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Every matter you provide a designated service on needs a transaction record — it's

the starting point of your AML compliance trail, and the record an auditor or your

Compliance Officer will reference. This guide covers finding your way around existing

transactions, and creating a new one.

OPEN TO START https://app.easyaml.com/transactions/new

Finding your way around

1 Open the Transactions menu on the left, then click List to see every transaction

recorded so far. This is where you come back to check outstanding CDD, risk ratings,

and items flagged for follow-up.
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2 Click any transaction for a snapshot — its current risk rating, the parties involved, and

where it sits in the AML process. Anything needing attention surfaces here. Select View

Full Transaction Details to open the full record.

3 Inside the transaction you'll find the risk rating, transaction type, and all associated

individuals and entities — each party showing its KYC and screening status at a glance.

The overall risk rating is calculated from two things: the risk profile of the parties

involved, and the nature of the transaction itself. If a party screens as high risk, that

flows through to the transaction.

Creating a transaction

Create the transaction before you provide the designated service. Under the AML/CTF Act, your

CDD obligations attach when the service begins — not at settlement or completion. Creating

the transaction first starts that compliance clock correctly.
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1 Click Create New under Transactions in the side menu — or Add New Transaction

from the list page. Both open the same three-step flow.
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2 Step 1 — Transaction Information. Capture the core details: transaction type, source,

value, property details, and relevant dates. The transaction type matters — it shapes

how the platform calculates risk and which CDD steps are required downstream.

Nothing is locked in; you can edit before sign-off. Click Next.
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3 Step 2 — Transaction Entities. Associate all parties — buyers, sellers, individuals,

companies, trusts. Search your existing records and select each party directly. If they've

been through KYC or KYB before and are within the two-year validity window, their

verified profile and screening results carry across — no double-handling.

4 If a party isn't in your records yet, add them first (see the Adding Individuals and Adding a

Legal Entity guides), then come back and tag them here. Click Next.
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5 Step 3 — Transaction Details. Complete any remaining details specific to

the transaction type — this screen varies with what you're processing. Click

Create Transaction.

What happens under the hood

Each time you create a transaction, the platform runs screening across all parties, calculates

a risk rating against your firm's Risk Assessment baseline, queues outstanding CDD, and

flags high-risk matters for Enhanced CDD (source of funds and source of wealth). Everything

is logged to the audit trail — the full transaction record is your single source of evidence.

More ways to get help

In-platform: the “Want Help?” button on each page opens the

relevant walkthrough.

Knowledge Base: https://knowledge.easyaml.com/how-to-create-a-transaction

Video walkthrough:

https://scribehow.com/o/PKpOki2kThyzGwDRLEXASw/viewer/CreatingUnderstandi

ng_Transactions_in_easyAML__XtT7lBPUS-mePh-HKEjlGg
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