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2-Step Authentication

The system can be accessed on any device and anywhere where Wi-Fi is available. For security
purposes, the system can be accessed via a 2-step authentication system.

The user will be directed to the window below when log in credentials are filled in.

2-STEP
AUTHENTICATION

Receive Email

Use Authenticator

1. On pressing ‘Receive Email’, a new window will direct the user to ‘Get Code’. The user will
receive a temporary 6-digit code via email to be able to access the system.
NB — ‘RESTART 2FA’ will take the user to the previous window.

2-STEP
AUTHENTICATION

RESTART 2FA

OR

2. On pressing ‘Receive SMS’, a new window will direct the user to ‘Get Code’. The user will
receive a temporary 6-digit code via SMS to be able to access the system.
NB — ‘RESTART 2FA’ will take the user to the previous window.

OR

3. Use Authenticator — Download the preferred Authenticator for Android or Apple devices.
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2-STEP
AUTHENTICATION

MUVLIBSUTSUESIDOGINSTRMVSTHIOSS

Follow the instructions within the app to register KYCP.
Once KYCP is registered, the user can copy the number generated on the ‘Authenticator’ and
key this to the ‘Enter Code’ field before pressing ‘Login’.

2-STEP
AUTHENTICATION

Open your preferred Authenticator application and enter the code.

One-time passwords enat;lse:wmd
You can use the one \|meapp s —
G codes gene(a\eﬂ by this apf
yerify your sign-ins
e -
One-time password cod! Logm

@ 98619

RESTART 2FA
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KYCP Homepage

The following is what the KYCP users see on the homepage:

A 5 MOST RECENT NOTIFICATIONS GO TO ALL NOTIFICATIONS @

11 NEW APPLICATION © SEARCH APPLICATION
. |
Programme: | Corporate Clients BZB - 1 Search: App Uid: |

Entity: | Company .‘ Programme: | Al Programmes - show: | all applications -
ADD ADVANCED SEARCH SEARCH n

B OVERVIEW GO TO DASHBOARD
5 B 10 MOST RECENT APPLICATIONS GO TO ALL APPLICATIONS
- 04/04/2025 N/A NiA Corporate Clients B26 @ v 040 ° Open
03/04/2025 N NiA Corporate Clients B28 @ o hell o e
n 01/04/2025 N/A N/A Corporate Clients B28 @D wewss o Ope
15 13/11/2024 25/03/2025 N/A Corporate Clients B28 [ioc) R Finc ﬂ .1‘: 7

1. Notifications - these are generated automatically for the specific triggers within

2. New Application — KYCP functionality to add a new application within the selected
programme

3. Search Application —filters to enable searching of an application/entity

4. Overview —when opened, the user would be able to view the Dashboard

5. 10 Most Recent Applications — list of the 10 most recently created applications. This section
also includes the information about to whom the application is assigned to.

B 10 MOST RECENT APPLICATIONS GO TO ALL APPLICATIONS
DATE NEXT REVIEW
DATE CREATED PROGRAMME APP D RISK STATUS
SUBMITTED DATE
06/11/2024 N/A N/A Corporate Services G eron o Send For Aupwv\ o /

The digit denotes the number of users assigned to the application. When the digit is clicked on, this
expands to provide further information (as shown below)

B 1476 APPLICATIONS sortBy: [VECTETTNERM  page size:
NEXT )
DATE DATE ASSIGNED
REVIEW PROGRAMME APPID RISK STATUS
CREATED SUBMITTED 10
DATE
Corporate Clients Deputy MLAQ "
27/01/2020 N/A 26/01/2021 pente e @ v Sptylcalofj Onlvjd o o 1
828 Review
Corporate Clients Compliance "
1 27/0/2020  N/A zifosfzo0  H D caonTs slufmioa . 1 7/
eview
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1476 APPLICATIONS

NEXT
DATE DATE ASSIGNED
REVIEW PROGRAMME APP 1D RISK STATUS
CREATED SUBMITTED T0
DATE
E Corporate Clients . Deputy MLRO .
27/01/2020 N/A 26/01/2021 . D sswae? Sptylcalofj Onlvid N 1 7/
eview
TITLE TYPE
Operations Team Team

i - Corporate Clients § Compliance "
27/01/2020 N/A 27/03/2020 B aqsHTs Slufmioa 1 Vs
B28 Review

B 1476 APPLICATIONS

NEXT
DATE DATE ASSIGNED
REVIEW PROGRAMME APPID RISK STATUS
CREATED SUBMITTED TO
DATE
Corporate Clients Deputy MLRO "
27/01/2020 N/A 26/01/2021 H)HD BSWB67 Sptylcalofj Onlvjd o N oo 1
eview
Corporate Clients B Compliance "
1 27/01/2020 N/A 27/03/2020 KHC A409HTS Slufmioa o . 1
B2B Review
TITLE TYPE
—— P Graziclla Ferrante User

Notifications are generated automatically for the specific triggers within KYCP

All a

All

scoring Review

Questionnaire Completed from External
Critical Field Value Changed

Mandatory Empty

The user can access the full list of Notifications by pressing on the icon on the right-hand side of
the panel.

A 5 MOST RECENT NOTIFICATIONS GO TO ALL NOTIFICATIONS (®

Apart from opening the full list of notifications generated by the system, the user will also be able to
e.g., filter according to their requirements etc.

A 5 MOST RECENT NOTIFICATIONS GO TO ALL NOTIFICATIONS ©

Starting from left to right:

& . This gives the user the ability to bulk archive a group of notifications altogether.
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DATE ADDED APP UID TYRE

23/08/23 5:26:32 PM 1538HM Screening Check A|
23/08/23 5:23:27 PM 1538HM Sereening Check A|
17/08/23 12:56:00 PM 026TA8 COT Application S
17/08/23 12:11:03 PM ¥830UZ Screening Check A|
17/08/23 12:06:57 PM 880Uz Screening Check Al
6

After choosing the notifications and ™ is selected, the system will open a small window where the
user will be asked to verify the action.

Are you sure?

You are going to archive a total of 5 nofification(s)

K

Go To All Notifications: when the user selects this option, the system will open the following in the
same tab.

A FILTER NOTIFICATION

woe: [ an 3 wigmmie: | Amgamoes ] ote o ‘

App 1D App Risk show: | A .|

This will enable the user to filter using all or any of the following combinations:

a) Type: ‘All’ is system defaulted; however, the user is able to choose the type of notification
they want to filter with

b) App ID: - system generated application ID

c) Programme: ‘All Programmes’ is system defaulted; however, the user is able to choose the
programme they want to filter with.

A FILTER NOTIFICATION

users: | Al users Status:

App 0 | A Risk | show: | |

Team: | AllTeams Entity: | any Entity Type

RESET SEARCH n

Once the programme is chosen, the user will also be able to filter by:
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= Users —‘All Users’ is system defaulted; however, the user will be able to filter against
a selected user.

Team — ‘All Teams'’ is system defaulted; however, the user will be able to filter against
a selected team.

Entity — ‘Any Entity Type’ is system defaulted; however, the user will be able to filter
against a selected entity.

d) App Risk — user can select to filter a / multiple application risk

App Risk: % Extreme | | % High

High

Status:

. LC'.'-"
Entity:

Medium

MNone

e) Status— user can select to filter a / multiple application status/es.

Status: % Completed | | x Working On

Archived

Entity:
Completed

Open

Working On

f) Date From — write or select date from the calendar

Date From: ’ |

o ot v|zzm | ©

Su Mo Tu We Th Fr Sa

Show:

1 2 3 4 5| 6| 7
8 9 10 11 12| 13| 14
15| 16| 17|| 18] 19| 20| 21
22 23| 24| 25| 26| 27| 28

g) Date To — write or select date from the calendar

Date To: ’ I

0 ot v]mm v] ©

- Su Mo Tu We Th Fr Sa:|

15(| 16( 17| 18| 19| 20| 21
22| 23| 24| 25| 26| 27| 28
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Show — ‘All is system defaulted; however, the user can select an option presented in the dropdown.

Show: all

All

Notifications Based On My Roles

Notifications Assigned to Me

On Hold Notifications

Notifications Assigned to My Team

h) Sort by: the user can select either by ‘Most Recent’ (default) or ‘Oldest First’
i) Page Size — user can select how many notifications to show on the page, starting from 10
(default) up to 100

A 62032 NOTIFICATIONS sortoy: ragesie: [

] DATE ADDED ape UID TYPE PROGRAMME APB/ENTITY MESSAGE RISK ASSIGNED

Application Application

Application Application "S316VK

D @

Each notification has a menu, and when the user clicks on the menu icon the following options can be
used.

RISK ASSIGNED

@ View

e Waork On

6 Assign

o Q B Archive

= View - To view a notification, the user needs to press the icon. The user will be asked if they
want to open this in a new tab or remain on the same one.

?

Do you want to open in a new tab?

- [

Once the option is selected, the system will open the application and directly highlights the entity to
which the notification/s is/are linked to.

A 21 NOTIFICATIONS

7} CORPORATE SERVICES ® BR naome (’:-,] owus

T G

B APPLCATION
COMPANY

Pop Limited

L:-mm
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=  Archive — ability to archive the notification

The user will also be able to see, work on, filter, archive all the notifications linked to the specific
application.

[m] DATE ADDED P Tvee PROGRAMME APR/ENTITY MEssAC RISk ASSIGNED
u} 11/07/23 9:25:08 PM OFFU3 Mandatory Empty Corporate Services uso Field "UBO Name' is mandatory for entity of type "UBO" in TOFFU3 o e =
o —_— WMandstory Emp Company Field ‘Incarporation date’ is mandatory for entity of type “Company’ in IOFFUT’ ° e =
o FFU3 L cor o e =
(u] OFFU: ! ry Empty mpa o e =
[u} P " 1y Empty omp o (2] =
[u] oFFU: - o e =
o 0 AM ) » Emp npany (] e =
[s] w21 ' aFFu creen a porate om new Match d from ‘Refinitn ° [2] =
u} o ) sc ; pa [ ] a =
[u] 09) 10 OFFU: creen e uso Check Screening Services History for reason o e =
=0

Ban

=  Work On - Notifications can be assigned to yourself as a KYCP user, and the specific notification
can be opened in a new tab.

f?

Are you sure?

You are going to lock this notification to yourself

= “ Yes “

When the user selects ‘Work On’, the notification is highlighted in orange and the e, turns green (3
. Hovering over this green person icon will show to which KYCP user or team the notification is being
worked on.

A 21 NOTIFICATIONS GO TO ALL NOTIFICATIONS ©

APPUID TYPE PROGRAMME APP/ENTITY MESSAGE RISK ASSIGNED

Do you want to open in a new tab?

o

oFFUz Mandatory Empty Corporate services uso Field ‘UBO Name' is mandatory for entity of type ‘UBO' In “IDFFUT .
o 12/05/23 35455 7M. arFua Mandatary Empty Corporate Services Comgny Field “Incorporation date s mandatory for entty of ype ‘Company”in 10FFU3 (]

Menu options for the highlighted notification:

RISK ASSIGNED
i o W,
o @ View B
o Complete =
B Release
o B Assign =

= View — ability to view the notification
USERMANUAL/KYCP/v1.211.4/gf/25 Page 11|61
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= Complete — when the user/team have completed the work needed on the notification, the
user/team can select this option. The system will prompt the user/team to answer the
guestion presented in the image. The system will also prompt the user to leave a comment.

This action is saved in the audit trail (Notes).

Please enter a comment

Are you sure? |

You are going to set this notification to done

R
Yes.

= Release — when selecting this option, the system allows users to remove notifications from
being locked to them, the system will prompt the user to leave a comment. This action is saved
in the audit trail (Notes). At this point, the notification can be re-assigned to another
user/team.

Please enter a comment

Are you sure? |

You are going to release this notification

~ T

Should notifications apply to the same entity featuring in more than one application, they will be
grouped as one.

On selecting the =% jcon, the user will be prompted to a window identifying where the notifications
are featuring. Notifications can then be worked on as explained above.

A% NOTIFICATION FOR AN ENTITY IN MULTIP lose

Screening Check Alert

Entity was NOT started in "Acuris’. Check Screening Services History for errors.

| Date Added Application

O 12/04/23 7:31:34 PM RTER32 =
O 12/04/23 7:31:35 PM TLFB3K =
=6

1 r

For each notification, the user would have the same options as when working on single notifications.
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= NOTIFICATION FOR AN ENTITY IN MULTIPLE LOCATIONS Close

Screening Check Alert

Entity was NOT started in "Acuris’. Check Screening Services History for errors.

| Date Added Application
(] 12/04/23 7:31:34 PM RTER32

© \View
(] 12/04/23 7:31:35 PM TLFB3K Work On
— & Assign
=0

& Archive

New Application

Each individual client/Root Entity (e.g. Company / Belgian Registered Diamond Company / Trader /
Individual) needs to have its own application.

To open a new application, the user must select the relevant programme (if more than one is
available), select the Entity type (according to client) and press Add.

11 NEW APPLICATION

Programme: AWDC KYCP v |
Entity: Belgian Registered Diamond Company a
Belgian Registered Diamond Company -
Company

Individual

B OVERVIEW

Trader

Subsequently, users will be directed to the following screen which will be the “client file”:

ﬂ%;! CORPORATE SERVICES

o= o |EBER . R B . @

5 = ORI
oY
o Test

[l  noTEs TIMELNE Q

Moin Contact Porson: ) E—
° ololnlily E=EE e Ly ElizEE=
=
8% Comelata.

COT Status: NJA

- Add Root entity

- Delete Application
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- Email — this generates an email with link/s to fill application fields/upload document/s etc to
one or more entities at one go.

When an entity (e.g. Company) is selected, it will be highlighted in white. Next to each entity, users
will find 3 parallel lines.

. - Status Override - Allows the user to change the application to any status regardless of the
current set-up in the Status module.

When clicking on '2' a pop-up window comes up with a dropdown list of the statuses configured
within the programme.

= STATUS CHANGE

Application Statuses:

‘ Opened (COT) - ‘

»
»

\ S m

Once the user chooses the status they want to move the application to, they need to leave a comment
in the text box and select ‘Set Status’

= I

Clicking the parallel lines (per entity) opens a mini menu.

- = G

[+ @ £ ch [ o0 L Q a

Starting from left to right:

- Add entity/ key principle under the root entity

- Delete selected entity

&

- Deactivate entity — to be used when the entity e.g., shareholder is no longer an active entity.
In this case, the entity’s information is retained but the entity per se will be ‘greyed’ out.

C|
__ - Edit Fields used to edit all the fields in the ‘second column’ of the screen pertaining to each

entity.
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- Email — this generates an email with link/s to fill application fields/upload document/s etc to
the selected entity directly within the system. (NB — for this feature to function the email address and
mobile number are required)

b
B Organigram — KYCP’s dynamic function to generate in real time the corporate structure within
the application

- CSR Search - this allows the user to search/ view/ import information from third party
company houses which would have been integrated with KYCP (CSR -> Corporate Source Register)

- when this icon is selected, the system will search for the highlighted entity — if linked - across
all the applications. The user can access the applications where the linked entity is featured by clicking
on the ‘pencil’ icon. The system will open the selected application in a new tab and will also highlight
the entity.

The user can also download a CSV file to capture the generated report by selecting the ‘print’ button.
The file can then be saved in the user’s preferred folder.

Q ENTITY THROUGH APPLICATIONS - ENTITY ID 572

List of occurences of entity John Smith throughout applications

PROGRAMME APPLICATION ID APPLICATION ENTITY ID ENTITY TYPE

Corporate Services K612H 614 Company

Corporate Services S3UXNE 1311 uBo

Corporate Services JQvBFs 1673 UBO

Corporate Services OSRLAS 1689 Director Natural Person

Corporate Services JAQ86Z 1694 UBO

SN ER

Corporate Services X48Y2M 13600 UBO

CLOSE

Search Application

Applications can be searched e.g. Name & Surname for Natural Person or Name for Legal Person, or
by the Application ID (App Uid) or bring up matches in any field of type String or Free Text

© SEARCH APPLICATION

Search: ‘ ‘ App Uid: ‘ ‘

Show:

Programme: ‘ All Programmes v

ADVANCED SEARCH SEARCH n

Users have the option to search with the exact criteria e.g. Name / Surname or opt for any of the
Wildcards.
USERMANUAL/KYCP/v1.211.4/gf/25 Page 15|61
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The “wildcard” is an advanced search technique that can be used to maximize the
user’s search results within the system. Wildcards are used in search terms to represent one or more
other characters. The most commonly used wildcard is an asterisk (*), which may be used to specify
any number of characters.

Advanced Search

© FILTER APPLICATION

Programme: Any Programmes - App ID: Toxt:

KYCP allows further granular filtering through the Advanced Search. NB: The below will remain
‘greyed out’ until a specific programme is selected in the ‘Programme’ field

a) Status
b) Entity
c) Users
d) Team

© FILTER APPLICATION

Programme: Corporate Services - AppD: Text:
Advanced search allows filtering through the following settings:

Programme — Programme Name
App ID — application ID
Text — data filled in fields of data type String or Free Text e.g. Name & Surname
App Risk: Application Risk. One of the following options can be selected:
None
Low
Medium
High
Extreme
5. Show —filtering can be done by selecting one of the following options:
All Applications
Applications Based On My Roles
My Applications Only
On Hold Applications
6. Entity e.g. Company, Director etc
Users e.g John Smith (KYCP user)
8. Teams

el

~
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Overview/Dashboard

This can be viewed as part of the home page

B OVERVIEW

If the E€) icon is pressed, this will display two of the charts generated by the system

B OVERVIEW

Total risk across KYC programmes

Total appli across KYC pi
3,448 applications across 11 programmes 3,448 applications across 11 programmes
= None (154 4.5% =
Automated Testing (114): 3.3 % = =
High 4s)1.3%
Corporate Services

- Michael
Analysis Patform (59): 1.7 %

MD - Replicated 03/09/2021 (125 0.3%
TBank (8:02%

Low (861):19.2%

4

Medium (79): 2.3 % n

~ Extreme (2,509): 72.8%

Corporate Services (3,247); 94.2 %

B 10 MOST RECENT APPLICATIONS

OR - open MENU — found on the top right corner of the Home Page and select the Dashboard tab.

g

DASHBOARD
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Total risk across programmes.

This Leferi to the d ‘ This refers to the
num. er.o opene ' risk the
applications across -
applications are
the system X
featuring
[ﬁﬁ [

Newdy reated appcations by menth. This chart refers to

when the applications
were opened. The user
has the option to

. narrow down the time
— . m __

period

Total reviews by month.

This chart gives the user

an overview of when the
I applications are coming
up for review

This chart refers to the
entities which were
created within the
applications

{“...N -

Through the dashboard, the user can also select to view applications which are of status type ‘Open’
(default), ‘On Hold’ or ‘Closed’. These can be used in combination, or single select or selected all

The following images are examples for comparison —

Total risk across KYC programmes Total risk across KVC programmes Total risk across KYC programmes

Total risk across KYC programmes
3,472 applications across 11 programmes

None (160): 46% -

High (46): 1.3% —

Low (672):19.4% ~_

Medium (82): 2.4 %

Extreme (2,512): 72.4%

Individual charts have other filtering

i) Total applications across KYC / CM programmes — ‘View by Status’ & ‘View by Role’
ii) Total risk across KYC / CM programmes — ‘View by Programme’
iii) Total entities across KYC / CM programmes — ‘View by Programme’
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Status Flow

Statuses are set to identify at which stage the application is, from its creation ‘Open’ till the application
is closed -> Rejected/ Terminated.

Qkree | o A g o

krcpstatus @) corstarus (@) COTEXPOSED  ON HOLD prOGRAMME: AWDC KYCP

CLOSED READ ONLY

~

.......................

Rejected Terminated

NB - statuses ‘Rejected’ and ‘Terminated’ - When either of these statuses is selected, the application
will be closed forever on KYCP and cannot be reverted to another status. Although fields can be
populated / amended and documents uploaded etc, the rest of the functionalities of the application
will be “frozen’ to the time when the application was set as closed.

Whenever a status is selected, the user needs to leave a comment.

@ ACTION: ADDITIONAL INFO REQUIRED

Comments:

SAVE CLOSE

USERMANUAL/KYCP/v1.211.4/gf/25 Page 19|61



QKYCP

lifetime due diligence Fout! Gebruik het tabblad Start om Heading 1
toe te passen op de tekst die u hier wilt weergeven.

Add Entity

AUTHORISED PERSON

This icon enables users to add entities that lie behind the Root entity (e.g. Company / Belgian
Registered Diamond Company / Trader / Individual) i.e. the client and that makes up the structure
behind the client, (e.g. behind the customer entity Company, users may want to add the persons that
lie behind the company such as UBO, Director, etc...). The same feature allows users to add child/ren
entities to those entities where child/ren entities are allowed. Users will be prompted to choose
whether the entity they are adding is a “New Entity” or “Existing Entity” or “Clone an Existing Entity”.

? ADD ENTITY

‘ UBO - Ultimate Beneficial Owner A

v Using a New Entity Using an Existing Entity Clone an Existing Entity

ADD ENTITY CANCEL

On selecting “Using an Existing Entity”, users will be prompted to choose from one of the matching
existing entities following which the details of the existing entity will be automatically uploaded in the
new entity being created.

I:E:l ADD ENTITY

‘ UBO - Ultimate Beneficial Owner v

Using a New Entity & Using an Existing Entity Clone an Existing Entity

SEARCH FOR AN EXISTING ENTITY

¥ Exact Match Wildcard After Wildcard Before Wildcard Both

CANCEL

Entities under the root entity can be added according to the ownership of the ‘client’. A simple tree
structure — Company (client), Director Natural Person, UBO — Ultimate Beneficial Owner - would look
like the following example.
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SCREENING SERVICES 5] FACETOFACE G=) Ovecxust ALL DOCUMENTS
Rasus . =S ackowew 0 | [55

o |

s
El AWDC KYCP

UPLOAD DOCUMENT

# COMPANY
2 DIRECTOR NATURAL PERSON

2 UBO - ULTIMATE BENEFICIAL OWNER

In the case of existing Legal Persons KYCP, these can be added with all the involved ‘children’ e.g. /
Shareholder Natural Person, UBO — Ultimate Beneficial Owner etc.

The icon displayed next to the entity type is as follows:

- Edicon displayed for when the entity category is Legal Entity
- M icon displayed for when the entity category is Natural Person

The process is as follows:

1. Add entity, choose the desired Entity, and select Using an Existing Entity

? ADD ENTITY

‘ Beneficiary Natural Person v
Using a New Entity & Using an Existing Entity Clone an Existing Entity
SEARCH FOR AN EXISTING ENTITY
¥ Exact Match Wildcard After Wildcard Before Wildcard Both

CANCEL

Press Search for the existing entity
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? ADD ENTITY

Beneficiary Natural Person v

Using a New Enfity  Using an Existing Entity Clone an Existing Entity

SEARCH FOR AN EXISTING ENTITY

+ Exact Match Wildcard After j T

John Smith ( l

Wildcard Both

? ADD ENTITY

| Beneficiary Natural Person v ‘

Using a New Entity & Usingan Ex\sy, ntity Clone an Existing Entity

SEARCH FOR AN EXISTING ENTITY
¥ Exact Match Wildcard Afty Wildcard Before Wildcard Both

24 matches

GENName : Test123 Company Use this entity
GENdat :

ateincorp If you would like to add the entity Sea rch
ST e £ LT together with all the related
GENtin:

entities click on the structure icon

Enity Caegory : None i Results

COMPANY in application 81ZPI2 in programme CORPORATE SERVICES
COMPANY in application GVREU7 in programme CORPORATE SERVICES
E: ADMINISTRATOR CORPORATE in application 9X56PE in programme CORPORATE SERVICES

GENName : ATD Use this entity
GENdateincorp : 01/03/2010 . — A _

Details

DOR - LEGAL PERSON in application 6S6PMC in program

3. When the results come up for legal persons, take note of the Toggle Structure icon (circled in the
above image)

4. Press the Toggle Structure and add the suggested structure (before adding the user will be given

the option to change the designation of the entity e.g., from UBO to Shareholder Natural Person
should this be required)
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[=— . - LEGAL PERSON in application 6S6PMC in program

Add structure

Vendor - Legal Person 16184 (this entity)

Shareholder Natural Person

Shareholder Natural Person

At this point, all the tree structure under the existing entity will be automatically added.

NB: If an entity e.g., another Shareholder Natural Person is added to the structure - this is NOT
automatically added in structures of the other applications.

Clone an Existing Entity:

Similar to “Use from Existing”, this lets a user search for existing entities, but in this scenario, instead,
the resultant entity will only be a clone of the original, it will not be linked/synchronized with the

original.
B oo enmy
+

T
| enefctary Natural Person - ‘

The clone would be created with all the same information as the original excluding the “Name” &
“Surname” in order to avoid duplicating entities, the user would need to fill up this information.

NB: This feature allows ONLY the fields to be cloned.
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Manual Risk Override

The user will be able to change the overall risk of the selected application. This feature is found at
application level under the score dial presented in the 3™ column of your screen.

P 3 SCREENING SERVICES FACETOFACE .
g AwoCKkvee @) == 0 bowtlganil 7 L;' stomed

7o) omoust =1 AuococumenTs
S Pendingrenz O | F7) dicktoopen o

somucamonioxuae | sunsonen | osmeopeneniosenoas | exsevew ot [

L company Main Cantact person: [
& DIRECTOR NATURAL PERSON

=2 UBO - ULTIMATE BENEFICIAL OWNER

o

UPLOAD DOCUMENT

The user will be able to lower/increase the application risk. Once this feature is used, a notification
will be fired indicating this change.

AWDC KYCP

APPLICATION ID: XWAVYE

== APPLICATION

STATUS: OPEN DATE OPENED: 01 APR 2025 NEXT REVIEW DATE: N/A

o

# COMPANY Main Contact Person: D

& DIRECTOR NATURAL PERSON

A UBO - ULTIMATE BENEFICIAL OWNER

This application is assigned to: _

‘ Assign a Team ‘
Manual Risk Override

‘ Assign a User ‘ ‘ RiskBand v ‘

SAVE CLEAR SAVE || CLEAR

Application score before Manual Risk Override

The system will prompt the user to leave a comment when manual override is being done at
application and/or at entity level.

Please provide a comment for
the manual risk override

=N =

Once the user presses ‘Submit’ the system will alert the user that the change was successful.
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Saved Successfully

Manual risk override was successfully changed to
"Medium’

Manual Override changes and comments left by the user are recorded in the audit trail [Notes].

02/12/22 4:06:08 PM - Graziella Ferrante -

Manual risk override was set from ‘None’ to ‘Medium’, with comment: "This is a test’

AWDC KYCP

DATE OPENED: 01 APR 2023 NEXT REVIEW DATE: N/A

APPLICATION 1D: XWAVYE STATUS: OPEN

=B APPLICATION

o

# COMPANY Main Contact Person: (]

A DIRECTOR NATURAL PERSON

& UBO - ULTIMATE BENEFICIAL OWNER

This application is assigned to: _

‘ Assign a Team
Manual Risk Override

‘ Assign a User ‘ ‘ Medium - ‘

SAVE CLEAR SAVE || CLEAR

Application Risk after an override with Medium risk was done

The system will fire notifications should the original risk become lower/higher.
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Deactivate Entity

=3 DIRECTOR NATURAL PERSON

BBﬁEIIEn%-&

When an entity is no longer an active member of the structure, KYCP user can deactivate it. All KYCP
functionality will be disabled however all information, risk, documents etc will be available to view. A
deactivated entity can be activated again.

B APPLICATION

ﬁ COMPANY

k DIRECTDH MATURAL PERSON

a - ULTIMATE BENEFICIAL OWNER

Edit Fields

(
I_ﬁ =8 COMPANY COMPANY DETAILS

NAME OF COMPANY *

Users need to select one of the icons shown in the images above, to be able to populate (& eventually
amend when the need arises) the answers to the application fields.

Further functions within Edit fields

ﬂn

APPLICATION ID:

SAVE & CLOSE

ﬂ Save — ability to save the fields without closing the window

u Print — ability to print the fields
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Toggle Function - Print

External Fields only n

APPLICATION ID: XWAVYE

COMPANY DETAILS

NAME OF COMPANY *

When printing the fields of a specific entity within KYCP, you can now toggle whether or not you want
to exclude fields marked as Internal, or all fields regardless of Internal setting.

=2
. Open — Functionality which opens the entity fields in a new window. NB Entity fields will not be
updated automatically when the editor is opened in a new window.

' Close — ability to close the editor without saving

SAVE & CLOSE
Save & Close

Available data types in Edit

String — alphanumeric characters in a small box. This data type is also used for mobile numbers &
telephone numbers.

Postcode

Free Text — alphanumeric characters in a big box

Compliance Remarks/Outcome*
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Date — Dates (format — DD/MM/YYYY) or chosen from the calendar provided

[ 18/03/2022|

© Mar 22 - ©

1 2 & 4 5
Lookup — data in a drop-down list format ST 8| @) 10 M 12
13( 14| 15 16| 17, 18| 19
20 21| 22 23| 24 26 26
27| 28| 29 30( 31

Su Mo Tu We Th Fr Sa |

Is this entity the UBO - Ultimate Beneficial Owner?*

None Selected

None selected
Yes

Mo

|
ADD NEW.. Add New - this can be found to any data type which allows multiple answers

Complex types - are groups of fields which can repeat themselves together e.g. ID Type, ID Number,

ID Expiry Date fields being grouped within a complex type since more than one ID document can be
presented.

Compliance Details

Complex instance not yet saved

Compliance Remarks/Outcome®

Name & Surname of the Compliance Officer

Date
DD/MM/YYYY

ADD NEW...

Once populated and saved, the system will show the number of instances the complex was used, and
it will also show the instance IDs for each.
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Compliance Details
Instance id: 3

Name & Surname of the Compliance Officer

| John Test

Compliance Remarks/Outcome®

test compliance remarks

Date

DD/MASYYYY
08/04/2025 |
Complex instance not yet saved ®
+ e mpliance Officer

Title - a divider/header used for formatting purposes to indicate the title of a section for example.
No data can be inputted here. These can be expanded/collapsed, however by default the ‘Title’ is
expanded, leaving the KYCP user to collapse where necessary.

— Delivery Channel

Have you met with a representative of the client?

| None Selected x v

Image showing all the fields under the title (expanded)

+ Company Details

+ Registered Office Address

Telephone number

+ Contact Person

+ Board of Directors

Image showing some ‘collapsed' titles and another 'expanded’

Statement - a statement used for informational purposes to guide the user or give more details
where required. No data can be inputted here.

For each director on the board, please add the 'Director Natural/Legal Person' within the structure of the "Company’
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Organigram

B APPLICATION

COMPANY
Y AEBC Ltd

When selecting this icon, KYCP user will be taken to another window showing the relationship
between entities.

DIRECTOR NATURAL PERSON UBO - ULTIMATE BENEFICIAL OWNER

.
?

- flips the organigram vertically

- adds/removes all colour

appLICATION 1D: XWAVYE

Name ol Company: ABC Lt
VAT eumiber o afficial comgany reglstration nuesbor in your count...
Country: Bolgiun

Bate of Incurporation: 05/04/2010

COMPANY

Fiest Name: fobn First Mame: Wary
Samames Smith Surnames Smith

DIRECTOR NATURAL PERSON UBO - ULTIMATE BENEFICIAL OWNER

- Shows where the same entity exists across different applications/programmes in KYCP.
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APPLICATION 1D: SILKSW

NB: The link will be done across ALL programmes even though the user might NOT have full access
to all programmes. However, the system will alert the user that access is denied if the user attempts
to view the application from other programmes that they do not have access to.

KYCP

lifetime due diligence

You are not authorized to access this page!

j - Expands/collapses organigram

|- Restore. This restores the organigram to its original state.

You do not have the right “Can Edit Applications or
Can View Applications* in programme ‘Conflg Test
Prog” which is required to use this feature

- Print. This requires the name of the signatory, which will be added to the printout

& PRINT ENTITY MAP

SIgnatory: | 1onn Smith

Designation:

Direu:tc:rl
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PDF Preview

registration mumber in your countr.

Format{FiL <]

Hasder.
Footerjotn Sri<b|
Margin:| 50.40.100.40

UBO - ULTIMATE BENEFICIAL OWNER

- Download

Corporate Source Register (Orbis)

Q= = » BEnE . |

STATUS: OPEN

OR

CSR Search - this allows the user to search/ view/ import information from third party company houses
which would have been integrated with KYCP (CSR -> Corporate Source Register)

Once selected, the system will open the CSR Search window:

© CORPORATE SOURCE REGISTER APP |D: 4HSFGH | ENTITY: Company

Thied Party: | ortis - ame: | Country: | Nane selected

Entity Type: | Company . | National d: |

Third Party — indicates which 3™ party is integrated with KYCP

Entity Type — Company or Individual can be selected

Name - Enter the name of the company/individual

National ID — (optional) insert the National ID if the Entity is an Individual

Country — (optional) select the country from the list provided
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© CORPORATE SOURCE REGISTER APP ID: 4HSFGH | ENTITY: Company

Third party. | orbis . Name: | Aqubix country: | wmaita

cntty Type: | company . pe—

SEARCH n
B RESULTS RETURNED: 2 - ORBIS vagesice: [T
scone aovRess sosT cone ™ N NToMLD e RGN oLrom oD oW DETALS
v
Uit ity

. acuBs e N i (3% 0109800 nfogsaubiccom € 44352 Nawr rcassa: ®

private exempt

sample of results rendered from CSR

On selecting SHOW DETAILS — the system will open another window

DETAILED VIEW

MPORT  PROCEEDTOSTRUCTURE  Cuose
Untick all | Select all KYCP: B Orbis: B
Main Details
tan AqUBIX LMITED | o
o Name: [ \ACHAELS ARMHOUSE TR LARZNU, MAGHTAS |
toatty: [ | ortis
A | B o
Documents
Include the company document with the import O  omis

NB - first select 'Import' and then select 'Proceed to Structure'
NB: Before selecting ‘Import’ scroll down the window and select 'Documents’ and ‘Monitoring’
The details under the title Main Details depend on the fields mapped between KYCP and the 3™ party.
Any documents available on the 3™ party system will show under the title Documents.

The selected fields/documents can be imported to KYCP by selecting Import.

Proceed to Structure will take the user to the next window

DETAILED VIEW IMPORT STRUCTURE CLOSE

Related Parties

B} Refers to a change in the position of an entity in the st ure.

I8 Refers to a change In the entity type (e.g. changing from a shareholder to a director).

27 total related parties found (22 ownership and 5 related contacts)

Company <

A AQUBIX LIMITED

Shareholder Legal Persan -
# INK LIMITED

| UBO - Uttimate Beneficial Owner
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Are you sure?

You are abou 1o mpor his sructure with detalls in your Structure Import
application
Add identified Entities Succeeded

- [

The whole structure of the Legal Person will be displayed in this window. The user can select part
of/the whole structure and on clicking Import Structure, these will be added to the treeview in KYCP

| 2 ' B2B - CORPORATE

APPLICATION ID: SHESIU | STATUS: OPEN

("3 APPLICATION

| . company Manual Risk Override:
AQUEIX LIMITED
COMPANY ‘ Risk Band

INK LIMITED
SHAREHOLDER SAVE CLEAR

~ MR IVAN BONELLO

DATE OPENED: 09 MAR 2022 | NEXT REVIEW DA

SHAREHOLDER

¢ MRS KRISTOFF ZAMMIT CIANTAR

Main Contact Person: (]

Screening

To view results, users must select the relevant entity and select the Screening Services button. Results
will be shown in the 4" column as per picture below:

A 1 NOTIFICATIONS GO TO ALL NOTIFICATIONS @

SCREENING SERVICES O-FACE « =) CHECKLIST ALL DOCUMENTS
CORPORATE SERVICES Match Records 4l 0 Z‘R Pending ltems | 2 ‘ % click to open Y =5 dicktoopen | 1

APPLICATION ID: HGQ2QO

STATUS: PARTIALLY APPROVED DATE OPENED: 15 JUL 21 | NEXT REVIEW DATE: N/A B2 exporT
L Screening Services i A ©

‘ EOIT ‘
COMPANY DETAILS

This instance Global

SCREENING

MA KYC
NAME OF COMPANY *

Monitoring (Started| @ pefauit O on O off @
AR onitoring (Started) efaul n O of )
S Automated Search (N/A) ® pefaut O on O off nn @

TYPE OF COMPANY * 0

LINKED

DOCUMENTS Hover over an icon for info.
IF 'OTHER', PLEASE SPECIFY BPLOAD SCREENING & RESULTS SUMMARY
F2F INTERVIEWS Last Action Open Match No Match
OFFICIAL REGISTRATION AS A DIAMOND COMPANY MA KYC
Legal Entity with Reference '161-149
0 y 1 o o
NOTES Started: 08/05/25 4:20:08 PM (yesterday)

To view the specific detailed results, users must click on the ‘eye’ icon that appears on the right-hand
side of the screen (also seen below)
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Screening Services
Conduct a

new search is instance Globa

SCREENING

View results
Printing the Screening Report

1. Select the entity from the tree structure (column 1)

B APPLICATION
BELGIAN REGISTERED DIAMOND COMPAN

BIONET SEGURIDAD SL

2. Select Screening Services from the top task bar (click to view)

' A 1 NOTIFICATIONS GO TO ALL NOTIFICATIONS @

(G2 cuecwust ALLDOCUMENTS 0 wores
{:L“ === O | i 0 =} dicktoopen

APPLICATION 1D: ZIO4Y) STATUS: OPEN | DATE OPENED: 08 MAY 2025

| B APPLICATION (] Screening Services Z O\ (o]
Lﬁ BELGIAN REGISTERED DIAMOND COMPAN'
| BIONET SEGURIDAD SL | EDIT | o SCREENING This instance Global

COMPANY DETAILS

MA KYC

NAME OF COMPANY * M . 5 d @ pefauk O on O Off ON ON
BIONET SEGURIDAD SL - onitoring (Started) ault n o
( OFF L

Automated Search (N/A) ® pefaut O on O off

3. Note that the fourth column is shows the screening history of the selected entity

SCREEN This instanca Global

®oumn Oon Oon (NN ©
Search (N/A] ® oetaur O on O of -- (]

on for infa.
SCREENING & RESULTS SUMMARY

LastAction  Open  Match Mo Match
MAKYC

Legal Entity with

Started: 08/

ISTORY

LOBDSILLO ESTRECH

4. Press View Match Records icon (circled in red in the image below)
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The user will be directed to a new window where discounting / verifying of matches for the selected

entity can be made.

Generate

report icon

External ID

223247805 Ltd.

MA KYC

Countries

Comment:

10pen

Categories | Status

O Open

|

Regulatory Enforcement [:H]

Categories (1)

KYCP user, after going through the results, must select 'No Match' or 'Match' to discount or verify respectively

Screening module has also the ability to generate and print a report.

Generate Report
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Report Generator

Please wait while the report is being generated.

Generate Report

Progress 10% A Report has been generated for the listed 1 Results.

0

| Screening Services for "BIONET SEGURIDAD SL°

SCREENING & RESULTS SUMMARY

Screening Service Account Started Searched Worklist {while menitored)

MAKYC 08/05/25 4:30:08 PM Mever Worklist not provided

REPORTS

161_1_Open_638823686381512271.pof

The generated

_ report will be
- B accessible within
‘ - - the history.

HISTORY

SCREENING & RESULTS SUMMARY

MA KYC

REPORTS

09/05/258:23:58AM  161_1_Open_638823686381512271.pdf

HISTORY

screenshot from Application

P FICIUTES

> Recordings

File name:

Save as type: Adobe Acrobat Document

The document can be downloaded and saved to the user's preferred folder. Once downloaded, the user would be able to
review the report and print a hard copy.

NB — If the KYCP user selects ‘Match’ the following fields for the entity will be automatically
populated.
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Screening Service

Blacklist

None Selected

Money Laundering @

Documents

Documents are a crucial part of any KYC process and due diligence process. Whether you are
onboarding an individual or a corporate relationship, documents come in various forms and manners
also based on various requirements that evolve over time.

The document management module in KYCP allows you to centralise all documentation on any entity
within KYCP itself against an entity. This module however offers many other benefits when it comes
to automation of due diligence processes. Here are some of the most important aspects to know
about.

Documents can be uploaded to the system by selecting either of the following 3 options:
Option 1: Pressing on ‘All Documents’ found on the grey ribbon

Option 2: Pressing on ‘Linked Documents’/ ‘Upload’ under the Score Dial

Option 3: Pressing on the upload button 1 next to the document type of the selected entity

i NOTES
=0 click to open

A SCREENING SERVICES FACE-TO-FACE ~ =) CHECKLIST ALL DOCUMENTS
Sy CORPORATE SERVICES Match Records 0 ‘ T‘ cicktoview [ A 2 ‘ E 0

~ % Pending items click to open

APPLICATION ID: HGO2Q0 STATUS: PARTIALLY APPROVED DATE OPENED: 15 JUL 21 | NEXT REVIEW DATE: N/A [0V B2 exeorr |
B APPLICATION & .
o [

John Smith
UBO - ULTIMATE BENEFICIAL OWNER £ MPANT *

Mary Smith

First select ALL DOCUMENTS for upload functionality
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]

o

FACE-TO-FACE ¥ =) CHECKUST ALL DOCUMENTS ‘;‘] NOTES
cktoview 0| S peningtems @ dickto open o =) diktoopen 2
EXPORT
D UPLOAD DOCUMENT show: | Documentsfortl v

LINKED DOCUMENTS

Specific Entity/Application within this Application
UPLOAD Entity within this Application O ill Expire Soon

Entity throughout Applications O Expired

DOCUMENTS =1 @

1 Certificate of Incorporation or equivalent (0) D ﬁ] A e
1 Interpet Search and/or any public search results D ﬁ A

Wi
1 Orbis Report (0) D El

The full list of documents linked to each entity can be found by clicking on ‘CHECKLIST’

Which will open a new window:

Other icons found next to the Document type:

0 - refers to further information/help text in relation to the selected document

®
8

- open padlock — this type of document is accessible to the client (when using COT)

- closed padlock — this type of document is for internal use only
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A - warning sign — this type of document is mandatory (i.e., must be uploaded)

Four options are available in the field ‘Document For’:

- This application: the document uploaded will only be displayed within this specific
application. [colour code — white]
In the following image, the user uploaded a document using the option ‘This application’. The
top ribbon shows the number of documents uploaded. This document is not linked to any
entity within this application (as highlighted in the second box)

) . . . G SERVICES o-FaC 7= cHeckusT =1 ALLDOCUMENTS st nNOTES
APPLICATION ID: K827PD ‘ STATUS: OPEN DATE OPENED: 27 SEP 2022 NEXT REVIEW DATE: 17 AUG 2023 - @ EXPORT

| © SHECES
| B APPLICATION W CHECKLIST

= EDIT Onboarding Review
COMPANY NAME *
O rest
- .
INCORPORATION DATE * - o TEST COMPANY
o
Manual Risk
COMPANY NUMBER * Override o =
RiskBand v ] D
BUSINESS ACTIVITY SAVE
LEAF QUESTIONNAIRES ((5’ T_-E @
NAME OF CLIENT CATEGORIES
— Corporate Questionnaire (0) O &6 e
NATIONALITY OF CLIENT 0
LNKED
DOCUMENTS
DOCUMENTS
UPLOKD
HIGH NFT WORTH INDIVIDLUIALS

A 1 NOTIFICATIONS

T, SCREINING SERVICES. 3 FACETOSACE | =) owowsr AL DOCUMENTS i noTs
] componate seavices (1) vy o |BRETE o [BRRENIL B [ P i 18 ‘L?, Gamen P

4 I T—

o
B APPUCATION 2
i T i T
- - G & |
=7 ADMINSTRATOR CORPORATE MPANY NAME * EXPORT DOCUMENTS ort: I

=

@ v S o B Queso B o

- This specific entity within this application: the document uploaded will only be displayed in
this specific entity, within this application. So, if for example you are uploading a document
for the UBO, John Smith, in application A, if John also acts as the Director in the same
application or he appears in any other applications, this document will not be displayed in
these other instances, as it will only be available in the UBO entity for John, in Application A.
[colour code — white]
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Bank reference

Bank Reference

Uploaded: 18 JUL 2023 Expiry: N/A
‘ il
@vew  peor g ooree () uowermen 5 open

Specific Entity/Application within this Application

- This entity within this application: the document uploaded will be displayed every time this
entity appears within this application. So, for example, if you are uploading a document for
the UBO, John Smith in application A, and John also appears as the Director in this application,
then this document will be displayed with both the UBO and Director entity for John in
Application A; however, if John Smith appears in Applications B and C, this document will not
be displayed in these two applications. [colour code —amber]

Bank reference

Bank Reference

Uploaded: 18 JUL 2023 Expiry: N/A

@ vew /‘ EDIT 'i' DELETE O UNVERIFED  [[<» OPEN

Entity within this Application

- This entity throughout applications: the document uploaded will be displayed wherever this
entity exists. So, if John Smith appears as the UBO and Director in Application A, and as a
Shareholder in Applications B and C, the document will be displayed in all these entities for
John, in these three applications. [colour code — blue]

Bank reference

Bank Reference

Uploaded: 18 JUL 2023 Expiry: N/A

@ vew /‘ EDIT 'i DELETE O UNVERIFIED [ =% OPEN

Entity throughout Applications

=) OPEN
= oren or G or [5» oren

USERMANUAL/KYCP/v1.211.4/gf/25 Page 41161



QKYCP

lifetime due diligence

Fout! Gebruik het tabblad Start om Heading 1
toe te passen op de tekst die u hier wilt weergeven.

In the Document tab, the system shows a list of all documents available. If View is clicked © ", the
system will replace this list with the document selected allowing the document to be opened in a new
tab. ‘Open’ allows the user to open any document in a new tab without losing the position in the list.

Automated Expiry notifications

When a document is uploaded in KYCP, an expiry date of the document can be inserted. A notification

will be fired a number of days before the expiry so that a KYCP user/team can start working on
collecting the new version of the document.

f UPLOAD DOCUMENT
—

Document Details:

Description®

Doc Type:

| Select... v ‘

Document for

| This specific entity within this application A ‘

Application Entity

| COMPANY -

Expiry Date: Physical Copy:

0 [Nov ~[205 ~| ©
Su Mo Tu We Th Fr Sa L ! <l

Bank reference

Bank Reference

Uploaded: 18 JUL 2023 Expiry: 23 1UL 2023

@ vew /‘ EDIT i DELETE O UNVERIFIED 5% OPEN

Bank reference

. i Bank Reference
Amber Frame - Document will soon expire

Uploaded: 18 1UL 2023 Expiry: 12 MAR 2023

@ view /‘ EDIT i DELETE O UNVERIFIED  [(5» OPEN

Red Frame - Document expired
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Uploading different versions of the same Document Type

Bank reference
Test Daniel 3 - Bank Reference

Uploaded: 09 NOV 2023 Expiry: 08 NOV 2023

@ VIEW ,‘ EDIT i- DELETE OUNVERIFIED E—P OPEN

1. Click on ‘Edit’
2. The system will open a window similar to the window below

‘ ‘ 111823, 1:28 PM Google

] Gmail Images I &

Google

SAVE CANCEL

3. In this panel the user can select to view different versions of the same ‘Document Type’ or
upload a new version.
4. To upload a new version, click on the button

4 o cocument

Document Details i Width ,,‘

1823, 129PM Google

Sk neference - Gmail Images i "

= [reEE— o g e
save e

This will open the section where the KYCP user can browse for the new document and upload
the new version. For the new version, the KYCP user will be able to set the sharing settings
and other settings e.g., ‘Expiry Date’ if applicable.
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File Upload

File uploaded successfully

Export all documents in the application

—
s

Specific Entity/Application within this Application
Entity within this Application O will Expire Soon
Entity throughout Applications 01 Expired

Bank reference
Test Daniel 3 - Bank Reference
Uploaded: 10 NOV 2023 Expiry: 20 NOV 2056

-

Q VIEW , EDIT i DELETE OUNVER\FIED E—b OPEN

When ‘Export Documents’ is selected, the system will open a window whereby the KYCP user can
choose which documents and from which entity, they wish to export.

A Select documents to export

O select/unselect All

Application

Mo documents uploaded at application level

Administrator Corporate

O Test Daniel 1 - Screenshot 2023-11-03 091654.png
(0 Test Daniel 2 - Address Verification Document - Screenshot 2023-11-03 151305, png

O uknown Document Type - Screenshot 2023-11-03 151305.png

Company

EXPORT CANCEL

After the selection has been made, the KYCP user will be able to save the zipped folder (containing
the exported documents) to their preferred folder.

File name: | 638332075930837735_Documents w
Saveas type: Compressed (zipped) Felder -
~ Hide Folders Save Cancel
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Sorting of Documents with the application and/or entity

UPLOAD DOCUMENT Show Documents for tl  w

Sort Most Recent hd

- Show: i) All Documents
ii) Documents for this application entity
- Sort: i) Most Recent (default value)
ii) Oldest
iii) Alphabetical

Single Customer View

The system also allows you to choose whether this document should stick with the entity across your
entire KYCP. This is a very powerful feature in order to streamline all documentation by subject across
your system. Most clients in fact do set (as a default) that any type of document which is proof of
address and proof of ID to stick with the individual wherever they might be in KYCP (even if they show
up in the future). This avoids having to ask the same individual or corporate for the documentation
that you already have on file, however it also reduces the operational costs of having to keep and
verify multiple versions of the same document across your organisation.

Physical Copy

Some companies need to rely on having the physical copy of certain documents throughout the
process. KYCP also allows for storing whether the physical copy has been obtained or not to be able
to run reports accordingly.

A UPLOAD DOCUMENT
Descrpron

Verification of documents

KYCP also allows the agent / user to be able to mark the authenticity of a document as verified or
unverified the authenticity of a document with a manual toggle. A button that allows the user to set
the document to VALID or INVALID.
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The document module in KYCP allows the user to view and document in the embedded secured
viewer. This viewer handles anything from scans, images, PDF, office and similar documents. It also
highlights which documents are expired and which documents are ahaut ta evnira in the chort term.
If the user has the respective rights, the system also allows fo t to your
device.

Expiry- 22 SEF 2022

() veriFED

Sort: Most Recent

I

Specific Entity/Application within this Application

Entity within this Application Verification Status BAAUECICEERY]

Entity throughout Applications O Expired Expiry: 22 SEP 2022

Verify

® INVALID
Bank reference f—

Bank Reference

Uploaded: 18 JUL 2023 Cancel

@ viw S eor | oeeE O UNVERIFIED  [(S» oPEN

Review in an Application

%% SCREENING SERVICI
\Ls?,' Results

APPLICATION ID: XWAVYE

=B APPLICATION

I_" COMPANY Main Contact Person: (J
ABC Ltd
|: « DIRECTOR NATURAL PERSON °
= John Smith

o UBO - ULTIMATE BENEFICIAL OWNER This application is assigned to: _
= Mary Smith

‘ Assign a Team ‘

STATUS: APPROVED DATE OPENED: 01 APR 2025 NEXT REVIEW DATE: 08 APR 2028

fas

Manual Risk Override

‘ Assign a User ‘ ‘ Risk Band A

® ©

REVIEW

On clicking on 'Review', the next review date is automatically calculated.

NEXT REVIEW DATE: 08 APR 2028

Application showing the next review date. ‘Override’ button allows the user to override the review date (future only)

Please provide a comment for
review

N =

When the 'Review' button is clicked, the system opens a window where the KYCP user can leave a comment regarding this
action
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Score Dial

The Score Dial is available both at Application Level and again for each entity within the said
application.

At application level, the score dial encompasses all the scoring for all the entities, including the
categories if this feature has been configured within KYCP.

At entity level, the Score Dial will feature only the score that that particular entity.

Score Dial information can be printed as follows (in the following, the score dial at application level
was used but this applies to entities as well).

1 — Select Application, then press on the score dial (circled in red)

- #wm  SCREENING SERVICES
:_q AWDC KYCP © seu

APPLICATION ID: XWAVYE STATUS: APPROVED DATE OPENED: 01 APR 2025 NEXT REVIEW DATE: 08 APR 2028

%
CY=] APPLICATION &
| COMPANY Main Contact Person:  (J
ABC Ltd

. DIRECTOR NATURAL PERSON
= John Smith
. UBO - ULTIMATE BENEFICIAL OWNER This application is assigned to: Spi
= Mary Smith En
| Assign a Team | En
Manual Risk Override
| Assign a User | | Risk Band -
£l cieap |

2 — KYCP will open the score history. Use scroll on the right to view all scores or use the print by
pressing the print icon. This history can be viewed per hour/day/week etc. NB: if changes are done
within the fields, which would result in changes in the score, the history ‘line” will show a snapshot of
how the risk was before the changes were done — including when the ‘current’ is selected.

P

APPLICATION ID: XWAVYE 03/04/2025 Low Low

Customer nNone
Geographical Risk Low
Delivery Channel Nane

However, the user can change further zoom in for dynamic changes by using the history bar at the
bottom.

3. Apr 5. Apr 7. Apr . Apr
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Printing the Risk Assessment

Printing the Risk Assessment can be done either for an individual entity or at Application level to
capture all the entities in the tree structure.

Although the system is programmed to automatically adjust the scoring according to the answers of
the populated fields, there would be instances where the users might wish to manually ‘push’ the
recalculation.

LA ":)‘

Click this icon for
the scoring to be

/

System indication
that scoring is still

pushed manually

being calculated 53% complete

On clicking the risk dial, a new window will open (note the 'printer' icon on the right)

'/. SCORING INFO

Showing score history for Entity that was taken on 09/04/25 11:57:05 AM - last updated 09/04/25 12:33:55 PM e
Director Natural Person {John Smith) None
Customer None

Is the Director a politically exposed person or related to a PEP?:
(Mot specified) None

Please confirm that the financial resources with which you conduct this payment stem from your
company’s ordinarv operating funds and not stem from criminal activities and confirm that vour credit

On selecting the 'printer' icon, the user will be given the option to either Save as PDF or Print a hard
copy.

4rw2s, 12:37 PM KYC Portal CLM )
Print 1 sheet of paper
SCORING INFO Printed on 09/04/2025
APPLICATION 10: XWAVYE 09/04/2025 Low Low Destination = Microsoft Printto PDF  +
Director Natural Person (John Smith) None Pages Al o
Customer None
Is the Director a politically exposed person or related to a PEP?: Layout . -
(Not specified) None
Please confirm that the financial resources with which you conduct this
payment stem from your company's ordinary operating funds and nat stem Golor e -
from criminal activities and confirm that your credit institution applies
vigilance norms which are not less strict than the norms established in the
Belgian anti-money laundering legislation.:
(Not specified) None
Blacklist: More settings v
(Not specified) None
identity Theft:
(Not specified) None
llegal Gambling:
(Not specified) None
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Change in display when Manual Override is done
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The information within the Score Dial will show both the original score and the scores which were

changed due to a Manuel Override

'/' SCORING INFO & x
APPLICATION 1D: XWAVYE 09/04/2025 Medium Low
Manual Risk Override Medium

Customer None
Low

Geographical Risk
Delivery Channel

Risk over time

Zoom 1h 1d 1w YTD All

None

This will also be captured when printing the risk assessment.

475, 12:38 PM

SCORING INFO

Manual Risk Override

Customer
Geographical Risk
Delivery Channel

Company (ABC Ltd}

Customer

KYC Portal CLM

APPLICATION 1D: X\WAVYE 09/04/2025 Medium Low

Printed on 09/04/2025

Type of company:
(Mot specified)
Type of activities:
(Not specified)

Please confirm that the financial resources with which you conduct this

payment stem from y

pany nd not stem
from criminal activities and confirm that vour credit institution apolies

Customer Qutreach Tool (COT)

Part of the process is to share the application with your client when, for example, further
information is required. Ensure that prior to assigning the application to a COT user, select one of

the following COT statuses.

AFFRLWVEL

OPENED (COT)

APPROVED

G

ADDITIONAL INFO
REQUIRED (COT)

At, Application level, select the COT user and press ‘Save’, followed by ‘Notify COT User’.
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A 1 NOTIFICATIONS

E\Q AWDC KYCP (@} DS:G?GRIE

APPLICATION ID: XOAQ46 ‘ STATUS: OPEN ‘ DATE OPENED: 27 MAY 2025 | NEXT REVIEW DATE: N/A

=l APPLICATION

# COMPANY COT Status: N/A

Assign to COT User:

Assign a COT User -

SAVE CLEAR

NOTIFY COT USER

The system will ask the KYCP user if the user wants to proceed with this

action.

Are you sure?

You are going to send a link with credentials to the last

assigned COT User

KN

The COT user will receive a system generated email with a notification that an application has been

assigned to them.

Assigned Application on COT

<
Internal KYCP [@‘ 5 Reply | &) Reply All | — Forward

(][]

To @ Graziella Ferrante

I | completed it. I [ laccept! j (@) Feedback

Start your reply all with: | Completed,

Dear Graziella Ferrante

gferrante

Click Here]
URL: htips://cot-awdc-test.kycportal.com/Default.aspx

We would like to notify you that Application XOAQ486 has been assigned to you and is now visible on COT. Kindly follow the link below and sign in with your COT username

Tue 27/05/2025 12:33

COT USER view

After accessing the link provided in the email, the COT user would need to insert the username and
password followed by the Captcha. If this is the first time the COT user is accessing the system, then
they would need to enter the username and Captcha followed by ‘Reset my password’
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8 LOGIN

Username

Password

Captcha is not case sensitive

PROCEED

RESET MY PASSWORD

NB — The COT user would have to use the 2-step authentication. There are 3 choices via SMS, email or
the user’s preferred authenticator.

In the dashboard, the COT user will be able to see all the applications they’ve been assigned to. When

selecting the ‘pen icon’ , the user will be able to work on the assigned application.

b g LOGGED IN AS ﬁ ° o |
AWDC Graziella = O
B APPLICATIONS
ADD APPLICATION SORT BY:
DATE DATE cot ASSIGNED
ENTITY PROGRAMME  APP ID STATUS
CREATED  SUBMITTED STATUS  TO
27/05/25 Graziella <
N/A AWDC KYCP X0AQ46 Open N/A E
12:23:28PM Ferrante
LOGGED IN AS
AWDC Graziella

STATUS: OPEN  APPLICATION ID: XOAQ46 ~ DATE OPENED: 27 MAY 2025

E2 APPLICATION STRUCTURE

APPLICATION

—  COMPANY - (Legal Entity) +

E.g. - by clicking on the '+'icon, the COT user would be able to add more entities
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t= KEY PRINCIPAL

‘ None Selected a

| l
| |

Director Legal Person

Director Natural Person
Permanent Representative
Shareholder Legal Person

UBO - Ultimate Beneficial Owner

APPLICATION v

v COMPANY -

=] =]
STEP 1/2 FIELDS DOCUMENTS

B SAVE FIELDS

Company Details

Name of Company*

Type of company*

| None Selected N |

If 'Other’, please specify

The COT user can fill out any missing details for all the entities within the structure

APPLICATION v

v COMPANY -

STEP 2/2 FIELDS DOCUMENTS

2 UPLOAD DOCUMENT

Certificate of Incorporation or equivalent (0) D A (7]

And upload any missing mandatory fields
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- O

When the COT user has finished filling out all mandatory fields/documents,
they will be able to press on ‘Submit’ back to KYCP.

The system will alert the COT user if any mandatory fields and/or documents have been left out, in
which case, the COT user would not be able to submit unless all the list provided hasn’t been
addressed.

@ Date of

@ street Address, Number,

@ city

@ Country

@ Is the operational address different from the registered office address?
@ Mame & Surname

Iocated in a country with an elevated risk (indicated as per FATF and the

@ Certificate of Incorporation or equivalent

COT Applications

1. KYCP ability to search, view, access, edit application/s submitted to COT. This section also
includes the information about to whom the application is assigned to.

CUSTOMER OUTREACH TOOL

COT APPLICATIONS

COT USERS

B 3COT APPLICATIONS

m [
a (]
= [ ]

The digit denotes the number of users assigned to the application. When the digit is clicked on, this
expands to provide further information on the user/s assigned to the application.
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COT Users
KYCP user’s ability to create COT users.

Export User List

aan MANAGE COT USERS

No COT Users have been found yet

On selecting ‘Add’

Enter all details for the COT user. Mobile:
ensure to populate this with the country
code as a prefix without 00 or + e.g.
447911123456

Select pre-determined Role to be given
to the COT user

Select which program/s you want to give
the COT user access to, to be able to
create/edit applications etc

On pressing SAVE, additional fields will pop up

Linked Programmes:

| x awoc kvee

| k S B

Linked Users.

Email: ‘ |‘ Mobile: | |*

Username: ‘ |‘ Create and Link

No COT Users have been linked yet

1. KYCP user ability to link other EXISTING COT user/s to the same COT user account
2. KYCP user ability to link other NEW COT user/s to the same COT user account
3. System alert to show KYCP user if any applications have already been linked to the COT user

USERMANUAL/KYCP/v1.211.4/gf/25 Page 54|61



QKYCP

lifetime due diligence Fout! Gebruik het tabblad Start om Heading 1

toe te passen op de tekst die u hier wilt weergeven.
After pressing SAVE, send a system generated email to the COT user. Within the email, the COT user

will receive a link to reset the password, log in to COT with the given username following the 2-step
authentication.

Send Reset Password

KYCP user can also modify COT user/s by selecting EDIT

Process - How to onboard a new company in KYCP

® Open a new application
* Make sure to select the correct entity and press ADD +

11 NEW APPLICATION

Entity: ‘ Belgian Registered Diamond Company

B OVERVIEW

e  Belgian Registered Diamond Company: If your client is a local Belgian registered diamond.

e  Company: If your client is a company (Belgian or foreign, but NOT a Belgian registered diamond company).

e Individual: If your client is a natural person (a private person).

e Trader: This is the KYC page of your own company. Once you complete the fields, you can export the KYC
information PDF format. This can be a useful to share with your bank or other stakeholders that need your KYC
information.

* Optional step: Download company data from Orbis
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STATUS: OPEN DATE OPENE

e  First click on the selected entity (company, or Belgian registered diamond company or individual) on the left side
in the dark blue field

e  Then look for the entity in Orbis by pressing 'CSR SEARCH' (see picture below)

e  Aseparate webpage opens

e Enter the company name you are looking for and select the right company (by clicking on the ‘eye’ icon)

e  Review the company details (address etc) , also select the PDF Orbis format (obligatory for clients that are
Belgian Registered Diamond Companies (!)) and monitoring if you wish -> press IMPORT

e  Proceed to structure (select or de-select errors if necessary) and press IMPORT STRUCTURE

e Go back to your KYCP dashboard (different webpage) and REFRESH your webpage (Orbis data are integrated in
your application — visible on the left side in the dark blue field)

e Your ORBIS report PDF will also be visible on the right side of the screen if you click first on the name of the
company (left).

e Optional step: Add additional entities and complete
the fields based on information you already have

[Note that this step is not necessary if:

- your client is a Belgian registered diamond company since you only need the Orbis report PDF (downloadable
via KYCP end a copy of the UBO register (still needs to be downloaded directly via the UBO register

- your client is a company, but you don’t have any information on your client yet and you wish to go immediately
to step 4 to have your client insert the KYC data himself). ]

>

T p— COMPANY DETAILS
/ :?J:AWPAI:;WOMDDIAMONDCEN"[ P

isidore Moersel

2, DIRECTOR NATURAL PERSON G NAME OF COMPANY *

Chaim Pluczenik

{ 3 DIRECTOR NATURAL PERSON

'DIRECTOR NATURAL PERSON
[ B0 Hamseiers
'DIRECTOR NATURAL PERSON
= S, Sreshkhumar Me--,

e  C(Click on each entity (entity = the company, directors and UBQ’s) separately to complete the fields (click on EDIT)
based on information you already might have on your client. If you don’t have any company information on your

USERMANUAL/KYCP/v1.211.4/gf/25 Page 56|61



QKYCP

fifetime due diligence Fout! Gebruik het tabblad Start om Heading 1
toe te passen op de tekst die u hier wilt weergeven.
client yet, you can leave these fields blank, and let your client complete them via the Customer Onboarding Tool
(see next steps).
e  Some fields should be populated SOLELY by your client (the question on the high risk country and the question on
payments)

AWDC KYCP

DATE OPENED: 08 MAY 2025

APPLICATION ID: UJ6KUS STATUS: OPEN

A COMPANY DETAILS
b B8 & = &

. UBO - ULTIMATE BENEFICIAL OWNE
= IVAN BONELLO

. UBO - ULTIMATE BENEFICIAL OWNE
= KRISTOFF ZAMMIT CIANTAR TYPE OF COMPANY *

NAME OF COMPANY *
AQUBIX LIMITED

SHAREHOLDER LEGAL PERSON
MIZZ| ORGANISATION LIMITED

e If you need to add additional directors and/or UBQ’s because they were not downloaded (correctly) from ORBIS,
click on the 3 lines and click on + (see red circles)

e You will notice some questions under the title ‘screening service’: these will be automatically populated by the
GRID screening tool. We recommend to leave these fields blank for now and we revisit these fields later in this
onboarding guideline.

. You will also notice some questions under the title ‘risk assessment’. We recommend to leave these fields blank
for now and we will revisit these fields later in this onboarding guideline.

* Ask your client to fill up the remaining fields and upload the
required documents via the Customer Onboarding Tool (COT)

[Note that this step is not necessary if your client is a Belgian registered diamond company since you only need the
Orbis report PDF (downloadable via KYCP end a copy of the UBO register (still needs to be downloaded directly via
the UBO register).]

e Part of the process is to share the application with your client so he/she can complete the
KYC information and upload all required documents (ID cards, bylaws,..). Ensure that prior to
assigning the application to a COT user, select one of the following COT statuses.

¢ Risk screening
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SCREENING SERVICES

A
E]-Q AWDC KYCP Py

APPLICATION |D: C8SBEL

STATUS: APPROVED DATE OPENED: 20 MAY 2025 NEXT REVIEW DA

SIS APPLICATION

L

o COMPANY Main Contact Person: O
ANTWERP WORLD DIAMOND CENTRE

o DIRECTOR NATURAL PERSON

e  First click on ‘application’ on the left side in the dark blue field

e  Then click on ‘screening services’

EXT REVIEW DATE: N/A

USERMANUAL/KYCP/v1.211.4/gf/25

Screening Services

Open  Match No Match
Tophl Results across Application 1 0 0

Manual Risk 0 selected
Override O selectall

Risk Band =
EENING & RESULTS SUMMAR
SAVE ~

EAR BELGIAN REGISTERED DIAMOND COMPANY - HRD ANTWERP
Last Action Open  Match No Match
I MAKYC
Al Legal Entity with Reference '443-423'
Started: 05/06/25 9:02:59 AM (today)

| APPLICATION

On the right side you will notice the ‘screening & results summary ‘appear [ sometimes this can take a few minutes,
refresh regularly by clicking on the coloured (green, orange or red) risk circle in the middle!]

o  Open=means how many potential matches the system has

o  Match= a number will only appear if you accepted a potential match

o NO match=a number will only appear if you rejected a potential match

[ TEMPLATED EMAILS EXPORT

eening Services

This instance Global

EENING

1A KYC

Tonitoring (Started) ® pefault O on O off m m
utomated Search (N/A) @ pefault O on O off

Hover over an icon for info.

CREENING & RESULTS SUMMARY

Last Axtion Open Match No Match

VIA KYC
Legal Entity with Reference ‘4408420" 5 o o

Started: 22/05/25 3:41:43 PM (t@day)

ISTORY

In this example, you can see 3 potential matches. Click on the eye in the top right corner (depending on what entity
you have selected, the eye may not always be visible, but the company name or directors name might then be

‘clickable’ instead.
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1 Open Page size: 10 ",l

W Status

O Open

|

e  Aseparate webpage opens
e  Click on VIEW

Status:

Categories (3) Addresses (1) Articles (5)

C tegory

Description Source Name
Tit

[sPT] Acquire Media 1 20/09/2022
Laundering Suspected =06c(fgae3934c5acdo142de94ab535 aeca forgery or match fixing, including |

57 top figures from the Belgian foc

Goran Veljkovic, Lazo Liposki, Bran
Anthonissen, Johan Timmermans,
Nedzad Tanovic, Philippe Collin, Hi
Bruno Venanzi, Patrick Turcq, Luc [
i Martans ]

e Go through the potential matches, read them and select MATCH or NO MATCH and click on UPDATE

Hover over an icon for info.

REENING & RESULTS SUMMARY
P N

Last Action Open  MatchfNo Match\

AKYC
Legal Entity with Reference "455-433"
Started: 05/06/25 12:19:38 PM (today)

»TORY

e  Go again to your KYCP webpage, refresh the webpage and go to screening services: accepted or rejected matched
should be visible now
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SCREENING SERVICE

BLACKLIST
No

IDENTITY THEFT
No

ILLEGAL GAMBLING
No

INSOLVENT
No

e  The field under ‘screening service’ when you click on ‘company’ (left top side in dark blue field), will now also be
automatically completed (sometimes you need to refresh multiple times!)

its

ENING SERVICES 1 FACE-TO-FACE CHECKLIST
ey

click to view w Pending Items

3 NEXT REVIEW DATE: N/A
]
UPLOAD DOCUMENT

o EXPORT DOCUMENTS

Specific Entity/Application’
Entity within this Applicatic
Entity throughout Applicati

Manual Risk
- Override

‘ ‘ Orbis Rep
Risk Band «

Orbis Repor

[ SAVE ] Uploaded: 0

| CLEAR |
@ viEW ,’ EDI
E (AI! =» oren
APPLICATION

®  The risk screening may have impacted the risk score of your client. The risk score is indicated in the middle of
your screen: a green circle (low risk), orange circle (medium risk), red circle (high risk).

®  You can manually override your risk score only by clicking on ‘risk band’ and selecting a different risk scoring (low,
medium, high)

®  Regularly refresh your risk scoring by clicking on the two arrows on the right side of the circle
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e Complete the risk assessment questions

ICATION

&= COMPANY No
Bl ANTWERP WORLD DIAMOND CENTRE

. DIRECTOR NATURAL PERSON
= Isidore Moersel

. DIRECTOR NATURAL PERSON
= Chaim Pluczenik

RISK ASSESSMENT
o DIRECTOR NATURAL PERSON

= Bart De Hantsett
a SpEeler THE CLIENT (OR FAMILY MEMBER) IS A POLITICALLY

DIRECTOR NATURAL PERSON EXPOSED PERSON [PEP) *
Samir Sureshkhumar Mehta
o DIRECTOR NATURAL PERSON
Ravikumar Bhansali THE CLIENT IS SANCTIONED *
DIRECTOR NATURAL PERSON
= Victor Gabel
. DIRECTOR NATURAL PERSON THE CLIENT INSISTS ON CASH PAYMENTS (ABOVE T
= Hitesh Kakadiya HE MINIMUM THRESHOLD) *

DIRECTOR NATURAL PERSON

e  Click on the name of the company on the left side in the dark blue field

e  Complete the risk assessment questions by clicking on EDIT first

e Your answers to these questions may impact your risk scoring again (refresh the coloured circle in the middle of
your screen regularly)
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