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The Compliance Officer section is where you view current officers, add staff into the

role, review the history of who has held it, and see exactly what the role is responsible
for under Australian law. Find it under Compliance - Compliance Officer.

OPEN TO START https://app.easyaml.com/compliance

1 The page shows your current compliance officer(s) at the top and staff

members below.

easyAML

Compliance Officer

© Compliance

Name

— Compliance Officer Sarah Mitchell

MUTF Risk

Staff members

Name

easyAML — Managing Your Compliance Officer

Home / Compliance / Compliance Officer

Staff selection History Responsibilities

Current compliance officers

Designate a primary compliance officer and secondary (2IC) backup to ensure continuous AML/CTF program oversight

Start date ©

Officer 09/04/2026

Training status ¢

+ Add Staff

Training status

ROL-02 - v1.1


https://app.easyaml.com/compliance

2 To bring a new person onto the platform, select Add Staff. Fill in their first name, last
name, email address and platform role; optionally add an employee ID, job title,
internal compliance roles, and a custom message, then send the invite.

Easy Legal Service . »
easyAML A S
< Home / Compliance / Compliance Officer

Compliance Officer

Designate a primary compliance officer and secondary (2IC) backup to ensure continuous AML/CTF program oversight
Staff selection I History Responsibilities

Historical compliance officers

© Compliance

@ Sarah Mitchell — CO 09/04/2026 - current it
Vacant — Secondary Officer Position
Compliance officers serving from 09/04/2026 to current
— Compliance Officer

MLU/TF Risk As:

3 Select the History tab for a full record of everyone who has previously held the
Compliance Officer role — with start and end dates. This is your succession audit trail.

Invite User
First Name * Last Name *
John Doe

Email Address *

user@example.com

Role * Employee ID (Optional)

Select a role v e.g, EMP-12345
Job title/role(s) within the organisation
select role(s)...

Custom Message (Optional)

Add a personal message to the invitation..

—
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4 Select the Responsibilities tab for a complete outline of what your AML Compliance
Officer is responsible for under Australian law — day-to-day oversight, AUSTRAC
reporting, and program maintenance.

eCISgAML Easy Legal Servi

‘easyAML Account Manager

~v & ® bu-

& Transactions
L 2 Home / Compliance / Compliance Officer

Compliance Officer

Designate a primary complianc (2IC) backup to ensure continuous AML/CTF program oversight
Staff selection History Responsibilities

The AML Compliance Officer is responsible for:

© Compliance

AML Program (2) overseeing and coordinating the reporting entity's day-to-day compliance with the AML/CTF Act, the AML/CTF Regulations and the AML/CTF Rules;

b intaining and coordinating the effective i ion and ongoing operation of Easy Legal Service's AML/CTF Program, policies, procedures and controls;

— Compliance Officer () acting as the primary point of contact with AUSTRAC and communicating with AUSTRAC on behalf of the reporting entity;

Wlarr (d) monitoring, reviewing and reporting on the effectiveness of the reporting entity’'s AML/CTF controls, including ifying and ing any iencies, breaches or material incidents;
ML/TF Risl ment

(e) supporting the development of a strong AML/CTF compliance culture through training, guidance and staff awareness activities;
Compliance Calendar & (f) overseeing the reporting entity’s AML/CTF reporting, record-keeping and related regulatory obligations; and

(g) performing any other function incidental or conducive to the proper discharge of the above responsibilities.

How easyAML helps your compliance person
Automated Compliance Tracking

Real-time Reporting

Training Management

Risk Assessment Tools

Changing CO? Appoint the incoming officer first, then transition the outgoing one — that
keeps an accountable officer in place at all times, and the History tab records the handover
dates automatically.

More ways to get help

¢ In-platform: the “Want Help?” button on each page opens the
relevant walkthrough.

e Knowledge Base: https://knowledge.easyaml.com/managing-your-compliance-
officer-in-easyaml

e Video walkthrough:
https://scribehow.com/o/PKpOki2kThyzGwDRLEXASw/viewer/Managing_Your_Com
pliance_Officer_in_easyAML__5777b8c0
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