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FAQ KYCP[footnoteRef:1] [1:  Throughout the document use the word client and not the word supplier, but KYCP can obviously also be used for supplier identification/risk assessment/onboarding] 

1. What is KYCP?
KYCP (owned by Aqubix) is a platform to manage your anti-money laundering obligations. The dashboard foresees various features:
· Digital storage of your KYC data per client
· Automated Risk screening of your KYC data
· Company data of your client can be imported from Orbis
· A Customer Outreach tool to let your client upload his KYC info directly into your KYCP dashboard
· Your dashboard guides you to acceptance or rejection of the client and keeps a record of your actions
· Automated monitoring and notifications for expired documents
· Automated notifications to update your KYC information

2. I have various types of clients (private customers, Belgian registered diamond companies, foreign companies, ..). Do I need to select the right type of customer before I continue the onboarding?
Yes, you will notice the dashboard allows you to select 4 types of clients/suppliers. 
1. Private customer: this is an individual 
2. Belgian registered diamond company
3. Other companies (non-Belgian registered diamond companies)
4. 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. 

3. I would like a KYCP user account
Send an email to helpdesk@awdc.be and provide us with info under.                                                                            Login credentials will be sent to you.

· company name
· username (this should one word)
· first name / surname
· e-mail
· mobile (with country code):

4. I want a KYCP guidance document. Where to find it?
https://www.awdc.be/kycp


5. What is the KYCP URL to access the platform?
https://kycp-awdc-prod.kycportal.com/
6. How to log in (2-step identification)?
Aside from your username and password, you will notice the system has a 2-step 2-Step Authentication. The user will be directed to the window below when log in credentials are filled in. You can select to receive a code via sms or e-mail . A second time you login you will be able to use the authenticator. We strongly recommend downloading an authenticator (for example ‘Microsoft Authenticator’ in your app store) on your cell phone. This is faster and easier the receiving a code via sms or e-mail. Each time you login into KYCP you will need to go via your authenticator to get access to the platform. We have a guidance document to help you login. 
7. What if I want to reset my password?
Contact helpdesk@awdc.be
8. Do I get a notification if documents (ID, bylaws, ..) expire?
Yes, every document upload can be connected to an expiry date.
In addition, an automatic notification is configured to alert you when KYC information should be updated. Depending on if the client, you will be alerted after following time frame:  low risk client (3yrs), medium risk client (2yrs) or high risk client (1yr) (timings can be customized upon request, contact Aqubix). The period starts to run after you formally accepted the client in your dashboard and you will be notified 60 days prior to the anniversary date. The notification can be viewed in the notification panel in KYCP both in the dashboard and within the application.. 
9. What if my client does not respond to a system generated e-mail to access KYCP?
Various options:
· Inform your client he will be receiving a system generated e-mail that will look like this:  awdc.info@kycportal.com
· Aqubix can customize the system generated email with your company name (against a fee). Contact Aqubix if you prefer this option.
· When creating a new COT user (= client account), you can insert your own e-mail instead of the clients/suppliers e-mail and subsequently forward the e-mail to client. This option is not ideal since you will need to create a password for your client.

10. My client does not understand how to complete his KYC data in the COT dashboard?
You can find a COT guidance document on https://www.awdc.be/kycp and share it with the client. It is also automatically shared via the system generated email sent to the client.




11. When creating a new COT user (= client account), a username for the client needs to be added. Since clients might have multiple accounts at KYCP (they deal with different suppliers in Antwerp using KYCP), how to avoid similar usernames:
The system will not accept usernames that already exist. We suggest to create a username as follows: company name of the user  and the company name of the client  (in one word without space)
12. Who will be able to see the data in KYCP
Data will be only visible for the user.
13. Can we download KYC info in bulk if we want to save the information outside the KYCP platform?
Yes, all KYC information including the attached documents can be downloaded separately as well as in bulk.
14. How to transfer my existing KYC files to KYCP?
This need to happen manually, but feel to reach out to Aqubix, they might be able to provide such a service against a fee. Note that the KYCP platform is also connected to ORBIS (CSR search) which can speed up the process if you import company data  first via Orbis.
15. My KYC procedures go beyond minimum legal requirements. Can I customize the tool?
Yes, please reach out to Aqubix, but it is advisable to test the system and assess if you need extra functionalities. Note that customization might result in loss of data if it happens after KYC info has been inputted.
16. AWDC logo is visible in the Customer Outreach Tool (COT). I want to add my logo, is this possible?
Yes, please reach out to Aqubix for customization.
17. Can I upload documents in my dashboard?
Yes and you can name every upload
18. Seems like I can not upload documents?
This is usually because you still have to ‘edit’ the document by adding the title of the document (and an expiry date if applicable). Just click on the icon of the pencil.
19.  What if multiple employees need access to the same user account?
Only one user per company is created. Contact helpdesk@awdc.be if you need multiple user accounts.

20. Data storage by Aqubix
File Repository - This is a location on the KYCP Azure Cloud environment that contains files that are encrypted by KYCP. Only KYCP can decrypt these files. These are files uploaded into KYCP ex: Passport scans as well as recordings performed as Face-to-Face Interviews.  Files within this repository can be accessed by integrated systems via the Rest API to allow for seamless product upgrades.
21. Some clients share a lot of documents. How much can be stored in KYCP?
100 GB (upgrades will be charged)
22. For existing KYC files, I do not wish to contact the client via the Customer Onboarding tool. Can I upload information/ documents myself that should normally be uploaded/answered by my client? Is this an issue since the KYCP platform logs every action and during an AML inspection it will visible that I did these actions and not the client.
Yes, you can complete the KYC file yourself as a user, but from an AML legislation perspective it is advisable to add in the 'notes' in your KYCP dashboard that you received the information initially from the client (add date).
23. Is KYCP obligatory and/or can I just use parts of it?
KYCP is not obligatory and you can also opt to use parts of it (for ex the risk screening tool). But we recommend it to store your KYC per client/supplier, for your risk screening and acceptance/rejection of the client/supplier. You could skip the ‘customer onboarding tool’ if you find it too complicated and upload the KYC of the client/supplier yourself (if you received it via e-mail for example).
24. With regard to 'documents' that should by uploaded by the client/supplier, AWDC configured the legal minimum. But what if the client uploads additional documents 'utility' bills etc.
The client /supplier will be able to upload all other documents under the field ‘other’. If you need additional customization, contact Aqubix.
25. I downloaded the company data and structure from Orbis in my KYCP dashboard but I notice the information is not correct.
Orbis sources its company data from the Belgian KBO register and other databases worldwide. The information is not always 100% accurate. Therefore it is necessary to verify and correct the information based on your own information or let the client correct the info via the COT (customer onboarding tool).
26. When I search for a one person company in Orbis, I will notice I can not ‘import’ the structure. Why?
A one person company does not have a structure. That is why Orbis will throw an error. You will just be able to import the ‘main details’ of the company in Orbis. We advise to add a sub category yourself in the structure with the name of the of the director (entity ‘director natural person’) so you will be able to upload an identity card under checklist.


27. What if I can not find a company in CSR search?
You can send an email to clientservices@moodys.com using the following template:
“Dear support,
 	We are writing you from AWDC: https://admin.bvdinfo.com/Account/304537
 	We would like to report that Orbis has wrong data in the following company:
· Full company name  (provide the ID if possible):
· Which data is wrong (directors, address…):
· When possible, provide a proof that the data is wrong (i.e. a document from the registry):
 	FYI, we are using Orbis data through an internal platform. We don’t log into Orbis directly.”

28. Why do I need to do the risk screening at the end of the process?
First you need to make sure all the company data (names of directors, ubo’s, ..) are correct and complete to ensure that risk screening  is conducted on the correct information. Nevertheless, you are free to screen a company at any time in the process, but make sure you do a final risk screening just before your decision to onboard or reject a client.
29. Does KYCP cover all risk screening I need to do?
It does cover a big part, but don’t forget that some risks (also during the business relationship) may occur that are not visible to the system.  For example an atypical transaction (a third party payment). This may impact your risk screening and you will need to go to the risk screening questions in your dashboard and go to ‘does your client insist on or perform an atypical payment’ , answer ‘yes’ and the risk scoring will be adapted accordingly and potentially you will have to terminate the business relationship.
30. Based on my risk screening in KYCP my client is medium or high risk. What if I decide to do business with the client anyway?
It is very important you motivate why you decided to do business with the client despite medium or high risk indicators. When you are in the final step of ‘accepting’ the client in the dashboard you will notice you need to motivate why you accept the client. In this stage we recommend to motivate thoroughly why you accept the client.
31. Can I export a PDF with all the data of my client, also containing the risk screening results and acceptance/rejection info?
Yes, you will notice a button EXPORT on the right top side. You can select what you would like in your PDF (Structure of the client, risk screening, notes, documents, …).



32. I want to mention something additional to the application of my client. Where can I make notes?
Easy! Just click on the tab ‘notes’ on top of the screen and write your comments.
33. How do I know which documents I (or my client) need(s) to upload per entity
First click on the entity on the left side (the company or the directors or UBO’s) and then click on ‘checklist’ (top of the screen in the grey fields). The required documents will be visible on the right side of the screen When you select a different entity, again you need to click on ‘checklist’ to view the required documents. 
34. What if a document is expired and I want to upload a new document, will the old versions be stored in my dashboard (since this is important for AML inspections)
If you upload a new document to the same document type there are 2 ways you can do this:
1. Upload a fresh document - This is done by clicking uploading a document as usual, in the documents tab you will still see the first upload with the original expiry date.
2. You can update a new version to the already uploaded document - If you do this, you will need to change the document version when clicking on the Edit for a document in order to see the original document expiry date

35. I want to see the screening results of the company, directors and UBO’s all together.
First click on ‘application’ on the left side of the screen in the dark blue box, and then click on ‘screening services’ (top of the screen in the grey fields). On the left side the screening results of all the entities will be visible (you might want to refresh, it can take some time before all the results are visible).
36. I assigned an application to a client (COT statis is OPEN), but my client does not respond, or provided me with the KYC info another way (via e-mail), so I want to continue with the onboarding process and accept or reject the client. How can I override the Open COT status?
First click on the 3 lines next to ‘application’ on the left side of the screen in the dark blue box. Select the two arrows, and select a different status. To continue the process yourself ideally you select the status ‘open’ again.
37. Once you assigned an application to a client (COT status open), I notice my application is no longer visible on the homepage.
Correct, the application that are assigned to clients (for the clients to complete their KYC info), will be visible if you click on the 3 lines on the top right corner on the screen and then select COT applications. Only if the client completed the information and/or you change the status of the application, then the application will be visible again on the homepage.




38. I notice the application is not 100% complete but I actually uploaded everything that is required based on AML legislation.
The completeness indicator is just a tool to help you analyse quickly if you missed any data or documents in your application. But often you will not reach 100%. During an AML inspection it is important you uploaded everything that is required according to Belgian law .
39. How to contact KYCP for customization
Contact details Aqubix for customization: sales@kycportal.com
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