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Introduction to AML

Anti-money laundering regulations - what do they mean to you?

Tough new Anti-Money Laundering regulations are now in force. Without appropriate risk management
procedures in place, legal professionals face the possibility of fines or imprisonment whilst putting their
firm's reputation on the line.

The good news is Millar & Bryce Limited, Scotland's leading property search provider, introduces a fast,
effective, anti-money laundering solution, AML Search, facilitating both conveyancing and anti-money
laundering searches in one easy cycle.

Requiring no specialist training, this service is open to any legal professional in advance of carrying out a
financial transaction for a client, such as conveyancing, real estate, probate and company formations.

How does it work?

If you are a Millar & Bryce Limited customer, log in to your account as normal to order. Before any
transactions can be carried out your Account Administrator will need to sign-up to AML Search, tell us who
the firm's dedicated Money Laundering Report Officer is, define the risk profiles for the type of work you
will undertake across the firm and accept the Terms and Conditions.

Once activated, the service is open to any user in the firm. A simple click of a button will lead you to the
dedicated AML Search site where you can interrogate a wide range of approved data sources and receive
all your Personal and Non-Personal searches within seconds.

It is competitively priced, compliant with the Law Society guidelines, 2007 Money Laundering legislation
and maintains a full audit trail to help you manage your risk.

Note: an AML search does not affect the credit rating of the party being searched.
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Administration

Upon first accessing the AML Search facility, you will be confronted with a page requesting some specific
information. This process is only required at the very first time of entering the AML Search facility. The
system will then retain this information. Some of the information that is required will be available from your
firm’s designated ML Officer.

Company Details:
Company Mame: Glen & Henderson (test)

address: 5 Logie Mill
Edinburgh
EH? 4HH

Your username: livetestl

Administrative Contact:

Contact Title: I— vl *

Contact Forenarne: | |
Contact Surname: |Ii\.fetestl |*
Position: | |
Contact Email: | |
Please enter your ICO (Data Protection) number: | |>*<
MLRO Contact Name: | |
Pricing:
Pay on use service, including full audit trail - & Charged at £6.00 per Personal &ML
recommended. "~ Search, £12.00 per Non-Personal
The simplest payment option - includes charge per AML search

transaction to make and download the pdf and is
inclusive of full storage facility for future audit, This
option allows you to automatically refresh your search
far future repeat business.

Terms and Conditions:

Before you can proceed, vou must read and accept the
terms and conditions. ¥ou should print these out for your Yiew Our Terms & Conditions
recards.

I confirm that I have read and agree to the terms and
conditions. O

'|:~/ ' Cartirue
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Risk Profiles

Introduction

The Risk Profile is a facility that allows you to define the depth each AML search will explore to provide a
result.

When you login to AML Search for the first time, you will be asked if you want to adopt the Default Risk
Profile. If you are happy with the default setting then this can be used for all searches. The Risk Profile
establishes the criteria that an AML Search will follow to provide a Pass or Refer result. This way you can
set a universal standard throughout the firm that searches a satisfactory number of checks. This reduces
the time involved in searching since each user knows that a Pass must satisfy the universal standard set in
the Risk Profile.

Setting Risk Profiles

If you require to set up further Risk Profiles in addition to the default, to meet other search requirements,
then click this button:

\ Set Risk Profiles

You will now see a list of Risk Profiles already created:

Anti-money laundering

@) AMLSEARCH,

ELECTRONIC ANTI-MONEY LAUNDERING

-

wizlcarne kennyp Powered by:

[Sign Cut] I CCADY

Horne Page AML ARLM,
ELECTROM. ANTI-MONEY LALMDERIG

Your Risk Profiles

To find out more about applying the Risk Based Approach to your compliance procedures
please download our Risk Based Approach Summary document;

Lm
A The Risk Based Approach

In thiz section you can view and set your risk profiles:

Existing Profiles:

Minimum Total Minimum Address Minimum Identity Mininun
Profile Name

Checks Required Checks Checks Other Checks
AML Default 3 1 1 ak archive |
Total Rizk 10 5 ] ] archive |




Anti-money laundering

@) AMLSEARCH,

ELECTRONIC ANTI-MONEY LAUNDERING

Create A New Profile: ;I

Business Type: | administratie and public law e

Rizk Profile Mame: | |

“ou can use the description of the busines: zelacted from the drop down list abaove, add
rmore details, ar simply type wour own, If you add your own it will be added to the list of
business types for future use by your company's users,

Minirnurm total checks 7 - |
required: J

of these, at least 1 j zhould be address checks

of these, at least 1 j zhould be identity chechs

@ Add Prafile
@ Back

Powered b

AMLSEARCH. ) SEARCHESGROLE _

Further down the screen are the options used to create a new Risk Profile. Simply enter the required
information and add the Risk Profile to the list. The Risk Profile Name is the name that will be seen by
every user within the firm. Then select the number of checks. Checks are made up of address and identity
checks.

Note: The higher number of checks will provide a more certain result, but is also more likely to return a
Refer result since some of the checks may have no information. Establishing how many checks are
sufficient is an important step before beginning any AML searches.

Editing or Deleting Risk Profiles

Risk Profiles cannot be deleted or edited in order to maintain an audit trail of AML searches. It is however
possible to archive a Risk Profile by clicking the corresponding button. This option hides the Risk Profile
from users and therefore cannot be used for searching. If you require to edit an existing Risk Profile, you
should archive the Risk Profile and create a new one.
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Data used in the Pass-Refer Decision in AML searche s

Identity checks and Address checks

Following guidance from the FSA and the Joint Money Laundering Steering Group (JMLSG) Personal AML
Search have designated certain forms of on-line and documentary evidence as identity checks and other
forms as address checks. The one exception to this is an Electoral Roll check, which can count as either
type of check. The Roll will default as an address check, but if an individual has already secured enough
address checks, dependant on your requirements, it will switch to count as an identity check.

Please see the table below to see which types of evidence count as id checks and which count as address

checks.

Note. The table below contains a complete list of data available to use.

The Electoral Roll can act as either an identity check or and address check, not both.

Identity Check Electronic Checks

Electoral Roll

CcCJ

Bankruptcy or Insolvency
Share (active financial records)

Identity Check - paper based evidence

Bank/Building Soc. Statement (no address)
Banker's Reference

Benefit book

Cheque Guarantee Card and Statement
Credit Card & Statement

C1S4 S/E Contractors Card

Driving Licence

Employee Check

EU State ID Card

Firearms Certificate

Inland Revenue Tax Notification

Known to Staff

NI Card and P60

Official letter by the Benefits Agency
Police Warrant Card

Solicitors Letter

UK Passport

Address Check Electronic Checks

Electoral Roll
Postal Address File
FTSE (shareholding in UK company)

Address Check - paper based evidence

Bank/Building Soc. Statement (address shown)
Council tax Bill

Electoral Register

Local Council Rent Card/Tenancy Agreement
Mortgage Statement

Motor\House Insurance Certificate

Record of Home Visit

TV licence

Utility Bill

Vehicle Registration Document



Warnings

PEP warning
If individual is matched against the Politically Exposed Persons data set

SDN warning
If individual is matched against the Specially Designated Nationals File.

Terrorist warning
If individual is matched against the Terrorist File

DOB warning
If date of birth is entered and contradicted by Share records

Recency warning
If a Share record or an Electoral Roll record is equal to or under 12 months old

Fraudulent Passport numbers
This warning is returned when an input Passport number matches this dataset.

Gone Away Suppression
If individual is matched against the Gone Away Suppression file.

Mailsort
If an address does not match the Mailsort data.

Non Standard Addresses
If an address matches the Non Standard Address database.
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Personal AML Search

You will need the following information to complete your AML Search:

The name of the Risk Profile you will use

Customer Information (which will include)
First name and Surname (middle names are not required)
Current UK address
Previous UK address if the client has moved house in the last 3 months
Date of Birth
Whether they are a new client or not
Whether the client was interviewed face-to-face or not
Whether you have any hard copy documents to add

1. Access/Create the relevant casefile in MBOnline
2. Click the AML Search icon

s e
File Information Edit | Subjects of Search Edit
File Reference: AHAMLTests Address: 177, Gorgie Rd,
Client Hame: Jones Edinburgh
Applicant Information R
Hame /Firm: Kenny Petrie J Milar & Bryce Limited
Address: 5 Logie Mill, Beaverbank Office Park,
Logie Green Rosd, Edinkurgh,
EHT 4HH
Phone  Fax: 0131 556 1313 | 0131 557 5960 Plan Attached: no Attach Plan
Email: ti@millar-bryce.com
Searches Requested Add Search ) [EE AML Search ) Submit Draft Searches )
Request Search Type Status Search Provider Plan Price VAT Total Actions
16453458 AML Completed Millar & Bryce Limited Ot £000  £000 £000 @,
1645349 AML Completed Millar & Bryce Limited Ot £000  £000 £0.00 &

3. Select Personal Search

Welcome to the search section of the site. From here you can either request a
personal or non-personal AML search.

Search Options:

H Personal Search :r=;‘| Maon-Personal Search

4. Select Start a Search

Search Options:

‘:\/) Start & Search '#; Search Histary

@ Back



5. Enter all the required information in the relevant fields

(Hovering the mouse icon over the light bulbs will provide additional explanations of each feature)

Check this box to indicate that you have informmed the client

vou will be undertaking an electronic money laundering search: D

—

Your reference should
provide enough detail for
you to differentiate
between other searches.
The reference is also used
in the filter found in the
history section should you
wish to view previous
searches.

Your Reference: [ | * g

Names entered should _

be a full first name (eg Title: | | S
James not Jim, Andrew A .
not Andy) and should First Narne: | | ¥
not include any middle -
names. Hyphenated surname: | | *
surnames should be

entered in full.

Addrass: “\ Look Up Address 4-/

. . o~ )
Has the client lived here far lesz than ) vas ‘,'"

Look Up Address —try to
use the postcode initially.
This will ensure an
accurate address.

three maonths?:

~
\

) Don't knaow

Select your desired Risk
Profile from the drop-down
list.

Date of Birth: I— j I— j I_ j * JA/

Select Your Risk Profile: |— ﬂ * o

Client Relationship: () Existing Client d

O Mew Client Known to Staff 4_/

O Mew Client

Client Relationship — if
New Client is selected, a
further check will be
performed in addition to
the Risk Profile.

Type of Interview: O nteryiewed at Home 7

O Interviewed Face-To-Face 4-/

O Mot Interviewed Face-To-Face

Type of Interview — if Not
Interviewed is selected, a
further check will be
performed in addition to
the Risk Profile.

You have now entered enough information to perform a
search, You can further increase the accuracy of your results
if you add Proof of Identification.

are You Adding Further Proof of ID? () v 'Y/

(Mo

See step 7

Back x Reset ~/ . M ext
(<) ® D

6. Click Next once all the information has been entered. Please note that a search will be carried out

over the information entered and a fee charged so accuracy at this stage is crucial.




7. Further Proof of ID (If this option was selected then these are the options made available)
There are a number of ways to add Proof of ID. Pleasze select which option you wish to use fram
thosze below,
=== futo Scan/Upload | h b anual Upload ® Ma Scan or Upload
- 4 -
@ Back
8. Auto Scan

search.

This section allows you to upload and store supporting documentary evidence in support of the electronic AML

ID Type 1: |Please select from one of the following. . j o) - - -
. Click this button if you are
ID Reference 1: | | ¢ using an AML autoscan
- _ installation, or if you have
() suoseanour |y a Twain compliant
scanner available on this
- computer.
I0 Type 2: IPIease select from one of the following... j )
1D Reference 2: | | o
=== AutoScan our 1D J
@ Back @ Reset {-{j Search

9. Manual Upload

electronic AML search

This section allows you to upload and store supporting documentary evidence in support of the

ID Type 1: (WS

1D Reference 1: I <

Browse... | o

Actual Scan of 1D1:
Mote: you must have this stored on |
the computer

ID Type 2: |Unspecified

1D Reference 2: I d
Actual Scan of ID2:
Mote: you must have this stored on |

Browse... | e
the computer
@ Back @ Feset {~/,

Search

Click this button if you
have access to a digital
copy of the proof of ID that
you would like to manually
upload to the system.

10. Click Search when all uploads have been completed.
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11. You will then be provided with a summary of your AML search and the final Search button. Clicking
this button will initiate the AML search and incur a search fee. Any further amendments should be

made before clicking Search.

12. The result of your AML search will then be displayed

Passed

For more detailed CallML information please open the full report below.

AML Search Details:

Date: 11/08/2008
Reference: Test-0001-758
Search on: Mr John Smith
of: Flat 1 The George  Harlow CM17 DAN
DOB: 19/2/1960
Documentary Evidence: 1D 1: None Supplied
0 2: None Supplied
Interview Type: Interviewed At Clients Home
Is this an Existing

Client? Existing Client

ANML Search Risk Profile

selected: ANL Default
Type of Check: Identity Address Additional Totals
Reguirernents: {either)
A =cie Drafila Binimn e 1 1 1 2

13. Your search is now complete.
If the result of the search is a Referral then, if necessary, please see the Frequently Asked

Questions section for advice on how to proceed.

11



Non-Personal AML Search

You will need the following information to complete your AML Search:

The name of the Risk Profile you will use

Customer Information (which will include)
First name and Surname (middle names are not required)
Current UK address
Previous UK address if the client has moved house in the last 3 months
Date of Birth
Whether they are a new client or not
Whether the client was interviewed face-to-face or not
Whether you have any hard copy documents to add

1. Access/Create the relevant casefile in MBOnline

2. Click the AML Search icon

3. Select Non-Personal Search

4. Select Start a Search

12



5. Select the type of organisation to conduct a search over and click Next

6. Enter Your Reference. Then provide the company details and click Look Up Company.

To provide the most
accurate Look Up, please
enter the Company
Registration Number in
the first instance.

13



7. You can now select the options that you would like to check through your search
Click Next when you are satisfied

8. You will then be provided with a summary of your AML search and the final Search button. Clicking
this button will initiate the AML search and incur a search fee. Any further amendments should be
made before clicking Search.

14



9. The result of your AML Search will then be displayed

10. Your search will also display a list of Parent Companies, Directors, Shareholders and Subsidiaries.
You can then submit additional AML Search requests by clicking the associated buttons on the right.
Please note that these searches will be treated as new searches and will therefore incur a separate
search fee.

15



Using Search History

1. Select either Personal Search or Non-Personal Search

2. To view previously instructed searches click Search History

3. The options below allow you to choose which searches you would like to view, whether they be
passed, referred, failed or all searches. You can also view searches ordered by other users within
your firm.

16



4. Alist of all AML searches will be displayed. Here it is possible to view a summary of the search, view
the full report or to re-test using the same search criteria if an update is hecessary.
The historical list can also be filtered for ease of viewing. Simply select which criterion you would like
to filter by, enter any text to search for and click the filter button.
The list can be re-ordered by clicking the arrows beside Date of Search, Search Reference and
Applicant Name.

17



Frequently Asked Questions

What to do if my search result is Refer?

A Refer result can be attributed to a number of reasons:

There is an error in the data provided:
Thoroughly check the input data section. If you find any errors then you will need to re-run the
AML Search with the corrected information.

The client data is out-of-date or incorrect:
Thoroughly check the input data section with client information. If you find any errors then you
will need to re-run the AML Search with the corrected information.

The client has no history in the United Kingdom:
AML Search utilises positive identity checking for individuals with a history in the UK. Foreign
nationals may not necessarily have a history in the UK and therefore are likely to return a Refer
result, as no data is available to confirm their identity. Refer these cases to your MRLO or
Nominated Officer for enhanced Customer Due Diligence.

There is no available electronic data to confirm your client’s identity or address:
Obtain hard copy documentary evidence, run a new AML Search and add the evidence, this can
often assist in achieving a Pass result. If no evidence is available or a second search with
evidence fails you will need to refer this individual case to your MRLO or Nominated Officer.

18



Customer Support

If you require further assistance you can submit requests by clicking:

Should you have any questions, queries or feedback regarding MBOnLine
in general, please contact our Customer Services & Support helpdesk.

E-mail: MBOnLine.support@millar-bryce.com
Phone: 0870 609 1946 Fax: 0870 609 1923
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