FSR return type does not appear when 
the view/returns menu option is selected 
on the Portal.  

 

See the ‘Administration’ section of the Central 
Bank of Ireland’s Portal help webpage for 
instructions related to managing permissions 
for Portal Administrators, Business 
Administrators and Portal Users at:  
https://www.centralbank.ie/regulation/central-
bank-portal/help/administration 

If the issue is not resolved the support team 
at onlinereturns@centralbank.ie should be 
contacted. 

https://www.centralbank.ie/regulation/central-bank-portal/help/administration
https://www.centralbank.ie/regulation/central-bank-portal/help/administration
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A credit or financial institution wishes to 
submit a ‘Return Unlock’ request but the 
‘Create Request’ button is not visible. 

The option to create a request may not be 
visible due to permissions granted.  
 
The firms Portal Administrator can grant 
Portal Users in the firm with the necessary 
permissions to the submit Return Unlock 
requests. See the ‘Administration’ section of 
the Central Bank of Ireland’s Portal  
help webpage for assistance granting 
permissions to returns for Portal 
Administrators and Portal Users at link   
https://www.centralbank.ie/regulation/central-
bank-portal/help/administration 
 
If the issue is not resolved the support team 
at onlinereturns@centralbank.ie should be 
contacted.  
 
Further information on Portal functionality can 
be found on the Central Bank of Ireland’s 
Portal help webpage at this link. 
 
https://www.centralbank.ie/regulation/central-
bank-portal/help 
 
 

 
 
 
 
 
  
  
  

  

 
  

https://www.centralbank.ie/regulation/central-bank-portal/help/administration
https://www.centralbank.ie/regulation/central-bank-portal/help/administration
https://www.centralbank.ie/regulation/central-bank-portal/help
https://www.centralbank.ie/regulation/central-bank-portal/help
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