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Frequently Asked Questions
o Does the Corporate Transparency 

Act (CTA) apply to my companies? 

• Our CTA Exemption Wizard can assist 

with a preliminary determination 
whether your company is exempt from 

filing.  Consultation with an attorney to 
confirm is recommended.

o Who should be included as a 

Beneficial Owner?

•  Cogency cannot advise on this as 
legal interpretation is required.  
FinCEN’s Small Entity Compliance 

Guide provides guidance.

o Can Cogency help me get a FinCEN 

ID?

• Cogency is not able to obtain a FinCEN ID 

for a beneficial owner or Company 
Applicant.  You can obtain online here

o Who is the Company Applicant?

• The person who submitted the formation 

filing for the company AND the person 
who controlled or directed the formation 
filing. If Cogency filed this document, we 

provided the FinCEN ID for the Cogency 
Company Applicant with the filing 

evidence and can provide on request. 

Return to Table of Contents
Return to Table of Contents

https://www.fincen.gov/sites/default/files/shared/BOI_Small_Compliance_Guide.v1.1-FINAL.pdf
https://www.fincen.gov/sites/default/files/shared/BOI_Small_Compliance_Guide.v1.1-FINAL.pdf
https://fincenid.fincen.gov/landing
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Frequently Asked Questions
o How Does CTA Central Protect the 

Security of My Data?

• The PII you enter into CTA Central is 

actually stored on your personal device, 
so is not available to someone hacking 

into Cogency Global’s systems. 

o Can I send an email to the beneficial 

owner from the platform, so they can 

enter information?

• No, that would require us to store 
aggregated data. You can download a 

PDF of the filing in progress or export for 
future import to request information from 
others.

o Can another user access the information 

I enter into CTA Central ?

• Not directly! If you need another user to 

provide information, we recommend 
exporting the reports in progress and 

sending to the other user for completion.

o Why don’t I see an entity Cogency Is 

Agent for?

• To pull an entity from Entity Central the 

person using CTA Central must be linked to 
the entity as a contact or an authorized 
Entity Central User for the entity.

Return to Table of Contents
Return to Table of Contents
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Click CTA CentralTM at any 

time to return to the home 

page

Click CTA Resources button to 

access Cogency’s CTA FAQ’s, 

webinar links and more

Click Hide to hide 

the Instructions so 

that more of the grid 

is viewable

Click CTA Wizard to access Cogency’s  

Corporate Transparency Act Exemption 

Wizard which is designed to help by 

providing a preliminary assessment of 

whether one or more exemptions to the 

reporting requirements of the Corporate 

Transparency Act apply to any of your 

companies

Return to Table of Contents
Return to Table of Contents

CTA Central TM
Click Entity CentralTM to access Cogency’s  

Entity Data Management tool. 

Search can assist in finding a 

particular entity within the 

CTA - Entities grid
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The Show Exempt checkbox will 

allow you to show or hide the 

entities marked Exempt

Delete All will delete all entities in 

the grid except where the status is 

“Ready to Invoice”, “Requires 

Attention” or “Ready to Transmit” 

Export Grid offers options to 

export grid data to PDF or Excel

Return to Table of Contents
Return to Table of Contents

CTA Central TM

Use + Add Entities from Entity Central to 

populate the grid with your Entity Central entities

To add entities not found in Entity Central, click 

+ Add Filings

The Show Exempt checkbox will allow you to 

show or hide the entities marked Exempt

When the Show Exempt box is unchecked, 

the Exempt entities will not show in the 

grid.  

Delete All will delete all entities in the grid 

except where the status is “Ready to Invoice”, 

“Requires Attention” or “Ready to Transmit” 

Export Grid offers options to export grid data 

to PDF or Excel
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When + Add Filings is clicked, 

this popup will appear 

Choose what type of filing you 

would like to create

Choose to create a new entity 

or use one that exists in your 

Entities grid

When complete, click Save

To add new CTA Central Entities, type one 

or more names into the Name(s) section. Be 

sure they are each on their own line

You may also copy and paste from any word 

or spreadsheet document. Names will still 

need to be on one line each

Return to Table of Contents
Return to Table of Contents

CTA Central TM
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As you progress through CTA CentralTM, the 

status will be captured and displayed.

When all fields required to file the BOI report 

are populated, the Status will change to 

“Ready to Invoice”

Edits can still be made until the report is 

transmitted to FinCEN

For each entity, you can print out a Cogency Global Report 

PDF that will contain the data for that particular entity. This 

document is not formatted to file with FinCEN. It is for 

recordkeeping and sharing only

The trash can be used to delete that particular entity from the 

grid if it does not have a status of “Requires Attention”, “Ready 

to Invoice” or “Ready to Transmit”.  Deletions will include the 

entity and all associated information/documents.

Return to Table of Contents
Return to Table of Contents

CTA Central TM



9

Clicking the report name 

link or the Get Started 

button will begin the 

process of creating a BOI 

Report

Return to Table of Contents
Return to Table of Contents

CTA Central TM

Clicking the report name link or the 

Get Started button will begin the 

process of creating a BOI Report

CTA  - Entities

• All – Shows all entities in the CTA 

Entities list regardless of Status

• Ready to Invoice – Entities with the 

status of Ready to Invoice will be 

shown in this tab. It is from here that 

entities can be selected and invoiced. 

Entities can also be transmitted from 

this tab, if ready

• Ready to Transmit - Entities with the 

status of Ready to Transmit will be 

shown in this tab. It is from here that 

entities can be selected and transmitted 

to FinCEN. Entities can also be 

transmitted from the Ready to Invoice 

tab if done together
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There are 4 filing types of 

BOI Reports that can be 

filed

You do not have to use 

CTA Central for an Initial 

Report to create any of 

the subsequent reports

Each report section will display a red exclamation point until all required 

fields have been populated. Once the required fields are complete and 

saved, the red exclamation point will change to a green checkmark

Return to Table of Contents
Return to Table of Contents

CTA Central TM
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Reporting Company Profile

A reporting company is defined in the CTA as “a corporation, LLC or 
other similar entity that is created by the filing of a document with the 

Secretary of State or a similar office under the law of a state or Indian 

Tribe; or formed under the law of a foreign country and registered to do 

business in the US by the filing of a document with such a filing office.

If the Reporting company is an Entity Central entity imported into the 

CTA – Entities grid, information such as EIN Number, Jurisdiction of 

Formation, State of Jurisdiction, Alternate Names and Principal Place 

of Business will automatically populate when available

Return to Table of Contents
Return to Table of Contents

Select “EIN” if the reporting company has a U.S. Employer Identification 

Number (EIN). Select “SSN-ITIN” if the reporting company utilizes a U.S. 

Social Security Number (SSN) or Individual Taxpayer Identification Number 

(ITIN) as a tax identification number. Select “Foreign” if the reporting 

company has a tax identification number issued by a foreign jurisdiction and 

does not have a U.S. tax identification number.

CTA Central TM
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A beneficial owner is any individual who, directly or indirectly:

1. Exercises substantial control over a reporting company;

 OR

2. Owns or controls at least 25 percent of the ownership 

interests of a reporting company.

(See 31 CFR 1010.380, FinCEN’s Final Rule for BOI Reporting, for the definitions 

of “substantial control” and “ownership interests” and see examples of such in 

FinCEN’s Small Entity Compliance Guide)

FinCEN ID (Yes)

Does the Beneficial Owner have a FINCEN ID? If Yes, a field will appear 

to enter the number. This field is required

There are also fields to add the Beneficial Owner’s Name that is 

associated with the FinCEN ID.  These fields are not required and will not 

be transmitted to FinCEN. They are for your recordkeeping only

Beneficial Owner(s)

Return to Table of Contents
Return to Table of Contents

CTA Central TM

If the FinCEN ID belongs to an exempt company, please check this box.  

The Company Name will then be required
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FinCEN ID (No)

If the Beneficial Owner does not have a 

FINCEN ID, the required fields will appear 

indicated by the red exclamation points.

Return to Table of Contents
Return to Table of Contents

Beneficial Owner(s)

CTA Central TM
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Identifying Document Type

There are 4 types of documents that are acceptable to 

use for Beneficial Owner identification.

The unique identifying number, issuing jurisdiction and a 

copy of the document are required.

Identifying Document Image

File should be in JPG, JPEG, PDF or PNG format. 

Avoid punctuation in file names.  Attach a unique file for 

each beneficial owner and company applicant, even 

when they are the same person.

Return to Table of Contents
Return to Table of Contents

Beneficial Owner(s)

CTA Central TM
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Personally Identifiable Information (PII)

Once saved, all PII will be hidden. Click the eye icon to 

reveal the field information.

Return to Table of Contents
Return to Table of Contents

Beneficial Owner(s)

CTA Central TM
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Add Another

When a Beneficial Owner has been entered and saved, 

it will populate a list where additional Beneficial Owners 

can be added using + Add Another

After confirming all Beneficial Owners have been 

entered, the red exclamation point on the menu will 

change to a green checkmark indicating that the section 

is complete

Copy   Edit   Delete

Return to Table of Contents
Return to Table of Contents

Beneficial Owner(s)

CTA Central TM



17

You can copy a Beneficial Owner to another Entity(ties) as a 

new Beneficial Owner or Company Applicant. Note that it will 

add the Beneficial Owner/Company Applicant not replace any 

currently listed. Click in the Select Entities field and a list of all 

Entities in the grid will appear.  Use the checkbox to the left to 

choose what entities should receive the additions.

Copy All to Other Entities

The entire list of Beneficial Owners and 

their associated information can be copied 

to other entities

Return to Table of Contents
Return to Table of Contents

Beneficial Owner(s)

CTA Central TM
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Return to Table of Contents

Return to Table of Contents

A company applicant is defined in the CTA as “any individual who files an application to form a corporation, limited liability company or other similar 

entity under the laws of a state or Indian Tribe; or registers or files an application to register a corporation, limited liability company or other similar 

entity formed under the laws of a foreign country to do business in the US.

FinCEN regulations indicate that when there is more than one individual involved in the filing, there will be 2 company applicants, the direct filer 

who submits the filing, and the individual controlling or directing the filing. Date of Formation

Yes : If Date of Formation is before 1/1/2024, no Company 

Applicants are required. When Yes is chosen, the red 

exclamation point will change to the green check mark 

____________________________________

No : If Date of Formation is after 1/1/2024, it will ask if the 

Company Applicant has a FINCEN ID. If No, the fields as seen 

on the Beneficial Owner data will be needed.

After a Company Applicant is entered, the Company Applicant 

section updates to the green check mark.  Up to 2 Company 

Applicants can be entered. You will be asked to verify if only 1 

Company Applicant is entered. 

If Cogency Global filed the formation documents, you must list 

two company applicants, Cogency is the ‘direct filer’ only.

Company Applicant(s)

CTA Central TM
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After all menu items for an entity have a 

green checkmark, the status will update to 

Ready to Invoice.

Click the Ready to Invoice tab 

Return to Table of Contents
Return to Table of Contents

CTA Central TM
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Return to Table of Contents

Return to Table of Contents

Ready to Invoice

Check the boxes for the entities that wish to appear on 

the invoice. You can add as many entities as desired.

Then, click Invoice Selected

Ready to Invoice

CTA Central TM
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Follow the 3 easy steps to complete the 

invoice.  At this time, you may enter a Client 

Matter/Reference #.  This field will appear on 

the completed invoice.

Return to Table of Contents
Return to Table of Contents

Ready to Invoice

CTA Central TM
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Choose your payment method and follow the 

instructions

Once paid, you will receive an email 

confirmation.  When payment is made with a 

credit card, you will also receive a separate 

email with the transaction details

Return to Table of Contents
Return to Table of Contents

Pay and File

CTA Central TM
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Next, a Payment Information page will appear 

that will also be used to transmit entities to 

FinCEN. 

A Cogency Global Order # will be assigned.

You must certify that the information entered in the 

BOI Report is true, correct and complete prior to 

transmitting to FinCEN.

When checked the Transmit to FinCEN button will 

become active.

You may also transmit to FinCEN from the Ready to 

Transmit tab

Return to Table of Contents
Return to Table of Contents

Pay and File

CTA Central TM
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Ready to Transmit

If transmission is not done at the time of 

payment, it can be done from the Ready 

to Transmit tab

Return to Table of Contents
Return to Table of Contents

Ready to Transmit

CTA Central TM

Check the boxes for the entities you wish to transmit to 

FinCEN. You can send as many entities as desired

Then, click Transmit Selected
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Return to Table of Contents

Return to Table of Contents

FinCEN Transmission Details

CTA Central TM

After clicking Transmit, you will receive a 

confirmation that your filing has been 

transmitted to FinCEN. The status in the 

Entities grid will update when a FinCEN status 

has been given to the filing.
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When the status is “Submission Accepted”, the filing has 

been accepted by FinCEN and is complete

The FinCEN Transcript is now available

Note: These status are direct from FinCEN. CTA Central 

does not choose the wording

Return to Table of Contents
Return to Table of Contents

FinCEN Submission Details

CTA Central TM

Additional File Types can now be created 

from the completed Initial Report Using the 

“+” button.

Additional File Types: Correct prior report, 

Update prior report and Newly exempt Entity
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Transmission Successful – Submission Failed

Submission Validation Failed 

The successfully transmitted filing was given a 

“Submission Validation Failed” status from 

FinCEN. This is most likely due to field format 

correctness.

Transmission Successful - Submission Rejected

The successfully submitted filing was given a “Submission Rejected” 

status from FinCEN. With “Submission Rejected status, you will receive 

a FinCEN transcript that can be seen here.  This most likely is for all 

other failures.

Note: Cogency does not charge for submitting a corrected 

report due to a Submission Failure or Rejection. 

Return to Table of Contents
Return to Table of Contents

Submission Status

CTA Central TM

A new menu item, “Submission Errors” will appear when 

there is some type of error from FinCEN. On this page you will 

see why the filing submission failed. 

Click Continue

You will be returned to the Filing Type menu item. Correct the 

errors
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Note: Cogency does not charge for submitting 

a corrected report due to a Submission Failure 

or Rejection. 

Return to Table of Contents
Return to Table of Contents

Submission Failed

CTA Central TM

When FinCen sends back a Submission Failed 

error, you can resubmit:

• Review the error on the Submission Errors tab 

in the menu 

• Correct the errors and Save

• The Status will update to “Ready to Transmit”

• Go to the “Ready to Transmit” tab

• Transmit to FinCEN
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When FinCen sends back a Submission Rejected 

error, they consider it a completed filing. A 

Correct Report must be filed to resubmit. 

• Review the error on the Submission Errors tab 

in the menu 

• Using the blue plus button, create a “Create 

Prior Report” filing

• Correct the errors and Save

• The Status will update to “Ready to Transmit”

• Go to the “Ready to Transmit” tab

• Transmit to FinCEN

Note: Cogency does not charge for submitting a corrected 

report due to a Submission Failure or Rejection. 

Return to Table of Contents
Return to Table of Contents

Submission Rejected

CTA Central TM

FinCEN sends a transcript along with the status of 

Submission Rejected
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Requires Attention

This status is given to entities that had the status of:

Ready to Invoice OR

Ready to Transmit

But the PII data was purged by a cache clearing or the data is 

being accessed by a new device.

Click the Reset BOI report PII to reenter PII information. The 

entity status will be update to “In Progress”. 

Return to Table of Contents
Return to Table of Contents

Requires Attention Status

CTA Central TM
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Global Edit

Click Global Edit to update 

Entity, Beneficial Owner or 

Company Applicant information 

for multiple entities at one time

Return to Table of Contents
Return to Table of Contents

Global Edit

CTA Central TM
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Select which tab you would like to globally edit.

The functionality on each tab is the same, the 

fields will be different

Return to Table of Contents
Return to Table of Contents

Global Edit

CTA Central TM
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1. In the grid, on the left, check which entities you would like to update
2. Click Global Edit Selected

Return to Table of Contents
Return to Table of Contents

Global Edit

CTA Central TM
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Entity Global Edit

A screen will appear with 

the fields eligible for global 

edit

Make desired updates and 

click Save Changes. Once 

saved, the updates will be 

made

Return to Table of Contents
Return to Table of Contents

Tip:  You can use Global Edit to upload ID’s 

for the same owner to multiple reports

Global Edit

CTA Central TM
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Export/Import BOIR Data 

Export data entered in CTA Central or import BOIR 

information via Excel

Return to Table of Contents
Return to Table of Contents

Export/Import BOIR Data

CTA Central TM
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Export

There are 2 types of Export reports available:

▪ Simple Report

▪ For recordkeeping or sharing

▪ Export for Future Import

▪ For editing and importing into 

CTA Central

Suggestions are given to help choose the report that 

will suit your needs.

Return to Table of Contents
Return to Table of Contents

Export/Import BOIR Data

CTA Central TM
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Import

Up to 2000 entities can be loaded in one 

import.

The Excel must be in the correct format to 

import correctly.  Download the Template for 

Import.  There are instructions on the first 

tab of the Excel template.  The instruction 

tab does not need to be removed prior to 

import

You may also import the “Export for Future 

import Report”

Please note: You can assign a password, if 

needed.  Cogency does not have access to 

the passwords and cannot assist if  it is lost 

or forgotten

Return to Table of Contents
Return to Table of Contents

Export/Import BOIR Data

CTA Central TM
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Import

Please see Additional Import Notes that will 

assist you in successfully importing your BOIR 

data into CTA Central

Return to Table of Contents
Return to Table of Contents

Export/Import BOIR Data

CTA Central TM
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Return to Table of Contents

Return to Table of Contents

Export/Import BOIR Data

CTA Central TM
Import

Click Download Template for Import. An option will appear that will allow 

you to set a password for the document you create.   If you decide to opt for a 

password, it will be needed in order to import

Note: Cogency does not store the passwords

Then, click Download Template
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Import 

To successfully import, there must be a Reporting Company 

Name.  The Reporting Company name must be entered 

exactly the same in column A on all 3 worksheets. No other 

information is required to import

The template workbook has four worksheets.

• Instructions: Provides additional help on fields (this 

worksheet does not have to be deleted prior to import)

• Entities

• Beneficial Owners

• Company Applicants

Return to Table of Contents
Return to Table of Contents

Export/Import BOIR Data

CTA Central TM
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Return to Table of Contents

Return to Table of Contents

Export/Import BOIR Data

CTA Central TM

Some columns offer a dropdown to 

choose from to assist in populating the 

correct information.  The cell can be  

copied down as with any Excel. You do 

not need to choose an option in each cell 

in the column

If incorrect information is entered, a 

validation error will appear
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Import

After import is complete, a summary will appear

There is an error list to alert you of data that did not import due to a 

validation error.  Those fields will need to be populated on the 

associated tab

Return to Table of Contents
Return to Table of Contents

Tip:  You can use Global Edit to upload ID’s 

for the same owner to multiple reports

Export/Import BOIR Data

CTA Central TM



The Right Response

at the Right Time

Every Time

,

.®

Thank You!

For more information, Contact us:
 

CTA Team

ctateam@cogencyglobal.com
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