AML
HUB

Staff Members &
Vetting Manual




Contents

11 To 18 o7 11o] o B P PP PRRPTP PO 2
Creating a Staff Membership..........ooo e 2
Vetting @ Staff MEMDE ... e 3
Uploading Vetting DOCUMENTS ........ooiiiiiiiiiee et e e e e e 5
Concluding the Staff Membership Period for @ USer ... 6
Removing Staff Membership from @ USEr ...........ooiiiiiiiii e 7

Introduction

Staff vetting is a requirement for all staff involved in AML obligations, such as onboarding
new vendors and clients.

What is the Difference Between Staff Members and Users?

A useris a member added to a branch. Depending on their allocated role, users are able to
view different sections of the AMLHub desktop.

Users without staff memberships are those with no involvement in such AML obligations, for
example, third party providers (CDD outsourcing). Users with no staff membership may be
allocated to several branches, however, do not need to be vetted and cannot be added to
the training register.

A staff member is a further classification of a user. A user meets the criteria for staff

membership if they are involved in AML obligations, such as onboarding new vendors or
clients. Staff members must be vetted.

Creating a Staff Membership

Please note: to be added as a staff member, the user must have already been created and

added to the branch. Adding a user can be done through the button in the ‘Users’
section of the AMLHub desktop.

Classifying the user as a staff member can be done through the ‘Users’ section of the
AMLHub desktop.

1. Click on the button found under the ‘Staff Member’ field adjacent to the user’s
name.

2. A window will appear, as shown in the image below.



CREATE STAFF MEMBERSHIP

Start Date End Date (Optiona

D Staff Member Should Be Trained

3. Enter the start date of the user; this should be the date the user started with the
company. Entering the user’s end date is an optional field.

4. Click on the ‘Staff Member Should Be Trained’ tick box, then select a respective
training role for the user. If not selected, the staff member will not be added to the
training register. Staff members must be added to the training register, where if they
were not added upon creation this can be done through the training register at a later
stage.

5. Click ‘create’.

6. A window will appear, as shown in the image below.

INDIA MANTHEL'S STAFF MEMBERSHIPS

VETTING START DATE T0 END DATE STATUS VETTED ACTIONS

v 0ct302019 to  Unknown [ AcTive | Z u

India Manthel has not been vetted

CLOSE

7. The user is now an active staff member with a start date, which means they are
ready for vetting.

Vetting a Staff Member

Please note: any staff member hired before the 1st of January 2019 can be exempted from
the vetting process. All staff members hired after the 1st of January 2019 will need to be
vetted.

1. From the window above, click on the button. This window can be accessed
either directly after creation of a staff membership, or by clicking on the following icon

&, found under the ‘Actions’ field adjacent to the user’s name.



2. The following window will appear after clicking the button.

VET INDIA MANTHEL

Checks Run:

[C] Checked Criminal History

[T] Checked PEP Status

[C] Confirmed Qualifications

[:| Identified Secondary Interests

[C] MetIn Person

[C] Obtained And Verified References
[C] Reviewed Application

[[] Other

Vetting Date
30/10/19

Exempt Staff Member (Optional

[:| India Manthel Is Exempted Vetting Requirements

3. The list provided above is a guideline of possible checks that may have been
conducted by your HR department during the hiring process. You will need to liaise
with your HR department to find out what checks were completed. Select the
applicable checks conducted.

4. There is an ‘other’ option to add additional checks not included in the list. Tick the
‘other’ box and type in the name of the check conducted; click ‘add’. You can add as
many additional checks as desired (if any), just remember to click ‘add’ each time
after typing in a particular check.

5. If the staff member was hired before 1st of January 2019, please disregard steps
three & four and select the ‘Exempt Staff Member’ option.

6. The following window will appear, displaying which of the checks have been
conducted.

INDIA MANTHEL'S STAFF MEMBERSHIPS

VETTING STARTDATE ~ TO  END DATE STATUS VETTED ACTIONS
v Oct302019 to  Unknown [ AcTive | Oct 302019 Z w
Vetting Details Vetting Documents Vetting Notes
Checks Run Details
Checked Criminal History Vetting approval procedure was completed by
India Manthel.
Checked PEP Status
B3 confirmed Qualifications Date: Oct 302019
m Identified Secondary Interests
B3 Mmet in Person [#' UPDATE W DELETE

m Obtained and Verified References
m Reviewed Application

CLOSE




[# UPDATE

To update the checks completed, click on the
changes.

button and make any necessary

Uploading Vetting Documents
Vetting documents from checks conducted on a staff member can be uploaded to the
AMLHub for accessibility and staff monitoring.

1. Open the staff memberships window either directly after creation of a staff

membership, or by clicking on the following icon &, found under the ‘Actions’ field
adjacent to the user’s name.

2. Click on the ‘Vetting Documents’ tab from this window.

INDIA MANTHEL'S STAFF MEMBERSHIPS

VETTING START DATE TO END DATE STATUS VETTED ACTIONS

v Oct302019 to  Unknown [ AcTive | Oct 30 2019 = [ ]
vetting Details Vetting Notes
Checks Run Details
Checked Criminal History Vetting approval procedure was completed by
Checked PEP Status India Manthel.
B3 confirmed Qualifications Date: Oct 30 2019

m Identified Secondary Interests
B3 Metin Person [# UPDATE W DELETE
m Obtained and Verified References

E3 Rreviewed Application

CLOSE

3. Click on the m button to upload a document to the AMLHub.
4. Name the document and click ‘browse’ to select the document from your library.
5. Click ‘create’.

6. The uploaded document will subsequently be displayed in the following window,
under the ‘Vetting Documents’ tab.



INDIA MANTHEL'S STAFF MEMBERSHIPS
VETTING STARTDATE ~ TO  END DATE STATUS VETTED ACTIONS
v Oct302019 to  Unknown [ AcTive | Oct 30 2019 Z w
Vetting Details Vetting Documents Vetting Notes
Search Documents
m By Nam: @ “
DOCUMENT UPLOADED BY ACTIONS
A -
Vetting Document Example India Manthel [ ] 3
1 Results
CLOSE

Concluding the Staff Membership Period for a User

If a staff member is no longer involved in AML obligations, for example, they leave a
particular branch or entity, please follow the procedure below. Before concluding the period
of staff membership, please check the CDD register to see if the staff member is assigned to
any unverified deals. If this is the case, ensure a new user is added to such deal(s) before
the staff member’s period is concluded.

1. Open the staff memberships window either directly after creation of a staff

membership, or by clicking on the following icon &, found under the ‘Actions’ field
adjacent to the user’s name.

2. Click on the ‘edit’ icon displayed in the following window.

INDIA MANTHEL'S STAFF MEMBERSHIPS

VETTING STARTDATE  TO END DATE STATUS VETTED ACTIONS
v Oct 30 2019 o Unknown m”’ Oct 302019 @ i
Vetting Details Vetting Documents Vetting Notes
Checks Run Details
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India Manthel.
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B3 confirmed Qualifications Date: Oct 30 2019
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m Obtained and Verified References
m Reviewed Application
CLOSE




3. Enter the end date of the staff membership for the particular user and click ‘update’.

4. Underneath the ‘Staff Member’ tab adjacent to the user’s name, it will now say
‘ended’ with a subsequent end date.

India Manthel india@amlsolutions.co.nz Ended Oct 30 20...

5. If the user has left the branch entirely and needs to be removed as a user from the

branch, click on the [ ] icon, found under the ‘Actions’ field adjacent to the user’s
name.

The correct procedure for a staff member leaving a branch is their staff membership be
concluded and subsequently their user removed from the branch if desired.

Removing Staff Membership from a User

Removing the staff membership title from a user should be done only if, for example, the
user was added as a staff member by mistake. If this is not the case, users should have their
staff membership period concluded following the outlined procedure above.

Before removing the staff membership, please check the CDD register to see if the staff
member is assigned to any unverified deals. If this is the case, ensure a new user is added
to such deal(s) before the staff member is removed.

Please note: this does not remove the user from a branch, it removes the title of staff

member from the user’s profile. To remove a user entirely from a branch, click on the [ ]
icon, found under the ‘Actions’ field adjacent to the user’s name.

1. Open the staff memberships window either directly after creation of a staff

membership, or by clicking on the following icon &, found under the ‘Actions’ field
adjacent to the user’s name.

2. Click on the rubbish bin icon displayed in the following window.

INDIA MANTHEL'S STAFF MEMBERSHIPS
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CLOSE




3. Click ‘delete’.

4. The following window will appear to indicate the removal of the staff membership
from the user.

JANE TESTER'S STAFF MEMBERSHIPS

Jane Tester has no staff memberships

CLOSE




