1. REGISTERING A NEW ORGANIZATION

When registering a Reporting Entity (RE), it is necessary to register an initial user for the entity.
This user will automatically become the Reporting Entity Administrator (RE Admin) for the
registered Entity. The RE Administrator will ideally be the Head of Compliance for a particular
Reporting Entity.

1. From the Home page select Register

Register

Section 47A of POCAMLA obligates all reporting
institutions to register with Financial Reporting
Center(FRC). Failure to register with the Center is

a punishable offence.

Please note that in order to get access to the
system, you first need to register as a reporting
entity under "Register as an Organisation”. Once
the registration process has been

successfully completed, you can log in with the
credentials you have previously defined.

The links below provide guidance on the manner
of registration for the following entities:

® Guide on registration for Reporting Entities

Guide on registration for Stakeholders

Guide on registration for Supervisery
Bodies

2. This opens the Registration Selection page shown below.
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Register an Organisation

Supervisory Body Stakeholder

Register a new supervisory body, Register a new stakeholder,

Register a User

User (Reporting Entity)

Register as a user of an existing organisation.

3. Clicking on Reporting Entity opens the form below.

1. Organisation Org anisation
2. Administrator
Organization Business Type is required! MName is required! acronym is reguired!
3. Attachments [ v ‘ | ‘ ‘ |
. . Email is reguirad is financial SwiftyBic is required!
4, Preview and Submit ‘ 4 ‘ o ‘ |
Cannot submit until the form is complete " " 2
Incorp. Num Commercial Name Incarporation Legal Form
Cancel i
Incorp. City Incorp. State Incorp: Country
I 5
Name of holding company Contact Person URL

4+  Addresses

+ Phones

4. The first tab - Organization maintains details of the organization itself. The email
address provided here is where the following emails will be sent:

® Registration Confirmation

e Notification if the registration has been accepted or rejected

e Notification of a new Change Request (if a user submits a request to change
the details of an Organization)
Notification if a change request has been accepted or rejected

e Notification of a new message in the message board
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I 1. Organisation

2. Adminkstrator

User Name is required Password is required! Confirm Password is required: Title
3. Attachments | | ‘ | ‘
3 K First Name is required Last Name is required. Email is required! Gender
I 4. Preview and Submit 2 i o | ‘ E i | ‘
v
Cannot submit until the form is complete - ~
Birth Date PersanReg SSh Nationality Occupation
M/dfyyyy [&] v

Administrator

H 1D Number Passport Number Passport Country

+ Addresses

4 Phones

5. The second tab - Administrator captures the details of the Reporting Entity

Administrator. The email address provided here is where the following emails will be
sent:
e Registration Confirmation
e Notification if the registration has been accepted or rejected
e Notification of a new Change Request (if a user submits a request to change
their personal details)
Notification if a change request has been accepted or rejected
o Password reset link (if the user forgets their password)
Password reset confirmation (if the administrator has reset the users’
password to a new random password.)
1. Organisation Attachments

3. Attachments @

Cannot submit urtil the fornis complete

2. Administrator

Select files...

4. Preview and Submit

MLRO Appointment letter. pdf

License from regulator.pdf

6. Once the registration is finalized, you will have the RE Admin user role and

permissions to manage the entity and the users. Future users for this entity can also

be given this role.
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1. Organisation New Registration

2. Administrator

Attachments
3. Attachment
pchment=] ) MLRO Appointment letter.pdf 137.87kb
License from regulator.pdf 137.87kb

4. Preview and Submit

E Organisation
Srganization Business Type  Money Remittance Provider

Enter the code above in the box below. ABCR

Submit New Organisation

Addresses

Phones

Administrator

7. Once you are ready to submit the form, you should enter the CAPTCHA code and
press Submit New Organisation. If the CAPTCHA is not legible or has expired, press
the reload button to the right of the image to generate a new code

Note: Do not refresh the page as the contents of the form will be lost

8. Once the registration form has been submitted, a confirmation screen similar to that
shown below will be seen. The user should take note of the registration number
provided as this can be used to reference the change request if they need to contact

the FRC.

Registration info has been submitted

Please wait for netification of acceptance/rejection by email. Your request has been given the following reference number:

RE_RP000144-02 DEC 2020

9. After you have submitted the form, the notification of the entity registration will be
sent to the entity email and the notification of the person (RE Admin) registration
will be sent to the person email provided in the form.

7|Page



