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Download, complete, upload, review and submit a FINRA request using Excel 

Purpose 

• Use this guide when completing certain FINRA requests (e.g., Third-Party Vendor Request, 
Crypto Asset Activities Request, Customer Information Request) 

• This guide explains the complete Excel workflow and the checks to perform before moving to 
the next step.  

QUICK WORKFLOW 

1 
Download 

2 
Complete 

3 
Review 

4 
Upload 

5 
Verify & Submit 

 

Before You Begin 
Complete these checks before downloading the questionnaire: 

☐ Open the applicable information request in FINRA Gateway. 

☐ Coordinate edits if more than one person will contribute to the questionnaire. 

☐ Plan to retain a copy of the completed file until the information request has been reviewed and submitted. 

Important 

The warning displayed during download states that answers that were saved in the current draft will appear in 
the downloaded Excel file. Review the warning displayed in FINRA Gateway before continuing. 

At-a-Glance Process 
Stage What you do What you verify 

Download Select Download Excel and open the 
file. 

The correct information request was 
downloaded. 

Complete Enter and save responses in the 
designated fields. 

Required responses are complete and 
accurate. 

Upload Select Upload Excel and choose the 
completed file. 

The correct file is selected before 
continuing. 

Review Review imported answers and upload 
details in FINRA Gateway. 

Expected answers appear and 
messages are addressed. 

Submit Select Submit when the questionnaire 
is ready. Final responses have been reviewed. 
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Step-by-Step Instructions 
1. Download the information request in Excel  
In the open questionnaire, select Download Excel to begin the download process. 

 

2. Review the download warning 
Read the warning displayed in FINRA Gateway. Select Continue when you are ready to create the Excel file, or 
Cancel to return to the information request. 
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3. Open and save the Excel file 
Open the downloaded Excel template. Save it in an approved location. Important: You must keep the default 
Excel file name unchanged in order to be able to re-upload the document to the system. 

Before continuing 

Confirm that the file opens and that the expected information request content is present. 

 
 

4. Complete the information request 
Enter responses in the designated fields in the Excel template. 

• Complete each required question. 
• Follow the instructions included with each question. 
• Use the response format provided in the template. 
• Review entries for completeness and accuracy. 
• If multiple individuals contribute, consolidate and review the responses before uploading. 
• Save the completed file before returning to FINRA Gateway. 

Protect the template 

Keep the downloaded worksheet structure, field labels and designated response areas in place. If the template 
provides specific instructions, follow those instructions. 
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Upload and Review 
5. Perform a pre-upload review 
Before uploading, complete the following checks: 

☐ The intended information request was completed. 

☐ Required responses were reviewed. 

☐ The file was saved after the final changes. 

☐ The correct completed version is ready for upload. 

  

6. Upload the completed file 
Return to the information request in FINRA Gateway and select Upload Excel. Choose the completed Excel file. 

 

7. Review the upload warning 
Read the warning displayed in FINRA Gateway. Select Continue only when you are ready to replace the information 
request’s current answers with the responses from the selected Excel file. Select Cancel to return without 
continuing. 
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8. Confirm the upload 
After the upload is complete, review the confirmation banner and any upload details displayed in FINRA Gateway. 

 

 

9. Review the imported responses 
Review the information request in FINRA Gateway before submission. 

• Confirm that the expected answers appear. 
• Review any upload details or exclusions displayed by FINRA Gateway. 
• Correct any response that needs adjustment. 
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• Save changes, if applicable. 

 

10. Submit the information request 
Select Submit only after the information request is complete and the imported responses have been reviewed. 

Final check 

Submission is the final action in this workflow. Verify the responses in FINRA Gateway before selecting Submit. 
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Troubleshooting 
Use the guidance below if the workflow does not proceed as expected. Follow the message displayed in FINRA 
Gateway when it provides a specific instruction. 

Situation Check Next action 

The expected answers are not in the 
downloaded file. 

Review whether the responses were 
saved in the current draft before 
download. 

Return to FINRA Gateway, review the 
draft, and download again when ready. 

The wrong file was selected. Confirm the file name and completed 
version. 

Cancel before continuing and select the 
intended file. 

The file does not upload. 
Confirm that the completed Excel file is 
saved and review the message displayed 
in FINRA Gateway. 

Address the item identified in the 
message and upload the saved file again. 

Imported responses do not appear as 
expected. 

Review the questionnaire and available 
upload details. 

Correct the responses in FINRA Gateway 
or update the Excel file and repeat the 
upload, as appropriate. 

The issue continues. Record the message displayed and the 
step where the issue occurred. 

Follow the applicable internal support 
process and provide the captured 
information. 

 

Information to capture for support 
☐ Information request name or identifier 

☐ File name 

☐ Workflow step 

☐ Message displayed in FINRA Gateway 

☐ Screenshot of the message, if permitted under applicable information-handling requirements 

 

Accessibility and usability notes 
• Use the numbered headings to navigate the guide. 
• Each screen reference identifies the control or message relevant to the step. 
• Do not rely on color alone; follow the control names and written instructions. 
• Use the checklist on the next page before submission. 
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Final Review Checklist 
Complete this checklist before selecting Submit: 

☐ The correct information request was completed. 

☐ All required responses were entered. 

☐ Responses were reviewed for completeness and accuracy. 

☐ The completed Excel file was saved. 

☐ The correct file was uploaded. 

☐ The upload warning was reviewed before continuing. 

☐ The confirmation banner and upload details were reviewed. 

☐ The expected responses appear in FINRA Gateway. 

☐ Any needed corrections were made. 

☐ The information request is ready for submission. 

Ready to submit 

When every applicable item above is complete, select Submit. 

 

Quick Reference 
Control Purpose 

Download Excel Creates the Excel file after the download warning is 
reviewed. 

Upload Excel Selects a completed Excel file for import after the upload 
warning is reviewed. 

Save Preserves changes made in the information request, when 
applicable. 

Submit Submits the information request after final review. 

 

End of guide 
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