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1 Scan

A scan checks a list of customers. Before a customer is checked, a new customer is created and an existing customer is updated in the
KYC Toolbox.

The list of customers to be checked by the scan is uploaded as comma-separated values (CSV) or as tab-separated values (TSV) text
file with one customer per line. Here we will refer to this file as “upload file”. Invalid lines (customers) are ignored and neither checked,
added nor updated. The format of the upload file is described in chapter 3.

Each scan is in one of the following states:
» STARTED: The scan has started.
* DONE: The scan has finished.

* FAILED: The scan couldn't be read or processed.
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2 Notes

2.1 Customer

A customer can either be a person or an organisation. These two types of customers have common as well as unique properties. Their
specification therefore varies depending on the type. For example, a person’'s name consists of a first name and a last name, an
organisation only has one simple name. How to specify persons and organisations is described in chapter 3.1.

The field “customer reference” is used to distinguish between different customers and must therefore be unique for each customer. The
customer reference is assigned by the user.

2.2 Contract

A contract is used to group customers belonging to the same business relationship. A customer always belongs to one and only one
contract and cannot be linked to another contract. The field “contract reference” is used to distinguish between different contracts.

Hint: If you do not wish to group your customers, you can leave the customers' contract reference fields empty. In this case, each
customer will have his or her own contract.

If specified, the contract reference must be unique for each contract. Its value (if not empty) must be assigned by the user.

2.3 Grouping customers by contract reference

The grouping of customers is done by assigning a unique contract reference to a customer. If the contract with the specified contract
reference does not exist, it will be created upon its first specification as the contract reference of a customer. New customers bearing the
contract reference will be created and subsequently linked to that contract.

Caution: Once a customer is created, it is not possible to link them to another contract. Therefore you have to choose whether and how
to group your customers before their creation! Adding new customers to an existing contract is possible. Regrouping existing customers
in new contracts or assigning them to different contracts is not possible.
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For the upload file only the following encodings are accepted:

« UTF-8
* |1S0O-8859-1
* US-ASCII
* UTF-16
The character “|” (pipe) is not allowed as separator, because it is used for multi-valued fields.
3.1 Fields
Index Name Description Data type | Multi-valued
1 | customer reference The unambiguous reference of the customer. Cannot be empty. string no
2 contract reference The contract reference of the customer. Can be empty. string no
See chapter 2.2 for more information on contracts.
user The user login of the relationship manager of the customer. Can be empty. | string no
4 type The type of the customer (person or organisation): string no
* Person: “P".
* Organisation: "O".
Cannot be empty.
5 last name » Person: The last name of the person. Cannot be empty. string yes
» Organisation: The name of the organisation. Cannot be empty.
6 first name » Person: The first name of the customer. If for a name it is difficult to string yes
determine between the first and the last name, it is important to leave the
first name empty and put the whole name into the last name, otherwise
you may miss relevant matches. In all situations where the first and the
last name can be clearly determined, use both fields because putting all
into the last name reduces the match quality.
» Organisation: Leave empty.
7 citizenship » Person: The citizenship of the person. Can be empty. country yes
» Organisation: Leave empty.
8 country of residence | The country of residence of the customer. Can be empty. country yes
9 date of birth * Person: The date of birth of the person. Can be empty. date yes
+ Organisation: Leave empty.
10 |account closed The date when the account has been closed. Can be empty but if set it has | date no
to be complete.
11 | account opened The date when the account has been opened. Can be empty but if set it date no
has to be complete.
12 | future use For future use. Leave empty. string no

3.2 Data Types

* Adate either has the format “YYYYMMDD" or “YYYY-MM-DD” or if the day and the month are unknown “YYYY” or “YYYYO0000".

» Examples of complete dates: 19870317, 1987-03-17

» Examples of incomplete dates with day and month unknown: 1987, 19870000.

* Acountry is indicated by its ISO 3166-1 alpha-2 code (in capital letters).

3.3 Multi-Valued Fields

Fields that accept multiple values can accept a list of their data types separated with the pipe character “|":

Example 1: A customer has more than three citizenships: “CH|IT|DE”.

Example 2: A customer has more than two dates of birth: “1987|1987-03-17".

Example 3: A person has two names “Hans Miller” and “Hans Muiller von Abel”:

» Field 5 (last name): “Muller|Mdiller von Abel”.

» Field 6 (first name): “Hans|Hans".

If multiple names are given for a person, then the first name field can be empty or it has to contain the same amount of first names as
last names.
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4 Output

SCAN INFO
After a Scan has finished, you will see a summary of it in the Toolbox:
Mame . .
" . Total customer: The total number of customers provided in
scan 5 the upload file.
. Invalid customers: Number of customers, which have at
least one field that is conflict with the format described in
File chapter 3.1.
scans.csv e . Processed customer: Number of customers which where
checked and created or updated in the database.
) . . Failed customers: Number of customers which failed to be
Enceding He{plEl checked. In this case there could be a conflict with existing
1ISO-8859-1 Comma (,) customer or contract references.
. Positives customers: Number of customer where possible
risks where found.
otate Type ) «  Negative customer: Number of customer where no risks
DONE UFLOAD where found.
If you download the result, you will have further informations available
for every customer. There will be an additional column with following
Start date Stop date values:
03.11.2019 08:39 03.11.2019 08:39 . NO_RISKS_FOUND: No risks where found for the customer.
. POSSIBLE_RISKS_FOUND: Some possible risks where
found for the customer.
Total customers Invalid customers )
= 7 . PROBLEM + message: There was a problem with the
: - customer. The message should help to find the issue.
Processed customers Failed customers
Positive customers MNegative customers

o] u

DOWNLOAD RESULT USE AS TEMPLATE

PREPARE NEW SCAN
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5 Recheck

In the scan overview you can recheck all your customers if you click on “Scan all customers”. This will start a new check for all existing
customers. When the recheck has finished, you will have all the informations described in chapter 4 available too.

SCAN INFO
Name
File
| BROWSE
Enceding Separator
150-8859-1 Comma (,)

START SCAN

SCAN ALL CUSTOMERS
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This section will explain how to generate an upload file using Microsoft Excel and Notepad++. Feel free to use the Excel template

provided with the documentation (scan_template.xlsx).

6.1 Create an Excel Table

First of all load your customers table in Excel and make sure, that every column has a header. Remember that empty columns need a
header too, because the scan will expect exactly 12 columns.

=]
SIART  EINFUGEN  SHTENLAYOUT  FORMELN  DATEN  UBERPRUFEN  ANSICHT
% Ausschneicen Calibri A s == ¥~ E¢zeilenumbruch Standard
BR Kopieren ~ —
S ot abertogen F K U ET DAL = =) Verbinden und zentrieren - &7 - % 000
Zuischenablage [ Scittart 5 Ausiichtung 3 Zahi
H17 - S
A 5 c o 3
Customer Reference Contract Reference  User Type Last Name First Name
ref-1 contract-A [ Pedro Sénchez
ref-2 contract-B [ Merkel Angela
ref-3 contract-C o The " Quote’ Company
ref-4 contract-C o a0u AU Company

0@ o W o

6.2 Export Table as Unicode -Text

@ 5B

scan_template:xisk - Excel

Standard Gut

Neutral

bedngte At Tablle |[Ausgabe

] [Berechnung | [Eingabe

Formatierung * formatieren

Formatvorlagen

G H |
Citizenship Country of Residence
Es ES 1572-02-29
DE DE 19540717
GB
us

schlecht ErallE o
[T Fiillbereich -
Erkldrender... || Einfagen Léschen Format
b - . &lsschen~
Zellen
) K L M N

Date of Birth  Account closed Account opened Future Use

3 AutoSumme ~

7 =m -

FAd

8 x

Anmelden

ik

Sortieren und Suchen und

Filtern -
Bearbeiten

Auswahlen -

Export the table as a “Unicode-Text (.txt)". Click on File - > Export - > Save as another File Type - > File Type: Unicode-Text (.txt)

©

Informationen

Exportieren

Neu

o

mE=n

Gffnen PDF/XPS-Dokument erstellen

Speichern
P Dateityp @ndern
Speichern unter

Drucken

Freigeben

Exportieren

SchlieBen

Konto

Optionen

Dateityp andern

Arbeitsmappen-Dateitypen

==t Arbeitsmappe ("xlsx)
ﬂ Verwendet das Excel-
Kalkulationstabellenformat
n= Verwendet das OpenDocument-
Kalkulationstabellenformat
== Arbeitsmappe mit Makros (*xlsm)
[T Makrofahige Kalkulationstabelle

Andere Dateitypen

Text (Tabstopp-getrennt) (*.tut)
Textformat mit Tabulatortrennung

Formatierter Text (Leerzeichen-getrennt)
Textformat mit Trennung durch
Leerzeichen

B.

Speichern
unter

OpenDocument-Kalkulationstabelle (*.0...

scan_templatexlsx -

Excel 97-2003-Arbeitsmappe (*xls)
Verwendet das Excel 97-2003-
Kalkulationstabellenformat

[4]:

Vorlage (*.xltx)
Ausgangspunkt fr neue
Kalkulationstabellen

Eindrarbeitsmappe (*.xlsb)
Fiir schnelles Laden und Speichern
optimiert

CSV (Trennzeichen-getrennt) (*.csv)
Textformat mit Kormmatrennung

p‘ Als anderen Dateityp speichern
]

Excel
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Excel-Arbeitsmappe mit Makros (*xlsm)
Excel-Bindrarbeitsmappe (*xlsh)

Excel §7-2003-Arbeitsmappe (*xls)
XML-Daten (*xml)

Einzelnes Webarchiv (*.mht;*.mhtml]}
Webszeite (*.htm;*.html)

# Ordner ausblende Excel-Vorlage (*.xltx)

Excel-Vorlage mit Makros (*.xltm)

9]
20
21
22
23
24
25
26
27
28
29
30
31
32
33
34
35
36
37
38
39

Excel 97-2003-Vorlage (*.xlt)
Text (Tabstopp-getrennt) (*.txt)
Unicode-T )
KML-Kalkulationstabelle 2003 (*xml)
Microsoft Excel 5.0/93-Arbeitsmappe (*xls)
CSV (Trennzeichen-getrennt) (*.csv)
Formatierter Text (Leerzeichen-getrennt) (*.prn)
Text (Macintosh) (*.td)

Text (MS-DOS) (*tet)

CSV (Macintosh) (*.csv)

CSV (MS-DOS) (*.csv)

DIF (Data Interchange-Format) (*.dif)

SYLK (symbolische Verbindung) (*.slk)
Excel-Add-In (*xlam)

Excel 97-2003-Add-In (*.xla)

PDF (*.pdf)

XPS-Dokurnent (*.xps)

Strict Open XML-Arbeitsmappe (*.xlsx)
OpenDocument-Kalkulationstabelle (*.ods)

P Scan Version 1.1.0
.
Speichern unter Wt
T » DieserPC » Lokaler Datentrdger (C:) » Benutzer » Adriano Meyer » Dokumente » v | "Dokurmente” durchsuchen 2
Organisieren * Meuer Ordner Bz - 0 [9’4
~ - Is Tabell
~ Name Anderungsdatum Typ Grafe -
3 Schnellzugriff
Benutzerdefinierte Office-Vorlagen 30.08.2018 12:44 Dateiordner
[ Desktop - . _ ) 5
Meine Datenquellen 09.10.2019 15:10 Dateiordner
& Downloads # 1% scan_template.xls 09.10.2019 16:18 Microsoft Excel W... 10 KB 5
Dokumente
[&=] Bilder * ountn
D Musik 5
m Videos E
B
Microsoft Excel 15
@ OneDrive
E Dieser PC v
Dateiname: | scan_templatexlsx -
Dateityp: | Excel-Arbeitsmappe (*.xlsx) ~
e Excel-Arbeitsmappe (*.xlsx)
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6.3 Change Encoding with Notepad++

After exporting your table, you will have a new text file in your folder. Close Excel and open this new text file with Notepad++

i

| Iﬂ + | Dokumente

Start Freigeben Ansicht

= v |‘:E'| » DieserPC » Dokumente »
Marmne Anderungsdaturn Typ
#F Schnellzugriff
Benutzerdefinierte Office-Vorlagen 30.08.2018 12:44 Dateiordner
Il Desktop - . } )
Meine Datenquellen 09.10.2019 110 Dateiordner
*_ Downloads . |:| scan_temnplate.t* e Teacdabyment
= Dokumente 7 AY scan_templatex Offnen oft Excel Worksheet
= | Bilder - Drucken
J», Musik Bearbeiten
B videos L >
CRC SHA >
@& OneDrive [/ Edit with Notepad++
I Dieser PC Ea Mit Windows Defender Gberprafen...
1= Freigabe
2N erk Offnen mit )
Zugriff gewdhren auf >

Vergdngerversionen wiederherstellen

Senden an h

Ausschneiden

Kopieren

Verkndpfung erstellen
Laschen

Urmbenennen

Eigenschaften
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Click on “Encoding” on the upper menu and select “Convert to UTF-8". Save the file after that.

Scan

Version 1.1.0

er ChlUsers\Adrianc Meyer\Documents\scan_template.te - Motepad++

o = (== LE
[=] scan_template bet E4 l
1 tustnmer Refe

2 ref-1 contz
3 ref-2 contz
g ref-3 contz
= ref-4 contz

Encode in ANSI

Encode in UTF-2

Encode in UTF-2-BOM
Encode in UCS-2 BE BOM
Encode in UC5-2 LE BOM
Character sets

Convert to ANSI

Convert to UTF-2
Convert to UTF-2-BOM
Convert to UCS-2 BE BOM
Convert to UC5-2 LE BOM

s

File Edit Search View Encoding Language Settings Toels Macre Run Plugins  Window 7

: | BE| =1/ EEna ®|
BEeT Type Last Name First H
ez E5 ES5 1972-02-29
B DE DE 15540717
' Company™ GB
> hy us

You have now a UTF-8 encoded text file, which contains your table as tab-separated values (TSV). You can upload this file in the
toolbox as a scan with “UTF-8" as encoding and “Tab (\t)” as separator.

SCAN INFO

Name
Scan Template

File
scan_template.txt

Encoding

UTF-8

Separator

Tab (\t)

| BROWSE

START SCAN
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