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Account Setup

 Add Your AUSTRAC Enrolment Number

 Changing 2FA to an Authenticator App

S E C T I O N  1

Configure the foundational account settings, from

AUSTRAC enrolment to two-factor authentication.

ACC-01

ACC-04



ACC-01

1.1 Add Your AUSTRAC Enrolment Number

Once AUSTRAC enrolment is complete, AUSTRAC issues you an AUSTRAC Account

Number (AAN). Recording it in easyAML links your account to your enrolment — a two-

minute task in Account Settings.

Looking in Personal or Profile Settings? That's the most common reason people can't find this

field — the AUSTRAC number lives in Account Settings (your organisation's settings), not your

personal profile.

OPEN TO START https://app.easyaml.com/settings/account

1 Go to Account Settings → Account (bottom of the left-hand menu), and make sure

you're on the Business & Regulatory Information tab.

2 Scroll down to the AUSTRAC Enrollment section.

3 Set “Are you Registered with AUSTRAC and have your Account Number?” to Yes.

4 Enter your AUSTRAC Account Number (AAN) in the field. This is the ID AUSTRAC

provides once your enrolment is complete.

https://app.easyaml.com/settings/account


5 Set “Is your AUSTRAC enrolment ABN the same as your Subscription ABN?” to Yes if

they match.

Good to know

1 The ABN section above is auto-populated from the ABR/ASIC — those fields aren't

edited here.

2 If your AUSTRAC enrolment ABN differs from your subscription ABN, select No and follow

the prompts.

3 Not enrolled with AUSTRAC yet? Complete enrolment via AUSTRAC Online first — the

AAN is issued at the end of that process.

More ways to get help

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

Knowledge Base: https://knowledge.easyaml.com/set-up-checklist

https://knowledge.easyaml.com/set-up-checklist


ACC-04

1.2 Changing 2FA to an Authenticator App

Switching your two-factor authentication from SMS to an authenticator app (such as

Google Authenticator, Microsoft Authenticator or Authy) takes a minute and makes your

login more secure and more reliable — no waiting on SMS delivery.

1 Click your user profile icon in the top-right corner and select Settings from

the dropdown.

2 Open Security in the left sidebar.



3 Select Authenticator App and click Configure 2FA method.

4 Scan the QR code with your authenticator app, enter the code it generates, and click

Submit. Your next login will ask for an app code instead of an SMS.

These are your personal security settings — each user changes their own 2FA method; it isn't set

account-wide.



More ways to get help

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

Knowledge Base: https://knowledge.easyaml.com/change-2fa-to-authenticator-app

Video walkthrough:

https://scribehow.com/o/PKpOki2kThyzGwDRLEXASw/viewer/Change_2FA_to_Authen

ticator_App__ce476295

https://knowledge.easyaml.com/change-2fa-to-authenticator-app
https://scribehow.com/o/PKpOki2kThyzGwDRLEXASw/viewer/Change_2FA_to_Authenticator_App__ce476295
https://scribehow.com/o/PKpOki2kThyzGwDRLEXASw/viewer/Change_2FA_to_Authenticator_App__ce476295


Users & Roles

 Completing Personnel Due Diligence (PDD)

 Adding Users and Starting Their PDD

 Managing Your Compliance Officer

S E C T I O N  2

Add your team, complete personnel due diligence, and

manage your Compliance Officer.

PDD-01

PDD-02

ROL-02



PDD-01

2.1 Completing Personnel Due Diligence (PDD)

Personnel Due Diligence verifies that your own staff meet AUSTRAC's integrity

requirements under AML/CTF Rules 5-14 — a distinct obligation from customer KYC.

Under Tranche 2 this applies to everyone in an AML/CTF role. PDD lives inside the

Compliance module, alongside your other regulatory obligations (CDD, training,

risk assessment).

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

Start a PDD

1 Click Compliance in the left sidebar, then open Personnel Due Diligence. The table lists

your staff; each saved profile has a Start DD option.

https://app.easyaml.com/compliance


2 Click Start DD and set the Labelled Purpose. The purpose label matters for your audit

trail — “New Personnel in AML/CTF Role” tells the system (and AUSTRAC, if records are ever

produced) the specific reason this PDD was initiated. Other options cover promotions

into AML/CTF roles and changes in circumstance.



3 Select any optional screening extras — Adverse Media & PEP, Professional Licence Check,

Police Check — add a custom message if you wish, then click Start Due Diligence. This

commits the PDD to the record: the staff member receives a mobile-friendly

questionnaire tailored to their role, and the platform handles identity verification and

PEP/sanctions screening.



Review the assessment

1 Once a PDD is underway, View DD gives a live view — what's completed, what's pending,

and whether any flags have been raised. With multiple PDDs in progress, the summary

list shows all active records; each is independent.



2 Identity tab — identity verification records and supporting evidence (e.g. a police check

from an external provider). If documents haven't been provided yet, use Request

Documents to prompt the staff member directly through the same secure document-

collection flow used for customers.



3 Risk tab — aggregated screening results: PEP status, sanctions matches, adverse media.

Review before signing off; anything flagged here needs resolving first.

4 Matches tab — any potential PEP, sanctions or adverse-media matches for adjudication.

Confirm or dismiss each with a reason, exactly as for customer matches (see Reviewing

PEP, Sanctions and Adverse-Media Matches).



5 Questionnaire tab — the role-specific questionnaire the staff member completed:

self-disclosures on criminal history, regulatory findings, conflicts of interest, and

financial position.

6 Attachments holds everything uploaded for this PDD — identity documents, police

check, reference letters, or anything else your firm's policy requires — keeping the whole

file against the record.

Sign off

1 Return to the summary for a consolidated view — a good checkpoint that nothing has

been missed across identity, screening, questionnaire and documents.



2 Complete the three sign-off confirmations — the core of the Compliance Officer's review:

you're confirming you've assessed the staff member's integrity (character and honesty),

competence (skills and knowledge for the role), and reviewed the evidence. Add a

comment, set the date of next review, choose the confirm reason, and sign off.

A police check is generally expected for Compliance Officers. For other roles, follow your firm's

risk-based policy on which screening extras to include.



More ways to get help

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

Knowledge Base: https://knowledge.easyaml.com/add-users-and-complete-

personnel-due-diligence-pdd

Video walkthrough:

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

ce_PDD_in_EasyAML__a6248f95

https://knowledge.easyaml.com/add-users-and-complete-personnel-due-diligence-pdd
https://knowledge.easyaml.com/add-users-and-complete-personnel-due-diligence-pdd
https://scribehow.com/o/PKpOki2kThyzGwDRLEXASw/viewer/Personnel_Due_Diligence_PDD_in_EasyAML__a6248f95
https://scribehow.com/o/PKpOki2kThyzGwDRLEXASw/viewer/Personnel_Due_Diligence_PDD_in_EasyAML__a6248f95


PDD-02

2.2 Adding Users and Starting Their PDD

New staff are invited from Account Settings, then put through Personnel Due Diligence

once they've activated their account. This guide covers the invite, common invite issues,

starting the DD, and managing users afterwards.

OPEN TO START https://app.easyaml.com/settings/account

Invite a new user

1 Go to Account Settings → Users, then click + Invite User.

https://app.easyaml.com/settings/account


2 Enter their First Name, Last Name and Email Address; select a Role (their AML role)

and Job Title (within your organisation). Optionally add an Employee ID, assign Groups,

or include a custom message. The invite sends automatically.

3 If you assign the user to a Group with a Role that doesn't allow full access to Group

settings, you'll get a warning — proceed with limited access, or adjust the role.

4 Invite not received, deleted, or expired? Invite emails expire after one week for security.

Click the envelope icon in the user's row to resend.



Start their Personnel Due Diligence

1 Once the user has accepted the invite and logged in, click Start DD in their row.

2 In the pop-up, set the Labelled Purpose (generally New Personnel in AML/CTF Role), tick

any optional screening — Professional Licence, Police Check — add a custom message if

needed, and click Start DD. For reviewing and signing off the assessment, see the

companion guide Completing Personnel Due Diligence.



3 To see who still hasn't completed, select the DD Incomplete tab — the number beside it

is the outstanding count.

Manage users afterwards

1 Use the Active tab to view active users. Click the pencil (edit) in a row to update profile

information, contact details and roles, then Save Changes.



2 Use the status toggle to grant or remove access: pink means the user can access the

system; grey means they cannot log in.

Sole trader with no staff? If the “Add Users” task doesn't apply to you, it can be dismissed — you

don't need to invite anyone to complete setup.

More ways to get help

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

Knowledge Base: https://knowledge.easyaml.com/add-users-and-complete-

personnel-due-diligence-pdd

Video walkthrough:

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

te_Personnel_Due_Diligence_PDD__0f82eb7d

https://knowledge.easyaml.com/add-users-and-complete-personnel-due-diligence-pdd
https://knowledge.easyaml.com/add-users-and-complete-personnel-due-diligence-pdd
https://scribehow.com/o/PKpOki2kThyzGwDRLEXASw/viewer/Add_Users_and_complete_Personnel_Due_Diligence_PDD__0f82eb7d
https://scribehow.com/o/PKpOki2kThyzGwDRLEXASw/viewer/Add_Users_and_complete_Personnel_Due_Diligence_PDD__0f82eb7d


ROL-02

2.3 Managing Your Compliance Officer

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.

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.

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.



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.

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.

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

officer-in-easyaml

Video walkthrough:

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

ance_Officer_in_easyAML__5777b8c0

https://knowledge.easyaml.com/managing-your-compliance-officer-in-easyaml
https://knowledge.easyaml.com/managing-your-compliance-officer-in-easyaml
https://scribehow.com/o/PKpOki2kThyzGwDRLEXASw/viewer/Managing_Your_Compliance_Officer_in_easyAML__5777b8c0
https://scribehow.com/o/PKpOki2kThyzGwDRLEXASw/viewer/Managing_Your_Compliance_Officer_in_easyAML__5777b8c0


Billing & Workspace
Settings

 Choosing or Changing Your Subscription Plan

 Finding and Reviewing Your easyAML Client Agreement

 Updating Your Payment Method

 Updating Your Billing Info and Contact Information

 Client Billing Method and Cost Recovery

 Whitelabelling - Setting Up Your Brand and Logo

 Creating and Managing Groups

 Configuring Your Notification Preferences

 Connecting Your Slack Account

 Setting Up Microsoft Teams Channels

S E C T I O N  3

Manage subscription and billing, white-labelling,

groups, notification preferences and chat integrations.

The billing and settings topics are maintained as quick-reference guides; full

walkthroughs are on the Knowledge Base.

BIL-01

BIL-02

BIL-03

BIL-04

BIL-05

SET-01

SET-02

NOT-02

INT-05

INT-06



BIL-01

3.1 Choosing or Changing Your Subscription Plan

OPEN TO START https://app.easyaml.com/settings/account

1 Go to Account Settings, then click 'Billing & Subscription' in the sidebar.

2 Select the 'Your plan' tab. This will show the current plan you are on - if you are on a free

trial it will show as Free 0AUD.

3 Click the 'Manage plan' button to select or modify your plan.

4 This will then show you the Plans available and you can choose to your subscription to be

billed Monthly or Annual Paid Up Front (with savings discounts). Click 'Sign up free'

button for the plan that best suits your needs.

5 Review the key terms and review Client Agreement (if you want the read the full

agreement in detail). The select the check box to 'Accept the Client Agreement' and the

click the 'I agree & activate' button.

6 You will then see a pop up to enter a payment method. Select 'Card' button for

Visa, Mastercard Credit or debit cards or AMEX. Select 'AU Direct Debit' if you want

a Australian bank account to be direct debited. Once filled in select 'Save payment

method' button.

7 Once the payment method is added. You simply need to press 'Activate plan' button to

finish signing up to your easyAML plan.

8 Select Card and enter your payment details

9 Click Save payment method

10 To change an existing plan, click the 'Manage plan' button.

11 Select 'Sign up free' button for the new plan you want to change to.

12 Follow the same steps to: Click the checkbox to Accept the Client Agreement, select the 'I

agree & accept' button, and then click the 'Activate plan' button.

https://app.easyaml.com/settings/account


More ways to get help

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

Knowledge Base: knowledge.easyaml.com *(article link to be added)*

Video walkthrough:

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

your_Subscription_plan__V6EGt8JgRCy5I3FKV_HTfg

BIL-02

3.2 Finding and Reviewing Your

easyAML Client Agreement

OPEN TO START https://app.easyaml.com/settings/account

1 Go to Account Settings, then click 'Billing & Subscription' in the sidebar.

2 Select the "Agreements" tab

3 You will see a list of signed agreement between your business and easyAML. Click on an

agreement to expand and see who signed the agreement, when it was signed and how it

was signed.

4 To view and download the full signed agreement, click 'Download Agreement PDF'

5 Schedule 1 - outlines the parties and length of the Agreement.

6 Schedule 2 - outlines the fees and billing cycles of the Agreement.

7 The final page - provides an audit log of the details of how and when the agreement

was signed.

https://scribehow.com/o/PKpOki2kThyzGwDRLEXASw/viewer/Choosing_or_changing_your_Subscription_plan__V6EGt8JgRCy5I3FKV_HTfg
https://scribehow.com/o/PKpOki2kThyzGwDRLEXASw/viewer/Choosing_or_changing_your_Subscription_plan__V6EGt8JgRCy5I3FKV_HTfg
https://app.easyaml.com/settings/account


More ways to get help

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

Knowledge Base: knowledge.easyaml.com *(article link to be added)*

Video walkthrough:

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

easyAML_Client_Agreement__qz2wPq5XStCnmhSIgNNUPw

BIL-03

3.3 Updating Your Payment Method

OPEN TO START https://app.easyaml.com/settings/account

1 Go to Account Settings, then click 'Billing & Subscription' in the sidebar.

2 Select Payment methods tab.

3 Click '+ Add new' button.

4 To use credit card, select the 'Card' button and enter valid Visa, Mastercard or AMEX

credit card details. To use direct debit from your bank account select 'AU Direct Debit'

and enter valid Australian bank account details. Once filled in click 'Save payment' button.

5 You can provide multiple payment methods if you want to have backup to ensure you

avoid failed payments or service interruptions. Click 'Set default' button to make one

option your primary choice. You can also click 'Remove" for any payment methods you

no longer want to be used.

https://scribehow.com/o/PKpOki2kThyzGwDRLEXASw/viewer/Find_and_review_your_easyAML_Client_Agreement__qz2wPq5XStCnmhSIgNNUPw
https://scribehow.com/o/PKpOki2kThyzGwDRLEXASw/viewer/Find_and_review_your_easyAML_Client_Agreement__qz2wPq5XStCnmhSIgNNUPw
https://app.easyaml.com/settings/account


More ways to get help

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

Knowledge Base: knowledge.easyaml.com *(article link to be added)*

Video walkthrough:

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

method__gzHVmw89R7mxFSmj0TvmWQ

BIL-04

3.4 Updating Your Billing Info

and Contact Information

OPEN TO START https://app.easyaml.com/settings/account

1 Go to Account Settings, then click 'Billing & Subscription' in the sidebar.

2 Click 'Billing info' tab

3 Enter name, email, and phone number in Billing contact section.\ Then click

'Save changes'.

4 To update the your businesses invoice information, click 'Edit' in Billing address section

5 Enter updated business Name and Street address details.\ Then click 'Save changes'.

https://scribehow.com/o/PKpOki2kThyzGwDRLEXASw/viewer/Update_your_Payment_method__gzHVmw89R7mxFSmj0TvmWQ
https://scribehow.com/o/PKpOki2kThyzGwDRLEXASw/viewer/Update_your_Payment_method__gzHVmw89R7mxFSmj0TvmWQ
https://app.easyaml.com/settings/account


More ways to get help

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

Knowledge Base: knowledge.easyaml.com *(article link to be added)*

Video walkthrough:

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

nfo_and_Contact_information__sgGvbRrDQq-P9gF0DLOUaw

BIL-05

3.5 Client Billing Method and Cost Recovery

OPEN TO START https://app.easyaml.com/settings/account

1 Go to Account Settings, then Click Customisation in the sidebar

2 Select the default payment option you want such as 'Collect payment from client'

3 To make that method the only option, check 'Restrict billing type change for individual

KYC requests'. If you want both option to be available to your business leave

this unchecked.

4 To create a default message that goes out to your customers, add that by typing into the

'Message to subject' field.

5 Go to Account Settings, then click 'Transactions' in the sidebar.

6 Select the 'Client Cost Receipts' tab

7 Please note any changes you make here will not change previously billed Client Cost

receipts - only future receipts.\ You can add a set 'Flat markup (per individual)' in

$ dollars.

8 You can add a set 'Percentage markup (per individual)'. Or you can do a mix of both.

9 You can add a set 'Percentage markup (per individual)'. Or you can do a mix of both.

https://scribehow.com/o/PKpOki2kThyzGwDRLEXASw/viewer/Updating_your_Billing_Info_and_Contact_information__sgGvbRrDQq-P9gF0DLOUaw
https://scribehow.com/o/PKpOki2kThyzGwDRLEXASw/viewer/Updating_your_Billing_Info_and_Contact_information__sgGvbRrDQq-P9gF0DLOUaw
https://app.easyaml.com/settings/account


10 You can do the same markup types for KYB as well. The results will also be shown in the

KYB section of the 'Lived worked example' on the right.

11 You can toggle if clients should receive a cost receipt for reused entities. When enabled

(pink) it will be at $0, when grey (disable) they will be sent the default KYC/KYB cost.

12 Once you have made all the selections that you would like, click 'Save changes' to

implement on future Client cost receipts.

More ways to get help

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

Knowledge Base: knowledge.easyaml.com *(article link to be added)*

Video walkthrough:

https://scribehow.com/o/PKpOki2kThyzGwDRLEXASw/viewer/KYC_-

_Choose_client_billing_method__1fTmhoOaS7mYImiIgwNhrQ

SET-01

3.6 Whitelabelling - Setting

Up Your Brand and Logo

OPEN TO START https://app.easyaml.com/settings/account

1 Go to Account Settings, then Click Customisation in the sidebar

2 Then select the 'Them & Whitelabelling' tab

3 To change to your businesses logo - click in the 'Logo' box and then find and select your

logo. You can also drag a logo directly into this section. To change the favicon (the small

image show for website tabs and bookmarks) repeat the same step in the Favicon box.

You will show the change into Preview mobile image to the right.

https://scribehow.com/o/PKpOki2kThyzGwDRLEXASw/viewer/KYC_-_Choose_client_billing_method__1fTmhoOaS7mYImiIgwNhrQ
https://scribehow.com/o/PKpOki2kThyzGwDRLEXASw/viewer/KYC_-_Choose_client_billing_method__1fTmhoOaS7mYImiIgwNhrQ
https://app.easyaml.com/settings/account


4 To change the App colour to match your brand - either enter the hex colour into the box

or click on the colour square.

5 When you click on the 'Colour Square' - you can enter RGB colour values if know o, click

on the Colour Wheel (circle) to estimate colour or use the 'colour picker'(eye-dropper).

With the 'Colour Picker' move the bullseye of the circle over your logo colour and click - it

will then perfectly match that colour.

6 The selected colour will then show the changes visually in the Preview mobile image to

the right. Repeat previous steps if you wish to change colour further.

7 Click the 'Create' button to save and apply your theme changes.

More ways to get help

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

Knowledge Base: knowledge.easyaml.com *(article link to be added)*

Video walkthrough:

https://scribehow.com/o/PKpOki2kThyzGwDRLEXASw/viewer/Whitelabelling_-

_Setting_up_your_business_brand_and_logo__tDHJFpXUQVmjt-j0oKgZ5w

SET-02

3.7 Creating and Managing Groups

OPEN TO START https://app.easyaml.com/settings/account

1 Click the Group link in Account Settings. This will take you to Groups and show you any

existing groups

2 To Add or Remove users on an existing Group, click on the members section.

3 To 'Add' a user simple click on the Add link next to their name. You can see current

members of Group and you search by name or email to find a user.

https://scribehow.com/o/PKpOki2kThyzGwDRLEXASw/viewer/Whitelabelling_-_Setting_up_your_business_brand_and_logo__tDHJFpXUQVmjt-j0oKgZ5w
https://scribehow.com/o/PKpOki2kThyzGwDRLEXASw/viewer/Whitelabelling_-_Setting_up_your_business_brand_and_logo__tDHJFpXUQVmjt-j0oKgZ5w
https://app.easyaml.com/settings/account


4 Click 'Done' when you have finalised adding users to Group.

5 To create a new Group - click the '+ Add group' button.

6 Enter a Group name, an optional description for the new group, select a color, and click

'Create group'.

7 To Add users to the new Group - click on the 0 members link.

8 Click the Add users and click 'Done'.

9 Click here

10 Click here

11 Click here

12 Change how Groups are assigned, whether by default or per transaction option by

navigating to the 'Configuration' tab. Then choosing the appropriate choice from options.

Once selected press Save defaults button.\ . Click here

13 To delete a Group - select Delete on the Group you want to delete. Then choose whether

you wan to re-assign tasks and entity assignment to a different Group. Then select

'Delete group' to confirm deletion.

More ways to get help

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

Knowledge Base: knowledge.easyaml.com *(article link to be added)*

Video walkthrough:

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

g_Groups__kJLgZEOvQhSnH1ruIql5SA

https://scribehow.com/o/PKpOki2kThyzGwDRLEXASw/viewer/Creating_and_managing_Groups__kJLgZEOvQhSnH1ruIql5SA
https://scribehow.com/o/PKpOki2kThyzGwDRLEXASw/viewer/Creating_and_managing_Groups__kJLgZEOvQhSnH1ruIql5SA


NOT-02

3.8 Configuring Your Notification Preferences

Control which notifications you receive and where they're delivered — per notification

type, per channel. These are personal settings; account-wide channels are enabled

separately in Account Settings.

1 Click your user profile icon (top right), select Settings, then open Notifications.



2 Use the Preferences tab to configure what you receive.

3 Use the toggle to switch a notification type on or off, and the dropdown to choose

where it's sent.



4 Open the Channels tab. If a channel is disabled, click Enable in account settings to

configure global channels — if you don't have permission, ask your account

administrator. Then return and confirm your preferred channels are enabled.

Drowning in email? Rather than turning everything off (and missing compliance-critical

items like AML Program reapprovals), tune notification types individually or route them to a

different channel.

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-configure-platform-

notification-preferences-in-easyaml

Video walkthrough:

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

form_Notification_Preferences_In_easyAML__5e80c40c

INT-05

https://knowledge.easyaml.com/how-to-configure-platform-notification-preferences-in-easyaml
https://knowledge.easyaml.com/how-to-configure-platform-notification-preferences-in-easyaml
https://scribehow.com/o/PKpOki2kThyzGwDRLEXASw/viewer/How_To_Configure_Platform_Notification_Preferences_In_easyAML__5e80c40c
https://scribehow.com/o/PKpOki2kThyzGwDRLEXASw/viewer/How_To_Configure_Platform_Notification_Preferences_In_easyAML__5e80c40c


3.9 Connecting Your Slack Account

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

1 Navigate to https://app.easyaml.com/user/settings?tab=notifications

2 Click "Connect Slack"

3 Click 'Allow' to authorise Slack integration

4 Select 'Channels' tab

5 Click 'Send test notification' to verify connection

More ways to get help

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

Knowledge Base: knowledge.easyaml.com *(article link to be added)*

Video walkthrough:

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

_Account_to_EasyAML__XyXiDFJyStetxUCD6DYClQ

INT-06

3.10 Setting Up Microsoft Teams Channels

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

1 Administrator setup This step only needs to be completed once per organisation You

will need: - This instruction guide - ZIP file provided by easyAML support with the Teams

bot manifest - “Administrator” level access or similar to Microsoft Teams enterprise

2 Head to <https://admin.teams.microsoft.com/policies/manage-apps>

https://app.easyaml.com/apps
https://app.easyaml.com/user/settings?tab=notifications
https://scribehow.com/o/PKpOki2kThyzGwDRLEXASw/viewer/Connecting_Your_Slack_Account_to_EasyAML__XyXiDFJyStetxUCD6DYClQ
https://scribehow.com/o/PKpOki2kThyzGwDRLEXASw/viewer/Connecting_Your_Slack_Account_to_EasyAML__XyXiDFJyStetxUCD6DYClQ
https://app.easyaml.com/apps


3 Select “Actions” (Top Right) -> “Upload new App”

4 Follow the prompts to upload the ZIP file

5 Give admin consent for all users in the org

6 Enable Teams notifications. This step is required for each user.

7 Head to <https://app.easyaml.com/user/settings?tab=notifications> or select Personal

Settings -> Notifications -> Channels

8 Select “Connect Teams”

9 If required you may need to grant permission to use the Teams channel by following the

prompts. Contact your Teams Administrator if you have issues granting permission.

10 3. Follow the prompts to login to your work microsoft account & grant consent. If that is

successful it should return you back to the page with “Bot Install Pending”

11 4. Open the Microsoft Teams app for your Work account.

12 Navigate to “Apps” -> Built for your Organization -> easyAML

13 6. Open the App, click “Add” if not already installed, then click “Open”

14 7. Write a message to the bot (Eg “Hello”)

15 8. Once successful - It will reply saying notifications are successfully setup.

16 Return to the easyAML portal, refresh and confirm it says “Connected”

17 10. Check the toggle switch is in the “On” position

18 11. Press “Send Test Notification” to validate delivery

19 Return to the preferences tab to confirm preferences - Enjoy!



More ways to get help

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

Knowledge Base: knowledge.easyaml.com *(article link to be added)*

Video walkthrough:

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

nels_Setup_Guide__vbEtXfCOTm2Qj3yaADqLPg

https://scribehow.com/o/PKpOki2kThyzGwDRLEXASw/viewer/Microsoft_Teams_Channels_Setup_Guide__vbEtXfCOTm2Qj3yaADqLPg
https://scribehow.com/o/PKpOki2kThyzGwDRLEXASw/viewer/Microsoft_Teams_Channels_Setup_Guide__vbEtXfCOTm2Qj3yaADqLPg


Risk & Compliance

 Your ML/TF Risk Assessment — Complete, View &amp; Export

 Outsourcing to AML on Demand — Choose or Change

 Accessing Your AML Program Documentation

S E C T I O N  4

Complete your ML/TF risk assessment and access your

AML program documentation.
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RSK-02

4.1 Your ML/TF Risk Assessment

— Complete, View & Export

Your ML/TF Risk Assessment is the foundation of your AML/CTF program — it

determines your obligations and generates your program. This guide covers completing

it for the first time, reviewing the results, and exporting a copy. Find it under

Compliance → ML/TF Risk Assessment.

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

Complete the assessment

1 If you haven't completed an assessment yet, you'll see a notice that no program has been

approved — select Take your ML/TF Risk Assessment to begin. Otherwise, select New

Assessment from the assessments list.

https://app.easyaml.com/compliance


2 The assessment is a questionnaire taking around 25–30 minutes, working through nine

sections — Business Structure, Business Profile, Customer Profile, Customer Risk,

Services and more. You can save a draft and resume at any time, and there are no

wrong answers — answer based on how your business currently operates.

3 Once submitted, your AML/CTF Program is generated automatically and appears

under AML Program in the left navigation.



View the results

1 The assessments list shows every assessment with its status, approval status and

program start date. Select the active row to open a summary panel, then View

Assessment to open it in full.



2 Inside, the Overall Risk Assessment shows your overall rating with a breakdown across

Service Risk, Customer Risk, Delivery Risk and Environment Risk.

3 Program Details covers your governance structure and program start date (updateable

before finalising). Obligations lists every AML/CTF obligation that applies to your

business based on your risk profile. Answers is the complete record of every response —

your audit trail. Approvals shows who approved the assessment and when.



Export or delete

1 Select Export PDF (top right) to download a copy — the button shows Downloading while

the file is prepared.

2 To delete an in-progress assessment you no longer need, select the delete icon on its

row and confirm. This cannot be undone.

Reassessing after a change in your business? Submitting a new assessment supersedes the old

program — your previous assessments remain in the list as your historical record.

More ways to get help

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

Knowledge Base: https://knowledge.easyaml.com/accessing-your-ml-tf-

risk-assessment

Video walkthrough:

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

nd_Export_MLTF_Risk_Assessments__faee2b44

https://knowledge.easyaml.com/accessing-your-ml-tf-risk-assessment
https://knowledge.easyaml.com/accessing-your-ml-tf-risk-assessment
https://scribehow.com/o/PKpOki2kThyzGwDRLEXASw/viewer/How_To_Create_View_And_Export_MLTF_Risk_Assessments__faee2b44
https://scribehow.com/o/PKpOki2kThyzGwDRLEXASw/viewer/How_To_Create_View_And_Export_MLTF_Risk_Assessments__faee2b44


RSK-05

4.2 Outsourcing to AML on

Demand — Choose or Change

AML on Demand lets the easyAML team run transactions for you. These settings

control whether outsourcing is allowed on your account, whether it's automatic

or per-transaction, and which roles can use it. Find them under Account Settings

→ Transactions.

OPEN TO START https://app.easyaml.com/settings/account

1 Go to Account Settings, then click Transactions in the sidebar.

https://app.easyaml.com/settings/account


2 By default Allow transaction outsourcing is unchecked — your account does not allow

it. Check the box to enable AML on Demand outsourcing.

3 Set the Default mode: choose Always to send every transaction to the AML on Demand

team automatically, or leave it per-transaction so your business decides case by case.

4 Choose who can outsource. Allow all eligible submitter roles (the default) lets your

whole team outsource. Uncheck it to pick specific roles.



5 Note the interaction: if Default mode is Always but a role isn't selected, that role's

transactions will never outsource — role selection wins.

6 Click Save settings — changes take effect immediately.

More ways to get help

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

Knowledge Base: https://knowledge.easyaml.com/choosing-or-changing-

outsourcing-to-aml-on-demand

Video walkthrough:

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

Outsourcing_to_AML_on_Demand__5a5c2955

https://knowledge.easyaml.com/choosing-or-changing-outsourcing-to-aml-on-demand
https://knowledge.easyaml.com/choosing-or-changing-outsourcing-to-aml-on-demand
https://scribehow.com/o/PKpOki2kThyzGwDRLEXASw/viewer/Choosing_or_changing_Outsourcing_to_AML_on_Demand__5a5c2955
https://scribehow.com/o/PKpOki2kThyzGwDRLEXASw/viewer/Choosing_or_changing_Outsourcing_to_AML_on_Demand__5a5c2955


RSK-06

4.3 Accessing Your AML Program Documentation

Your AML Program is your organisation's core AML/CTF compliance document,

generated from your ML/TF Risk Assessment. This guide covers viewing it, downloading

a copy for your records, and reviewing historical programs. Find it under Compliance →

AML Program.

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

1 Open AML Program in the left navigation — your current program loads on screen

in full. Navigate between sections (e.g. Definitions and Interpretation) by selecting

the headings.

https://app.easyaml.com/compliance


2 To save a copy, select Download PDF.

3 Select View Program History for a complete list of past compliance periods — dates,

current status, and sign-offs. Select any period to open that program.

Received an “AML Program reapproval required” email? That means a new or updated program

is awaiting approval — the notification guide (NOT-01) covers what to do.



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-access-and-view-aml-

program-documentation

Video walkthrough:

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

ew_AML_Program_Documentation__a54c4f80

https://knowledge.easyaml.com/how-to-access-and-view-aml-program-documentation
https://knowledge.easyaml.com/how-to-access-and-view-aml-program-documentation
https://scribehow.com/o/PKpOki2kThyzGwDRLEXASw/viewer/How_to_Access_and_View_AML_Program_Documentation__a54c4f80
https://scribehow.com/o/PKpOki2kThyzGwDRLEXASw/viewer/How_to_Access_and_View_AML_Program_Documentation__a54c4f80


Training

 Managing and Completing AML Training

 Setting Up Your Profile for CPD

S E C T I O N  5

Complete AML training and keep your CPD

profile current.
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TRN-01

5.1 Managing and Completing AML Training

The Training area covers both sides of your training obligation: the organisation-

wide dashboard for assigning and tracking staff modules, and your own personal

training view.

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

For managers — the Training Dashboard

1 Open the Training Dashboard — a live snapshot of all training modules and where your

team is at with each one.

https://app.easyaml.com/training


2 Need a record for audits or internal reviews? Click Export Report to download a full

completion summary.

3 To inspect any module, select View Details under Training Modules — the full content

outline. To assign someone, select Add Staff directly from that page.



4 Check individual progress via Staff Training Status — each employee shows a

completion status; outstanding ones may need a reminder.

For everyone — your own training

1 Select Your Training from the left navigation — your overall progress, modules

completed and remaining, and certificates earned.



2 Scroll to your list of required modules — these are specific to your role, so your list

may differ from colleagues'. Click Start Course, read the overview, then Start Training

to begin.

More ways to get help

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

Knowledge Base: https://knowledge.easyaml.com/managing-and-completing-aml-

training-modules

Video walkthrough:

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

ting_AML_Training_Modules__9544c82c

https://knowledge.easyaml.com/managing-and-completing-aml-training-modules
https://knowledge.easyaml.com/managing-and-completing-aml-training-modules
https://scribehow.com/o/PKpOki2kThyzGwDRLEXASw/viewer/Managing_and_Completing_AML_Training_Modules__9544c82c
https://scribehow.com/o/PKpOki2kThyzGwDRLEXASw/viewer/Managing_and_Completing_AML_Training_Modules__9544c82c


TRN-02

5.2 Setting Up Your Profile for CPD

easyAML training can count toward your Continuing Professional Development. Set your

CPD state once, and completions are recorded against the right scheme.

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

https://app.easyaml.com/training


1 From the dashboard, click Your Training, then open the CPD tab.



2 Click Go to Profile Settings.

3 Select the State your CPD should be recorded in, then Save Changes.

4 Return to Your Training → CPD — your CPD view is now active and completions will

accrue against your state's scheme.



More ways to get help

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

Knowledge Base: https://knowledge.easyaml.com/set-up-your-profile-for-cpd

Video walkthrough:

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

CPD__ac9199a5

https://knowledge.easyaml.com/set-up-your-profile-for-cpd
https://scribehow.com/o/PKpOki2kThyzGwDRLEXASw/viewer/Setup_your_profile_for_CPD__ac9199a5
https://scribehow.com/o/PKpOki2kThyzGwDRLEXASw/viewer/Setup_your_profile_for_CPD__ac9199a5


Getting Started & Tasks

 Accessing and Working with Tasks

 Why Is My Task Blocked?

S E C T I O N  6

Find your way around the platform and work the task

list that drives your compliance workflow.
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GS-04



GS-03

6.1 Accessing and Working with Tasks

Tasks are the platform's to-do list for your compliance workflow — anything requiring

action lands here, assigned by role. This guide covers navigating the list, completing a

task, and finding completed or bypassed items.

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

Find and action your tasks

1 Open the Tasks menu on the left. Your list shows all pending items assigned to you —

what appears here is specific to your role, reflecting both what's been completed and

what still needs attention.

https://app.easyaml.com/tasks


2 Click any task entry to expand its full details — a clear picture of what's required before

you begin.



3 When ready, click Go to Task Page. The task loads with all required fields and actions for

completion. (Many tasks — like reviewing a screening match — link straight into the

relevant record; the specific guides cover those flows in detail.)

Find completed and bypassed tasks

1 Use the status filter menu to narrow your view — Open, Completed or Bypassed — so

you can locate historical records without scrolling through the active list.



2 Selecting Bypassed shows any tasks skipped or exempted during the workflow — a clear

view of items not completed through the standard path.

Task blocked? A parent task can't complete until its subtasks are done — see the companion

guide: Why Is My Task Blocked?

More ways to get help

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

Knowledge Base: https://knowledge.easyaml.com/working-with-tasks-in-easyaml

Video walkthrough:

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

ing_tasks_in_easyAML__GZ6hwFWaRZevxdrLLJ03pQ

https://knowledge.easyaml.com/working-with-tasks-in-easyaml
https://scribehow.com/o/PKpOki2kThyzGwDRLEXASw/viewer/Accessing_and_completing_tasks_in_easyAML__GZ6hwFWaRZevxdrLLJ03pQ
https://scribehow.com/o/PKpOki2kThyzGwDRLEXASw/viewer/Accessing_and_completing_tasks_in_easyAML__GZ6hwFWaRZevxdrLLJ03pQ


GS-04

6.2 Why Is My Task Blocked?

A “Blocked” status isn't an error — it means the task depends on something else that

hasn't been done yet. This guide shows how to find the dependency and clear it.

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

1 Open Tasks in the left sidebar and head to the task showing the Blocked status.

https://app.easyaml.com/tasks


2 Some tasks are made up of a parent task and one or more subtasks. The parent can't

be completed until all its subtasks are done — this keeps you fully compliant and makes

sure nothing is missed.

3 Click Open Source Page to go directly to the item that needs completing — for example,

a KYC match awaiting review.



4 Once all subtasks are complete, return to the transaction (Transactions → List) — its

status should now show Pending. You can also check the task status indicator in the top

right; “Ready” means nothing is outstanding, otherwise it guides you to what's left.

More ways to get help

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

Knowledge Base: https://knowledge.easyaml.com/why-is-my-task-blocked

Video walkthrough:

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

d__35d84e63

https://knowledge.easyaml.com/why-is-my-task-blocked
https://scribehow.com/o/PKpOki2kThyzGwDRLEXASw/viewer/Why_is_my_task_blocked__35d84e63
https://scribehow.com/o/PKpOki2kThyzGwDRLEXASw/viewer/Why_is_my_task_blocked__35d84e63


Transactions

 Creating and Understanding Transactions

S E C T I O N  7

Create and understand the transaction records that

anchor every designated service.
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TXN-01

7.1 Creating and Understanding Transactions

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.

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.

https://app.easyaml.com/transactions/new


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.



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.



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.



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.



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/CreatingUnderstanding

_Transactions_in_easyAML__XtT7lBPUS-mePh-HKEjlGg

https://knowledge.easyaml.com/how-to-create-a-transaction
https://scribehow.com/o/PKpOki2kThyzGwDRLEXASw/viewer/CreatingUnderstanding_Transactions_in_easyAML__XtT7lBPUS-mePh-HKEjlGg
https://scribehow.com/o/PKpOki2kThyzGwDRLEXASw/viewer/CreatingUnderstanding_Transactions_in_easyAML__XtT7lBPUS-mePh-HKEjlGg


Entities (KYB)

 Adding an Australian Legal Entity (Company)

 Adding a Trust (Discretionary, Unit or SMSF)

 Managing Trustees and Beneficiaries for a Legal Entity

S E C T I O N  8

Add and verify companies and trusts, and let easyAML

unwrap their ownership.

KYB-01a

KYB-01b

KYB-06



KYB-01a

8.1 Adding an Australian Legal Entity (Company)

Any time an Australian legal entity — a business, company, or entity with an ABN or ACN

— is involved in a matter, it needs to be added so it can be verified and tagged to a

transaction. Adding an entity triggers a KYB (Know Your Business) rather than a KYC:

it verifies the entity itself and unwraps its ownership structure to reveal the people

behind it.

OPEN TO START https://app.easyaml.com/legal-entities/new

Add and verify the company

1 Open the Entities menu in the left sidebar and select Add Legal Entity.

https://app.easyaml.com/legal-entities/new


2 Select the entity type — Australian, Trust, or International. The type matters because the

verification path differs: a company is verified against ASIC directly and its ownership is

unwrapped automatically; a trust relies on its deed (see the Trust guide).



3 Enter the business, company or entity name, ABN or ACN. The platform queries ABR and

ASIC in real time — pulling an exact match for an ABN/ACN, or a list of candidates for

a name.

4 Review the entity details: update the Trading Name if different, select the Industry

(easiest is Ask Amelie for an AI industry lookup), assign a Group if needed, then click

Create entry.



The unwrap — revealing the people behind the entity

1 The platform automatically traces the ownership chain — following each branch until

every line terminates in a natural person. Each corporate layer in the chain is a separate

KYB. The default unwrap depth is three layers, and it stops once every branch resolves to

a person — so you're only charged for layers that actually exist.



2 Once complete, the entity's profile is created — verified details, ownership structure, and

current status. This is the record the rest of the compliance process runs against.



3 To see the structure visually, open the Ownership section in the sidebar — a graph of

the relationships, highlighting anything still missing, such as further entities to unwrap or

trustees to identify.



Verify the UBOs

1 Open the UBOs tab. This lists every individual identified through the unwrap as an

Ultimate Beneficial Owner — the natural persons who own 25% or more of the entity, or

who otherwise exercise control — plus the company officeholders (directors, secretaries

and other officers).



2 Send a KYC verification for each UBO listed (click Verify). Anyone already in your

records from a previous matter and within the two-year validity window links

across automatically.

3 Once all UBOs are verified, the entity's risk rating updates to reflect the full picture — the

entity's own profile combined with the risk of the individuals behind it. The entity is now

active in your records and can be tagged to transactions.

Layered structures: a company owned by other companies unwraps layer by layer. Add the

top entity, let it unwrap, and follow the chain the platform reveals rather than trying to map it

by hand.

More ways to get help

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

Knowledge Base: https://knowledge.easyaml.com/working-with-legal-entities-

in-easyaml

Video walkthrough:

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

Australian_Legal_Entities_Company_in_easyAML__l2Xnn9XkQKWpdkIYM9zPXw

https://knowledge.easyaml.com/working-with-legal-entities-in-easyaml
https://knowledge.easyaml.com/working-with-legal-entities-in-easyaml
https://scribehow.com/o/PKpOki2kThyzGwDRLEXASw/viewer/Adding_and_Managing_Australian_Legal_Entities_Company_in_easyAML__l2Xnn9XkQKWpdkIYM9zPXw
https://scribehow.com/o/PKpOki2kThyzGwDRLEXASw/viewer/Adding_and_Managing_Australian_Legal_Entities_Company_in_easyAML__l2Xnn9XkQKWpdkIYM9zPXw


KYB-01b

8.2 Adding a Trust (Discretionary, Unit or SMSF)

Any time a trust — discretionary/family, unit, or SMSF — is involved in a matter, it needs

to be added as an entity so it can be verified and tagged to a transaction. Adding a trust

triggers a KYB that identifies the people who control and benefit from it.

OPEN TO START https://app.easyaml.com/legal-entities/new

Add the trust from its deed

1 Open the Entities menu in the left sidebar and select Add Legal Entity.

https://app.easyaml.com/legal-entities/new


2 Select Trust as the entity type. Unlike a company, a trust isn't on any public register —

there's no ASIC equivalent for trusts. The trust deed is the authoritative source of who

controls and benefits from the trust.



3 Upload the trust deed. The platform's AI trust-deed reader (Amelie) extracts the key

parties automatically and pre-fills the fields for you to review and confirm — or you can

enter the details manually.



4 Review the Trust Information — trust name, trust type, whether it trades or carries on a

business, and industry — then confirm the Participants identified from the deed

(trustees, beneficiaries, appointor) and click Create trust.



5 The trust's profile is created — verified details, identified controlling persons, and current

status. This is the record the rest of the compliance process runs against.



Verify the people behind the trust

1 Open the UBOs tab — every individual identified as a controlling person or named

beneficiary: trustees, appointor, and named adult beneficiaries. Send a KYC to each

(existing verified records within the two-year window link across automatically).



2 The Documents tab is the permanent home for the trust deed, any deed amendments,

and supplementary evidence collected during the review.

3 The Verification & Compliance checklist gives a live view of where each party stands —

who has completed KYC, who's pending, and whether any screening results need review.



4 Once all parties are verified, the trust's risk rating updates to reflect the full picture — its

own profile combined with the risk of the people behind it. The trust is now active and

can be tagged to transactions.

Corporate trustee? The trustee company is its own KYB — add it (or let the unwrap surface it)

and follow the chain. A trust with a corporate trustee resolves layer by layer, just like a layered

company structure.

More ways to get help

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

Knowledge Base: https://knowledge.easyaml.com/working-with-legal-entities-

in-easyaml

Video walkthrough:

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

Entities_Trust_in_easyAML__-av9KhqBQSe5csXWdlmR8g

https://knowledge.easyaml.com/working-with-legal-entities-in-easyaml
https://knowledge.easyaml.com/working-with-legal-entities-in-easyaml
https://scribehow.com/o/PKpOki2kThyzGwDRLEXASw/viewer/Adding_and_Managing_Entities_Trust_in_easyAML__-av9KhqBQSe5csXWdlmR8g
https://scribehow.com/o/PKpOki2kThyzGwDRLEXASw/viewer/Adding_and_Managing_Entities_Trust_in_easyAML__-av9KhqBQSe5csXWdlmR8g
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8.3 Managing Trustees and

Beneficiaries for a Legal Entity

Once a trust or entity is set up, its identified people are managed from the UBOs tab —

including excluding beneficiaries who don't require verification, or removing parties

added in error.

OPEN TO START https://app.easyaml.com/legal-entities

1 Go to the legal entities list and select the entity you wish to manage.

https://app.easyaml.com/legal-entities


2 Click View full legal entity details in the summary panel.

3 Select UBOs from the side menu — this lists the trustees, appointor, beneficiaries and

other controlling persons identified for the entity.



4 To exclude a beneficiary from verification (e.g. someone who does not require KYC under

your risk-based procedures), click Exclude from Verification.

5 To remove a party from the entity entirely, click Remove.

Excluding vs removing: exclude keeps the person on the record (visible, but no KYC required);

remove takes them off the entity altogether. Prefer exclude where the person genuinely belongs

to the structure — it preserves the complete picture for audit.

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-manage-trustees-for-a-

legal-entity

Video walkthrough:

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

ees_for_a_Legal_Entity__f907cd4a

https://knowledge.easyaml.com/how-to-manage-trustees-for-a-legal-entity
https://knowledge.easyaml.com/how-to-manage-trustees-for-a-legal-entity
https://scribehow.com/o/PKpOki2kThyzGwDRLEXASw/viewer/How_to_Manage_Trustees_for_a_Legal_Entity__f907cd4a
https://scribehow.com/o/PKpOki2kThyzGwDRLEXASw/viewer/How_to_Manage_Trustees_for_a_Legal_Entity__f907cd4a
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9.1 Running a Customer Due

Diligence, Start to Finish

This guide walks through a full customer due diligence (CDD) in easyAML from beginning

to end — starting the matter, adding and verifying the parties, and clearing the checks

— so you understand not just which buttons to press but why the process runs in this

order. It's the overview that ties together the more detailed guides for each step.

Who this is for: anyone completing CDD on a matter — compliance officers, conveyancers,

agents, and support staff.

Before you start

1 Your account should be set up, including your AUSTRAC enrolment number (Account

Settings → Account). See the Add your AUSTRAC number guide.

2 Have the matter details to hand: the designated service, who the parties are, and any

supporting documents (trust deed, Customer Authorisation Form, etc.).

Which flow should you use first?

There are two ways to start a CDD in easyAML, and the right one depends on how your

industry engages clients.

Two starting points

1 Client-first — onboard the client (Add Legal Entity or Add Individual), verify them, then

link them to a transaction (designated service) as it arises.

2 Transaction-first — create the transaction first, and add the client(s) — legal entity or

individual — as part of the transaction flow.

Both paths end in the same place: a verified client linked to a designated service, with the

relationship tracked for ongoing CDD.

Transactional industries — real estate, conveyancing and property law



In property work the designated service is usually identified at the same time as the client — a

seller signs an agency agreement, a buyer exchanges contracts, a conveyancer is engaged on

a specific matter. The transaction is known from day one.

Recommended flow: transaction-first. Create the transaction, then add the parties within it.

This mirrors how the obligation actually arises — the designated-service trigger (agency

agreement, exchange, engagement) is what starts the CDD clock, and the delayed initial-CDD

provisions for real estate are also framed around the transaction (e.g. within 15/28 days after

exchange, or before settlement, whichever is earliest).

Relational industries — accountants and lawyers (non-property)

In professional services the client relationship typically comes first and designated services

arise later, matter by matter. A firm may onboard a client before knowing which services — if

any — will be designated.

Recommended flow: client-first. Onboard via Add Legal Entity or Add Individual, complete

the verification, then link the client to transactions as each designated service arises. The

client record and any completed KYC/KYB are then already in place when a new matter

starts, and the platform's automatic recheck cadence keeps the verification current

between matters.

These are recommended defaults by industry, not hard rules — your own risk-based procedures

or a specific client situation may call for a different sequence. Use judgement.

The building blocks — and the one rule that always holds

Whichever starting point you use, easyAML is built around three connected blocks:

1 Transaction — the matter you're providing a designated service on.

2 Entities — the companies and trusts involved, verified via KYB.

3 Individuals — the people involved, and the people behind the entities, verified via KYC.

The one rule that applies to both flows — entity-first, individuals-attached. For any

entity, the KYB is the anchor record, and the KYCs for its directors, controllers and beneficial

owners hang off it. In practice that means adding the top-level structure first and letting

easyAML unwrap it — tracing the ownership chain to surface the people who ultimately own

or control it (the Ultimate Beneficial Owners, or UBOs). By the time you add individuals you

already know who needs verifying and why, rather than guessing up front.



So within an entity the structural order is always: Entity (KYB) → unwrap → UBOs &

controllers (KYC).

The walkthrough below follows the transaction-first sequence, since it's the most common (and

the recommended flow for property work). If you're client-first, the building blocks are identical

— you simply add the legal entity or individual first (Step 2 or Step 3) and create or link the

transaction (Step 1) once a designated service arises.

Step 1 — Create the transaction

Every designated service needs a transaction record. It's the starting point of your AML trail.

Create it 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 the compliance clock correctly.

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

1 Go to Transactions → Add New in the side menu (or Add New Transaction on the

transactions list). Both open the same three-step flow.

https://app.easyaml.com/transactions/new


2 Step 1 — Transaction information. Capture the core details: transaction type, source,

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

how the platform calculates risk and which CDD steps are required. Nothing is locked in;

you can edit before sign-off. Click Next.



3 Step 2 — Associate the parties. Search your existing records and select each party.

Anyone verified within the last two years carries their profile and screening across

automatically — no double-handling. Parties not yet in your records can be added later.

Click Next.

4 Step 3 — Transaction details. Complete any remaining type-specific details, then click

Create Transaction.

From here easyAML runs screening across all parties, calculates a risk rating against your

firm's Risk Assessment baseline, and queues any outstanding CDD. High-risk matters are

flagged for Enhanced CDD (source of funds and source of wealth). Everything is logged to the



audit trail.

Step 2 — Add the entities (KYB) and let them unwrap

For any company, trust, SMSF, or partnership in the matter, add the entity so easyAML can

verify it and unwrap its ownership.

OPEN TO START https://app.easyaml.com/legal-entities/new

https://app.easyaml.com/legal-entities/new


Companies

1 Entities → Add Entity, then choose Australian.



2 Enter the name, ABN or ACN. easyAML queries ABR & ASIC in real time and returns an

exact match (for ABN/ACN) or a list of candidates (for a name).

3 Confirm the record, set the trading name and industry (use Ask Amelie for an AI industry

lookup), assign a Group if needed, then Create entry.



4 easyAML unwraps the ownership chain automatically — following each branch until it

terminates in a natural person. Each corporate layer is its own KYB. Default unwrap

depth is three layers; it stops once every branch resolves to a person, so you're only

charged for layers that exist.

5 Open the UBOs tab to see every individual identified — the people who own 25% or

more, or otherwise control the entity.



Trusts

1 Entities → Add Entity, then choose Trust.



2 A trust isn't on any public register, so the trust deed is the authoritative source.

Upload the deed — easyAML's AI deed reader extracts the key parties for you to review

and confirm (or enter them manually).



3 The trust profile is created, showing identified controlling persons. The UBOs tab lists

trustees, appointor, and named adult beneficiaries; the Documents tab is the

permanent home for the deed and any amendments.

Corporate trustees and layered structures. A trust with a corporate trustee, or a company owned

by other companies, unwraps layer by layer. Add the top entity, let it unwrap, and follow the

chain the platform reveals rather than trying to map it by hand.

Step 3 — Add the individuals (KYC) revealed by the unwrap

With the structure unwrapped, the UBOs tab tells you exactly which people need verifying.

Add any who aren't already in your records.

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

https://app.easyaml.com/individuals/new


1 Entities → Add Individuals.

2 Choose the verification method:

3 Remote VOI (default) — easyAML sends the person an SMS/email link; they capture their

ID and complete a liveness selfie on their own phone.

4 In-person VOI — for someone physically present; a staff member witnesses the capture.

The liveness selfie is optional in this mode.

5 Add optional extras where relevant:

6 Questionnaire — broader onboarding information, separate from financial evidence.



7 Source of Funds / Source of Wealth — where the money comes from. Choose the

Enhanced evidence tier for higher-risk individuals or PEPs, Standard for routine matters.



8 Submit, then track status under Entities → List Individuals — who's completed, who's

pending, and any records flagged for review.

Step 4 — Clear what screening surfaces

As parties verify, easyAML screens them and may raise items for a human decision. These are

deliberate review gates, not errors.

PEP / sanctions / adverse-media matches

Screening data is supplied by Dow Jones. The system auto-dismisses matches that clearly

aren't your customer (mismatched photo, DOB far apart, plainly different names), leaving only

genuine possibles to review. For each remaining match:

1 Dismiss, with a reason where the details point away from your customer — a different

DOB, a different country, or a different person of the same name — or where nothing

found confirms a link. Always record a specific reason. The dated note is your audit

evidence that the match was assessed, not waved through.

2 Confirm where the verified details clearly identify your customer. Confirming can trigger

Enhanced Due Diligence and raise the customer's risk rating; add a short note on what

confirmed it.



“Force Match Required” / “Needs Review” / “Sign Off Required”

These hand a verification decision to a person rather than auto-passing it. Common triggers: a

name variance (e.g. a middle name on the ID that wasn't entered), a slight DOB or field

difference, a facial-match issue on a low-quality ID image, an attached Customer Authorisation

Form, uploaded supplementary documents, or a sector rule that always requires CO sign-off.

The Compliance Officer (or a suitably-roled user) uses the force-match function to record a

deliberate decision: “I've reviewed the variance, I'm satisfied this is the correct person, and I

approve the verification.” The action is audit-logged with user, timestamp and reason — you

don't restart the KYC. Use it deliberately, not as a shortcut around poor data quality; your

audit position is strongest when force-match is rare and well justified.

Step 5 — What “done” looks like

1 Each party shows a clear KYC/KYB and screening status.

2 Once all parties are verified, the entity's (and transaction's) risk rating resolves — an

entity's rating combines its own profile with the risk of the people behind it.

3 The full transaction record — parties, ratings, screening results, documents, audit log —

is the single view your Compliance Officer or an AUSTRAC reviewer will reference.



More ways to get help

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

Knowledge Base: knowledge.easyaml.com

Video walkthroughs: Scribe links to be added.
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9.2 Adding and Managing Individuals (KYC)

Every individual you need to verify — buyers, sellers, directors, trustees, UBOs, or any

other party to a matter — is added here before they can be tagged to a transaction. This

guide covers the verification options, the optional questionnaire and source-of-

funds/wealth requests, and tracking progress.

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

Add the individual and choose the verification method

1 Open the Entities menu in the left sidebar and select Add Individuals.

https://app.easyaml.com/individuals/new


2 Enter the individual's details — name, mobile and/or email, and occupation. Accurate

contact details matter: they determine where the VOI link is sent.

3 New Remote VOI is the default for most people. The platform sends an SMS and/or

email link; the person opens it on their own phone, captures their ID document,

completes a liveness selfie, and submits — typically in a few minutes.

4 In-person VOI is for someone physically present, with a staff member witnessing the

document capture directly. In this mode the liveness selfie is optional — staff presence

provides the assurance.



Optional extras — questionnaire and SoF/SoW

1 The Questionnaire is optional and separate from Source of Funds/Wealth: where

SoF/SoW collects financial evidence, a questionnaire collects broader onboarding

information — such as the nature and purpose of the relationship.



2 The Source of Funds / Wealth section configures financial-evidence collection when you

need it. Source of funds establishes where the money for this transaction comes from;

source of wealth covers how the person's overall asset position was built. Click Add

Source of Funds/Wealth to configure.



3 Select the source type matching the person's circumstances (employment income,

business income, real estate, inheritance, etc.), then work through the steps. At the

evidence tier, choose Enhanced for higher-risk individuals or PEPs, or Standard for

routine matters — this controls the depth of documentation requested.





4 Click Add to Verification to attach the configuration. The customer completes it as part

of their VOI session, and their responses and uploaded documents are stored as a frozen

snapshot on the record.



Submit and track

1 Click Submit. Track every individual's status from Entities → List Individuals — who has

completed, who's pending, and any records flagged for review.

2 From the list you can also search existing individuals to tag them to new transactions —

anyone verified within the two-year validity window carries across without re-verifying,

keeping records clean and avoiding duplicate KYCs.

Reviewing a completed verification — identity outcomes, matches, evidence, notes and the

summary report — is covered in the companion guide: Reviewing a KYC Record, Step by Step.

More ways to get help

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

Knowledge Base: https://knowledge.easyaml.com/working-with-individuals-

in-easyaml

Video walkthrough:

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

Individuals_in_easyAML__b8e5328c

https://knowledge.easyaml.com/working-with-individuals-in-easyaml
https://knowledge.easyaml.com/working-with-individuals-in-easyaml
https://scribehow.com/o/PKpOki2kThyzGwDRLEXASw/viewer/Adding_and_Managing_Individuals_in_easyAML__b8e5328c
https://scribehow.com/o/PKpOki2kThyzGwDRLEXASw/viewer/Adding_and_Managing_Individuals_in_easyAML__b8e5328c
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9.3 Reviewing a KYC Record — Step by Step

Once a verification has run, the individual's record is where you review and complete

the KYC — confirming identity outcomes, collecting financial and source-of-wealth

evidence, adjudicating screening results, and keeping the record management (notes,

attachments, logs) audit-ready. This guide walks the record tab by tab. It pairs with

Running a Customer Due Diligence, Start to Finish, which covers creating the CDD in the

first place.

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

Start at the Summary tab

1 Open the individual's record (Entities → List Individuals, or click the person from a

transaction). You land on the Summary tab — a one-screen snapshot: documents

collected, overall verification status, relationship count, and the automated check results

(banned directors, sanctions, PEP, facial comparison, adverse media, online fraud). Use it

to see at a glance what has cleared and what still needs attention. The top section stays

visible on every sub-tab.

https://app.easyaml.com/individuals


2 To check or update contact details, click the edit (pencil) icon next to the person's email

in the record header. Accurate contact details matter — they determine where VOI links,

evidence requests, and questionnaires are sent. You can also apply a label or add the

record to a Group.

3 The header also carries quick actions: Request information (ask for further due-

diligence information), Add note, New KYC (re-verify), Exclude from Verification (this

person doesn't need KYC), Mark as Indirect Customer (not directly a customer for AML

purposes), and Archive (remove from view).



4 Any result marked for review can be opened for detail. Click a check card (e.g. Adverse

Media) to expand the underlying match data and the document-level checks — for

example a driver's licence showing Document Check, Face Match and Name Match

outcomes — so you can satisfy yourself the result is sound before relying on it.



Identity verification

1 Open the Identity tab. It shows the Name Matches table — the reference name

checked against each captured document (e.g. driver's licence and passport) — and the

Liveness Check selfie frames from the VOI. Review these to confirm the person who

verified is the person on the documents.

2 Where checks haven't fully passed, easyAML prompts a Match Individual decision:

review the issue, choose a Primary forced match reason, and Confirm — recording a

manual match with a documented justification. See the dedicated guide Resolving “Force

Match Required” and “Needs Review” for the full decision framework.



Financial profile — Source of Wealth / Source of Funds

1 Open the Source of Wealth or Source of Funds tab. Where nothing has been requested

or collected yet, you'll see “No documents yet” with a prompt to request it.

2 Click Request documents to launch the Request Source of Wealth or Funds Evidence

wizard, then work through its five steps:

3 ① Document Types — select the source(s) that apply (employment income, business

income, real estate, inheritance, etc.).

4 ② Tag & Link — tag each as Source of Wealth, Source of Funds, or both.

5 ③ Evidence — choose the Base or Enhanced tier and confirm the required documents

(e.g. a recent payslip and/or ATO Notice of Assessment).

6 ④ Questions — review the questions the individual should answer and any documents

to upload; add custom questions or uploads if needed.



7 ⑤ Review & Send — add an optional message and click Send Request. The request goes

to the individual and the response lands back in this tab.



Risk and Matches

1 Open the Risk tab to review the screening outcomes in full — PEP check, Sanctions

check, and Banned Directors check — each showing its status and the sources

searched. This is where you evidence that screening was completed across the

major databases.

2 Open the Matches tab. If screening returned nothing you'll see “No potential matches

found”. Where a potential match exists, open it, review the detail, and Confirm or

Dismiss with a reason — see the dedicated guide Reviewing PEP, Sanctions and Adverse-

Media Matches.



Relationships and Billing

1 Open the Relationships tab to see how this individual connects to your business — the

Transactions they're tagged to and any Legal Entities they're linked to.

2 Open the Billing tab for the costs attributed to your business for this individual — total

cost and billing events. If the KYC request was set to Invoice my Company, you'll see a

cost and billing events here; if it was Collect Payment from Client, it shows $0 and no

billing events.



Record management — Notes, Attachments, Logs

1 Open the Notes tab. Existing notes list their type, message, author and timestamp — the

narrative history of the review. Click Add Note, choose a Note Type (e.g. General or

Compliance), enter the note, and save. It's stored with your name and the date/time for

the audit trail.

2 Open the Attachments tab to view and search every document held against the record

in one place.

3 Open the Logs tab for the full activity log — date/time, user, and action — evidencing

everything done on the record.

Questionnaires

1 Open the Questionnaire tab to view issued and completed questionnaires. Click New

Questionnaire to send one.



2 Work through the wizard: ① Select Sets — choose a question set (e.g. your onboarding

set); ② Questions — select or deselect questions and add custom ones; ③ Review &

Send — add an optional customer-facing description and message, then Send Request.

Finish: generate the summary report

1 Once the record is complete and there are no actions left to review, click Generate

Summary Report. This compiles the identity, screening and evidence outcomes into a

single downloadable report for your file — the output of the review.



Where this fits: create the CDD first (see Running a Customer Due Diligence, Start to Finish), then

use this review workflow on each individual as verifications complete. The summary report is

your file evidence that the review was done.

More ways to get help

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

Knowledge Base: knowledge.easyaml.com
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9.4 Resolving “Force Match

Required” and “Needs Review”

When a transaction shows Force Match Required, Needs Review, or Sign Off

Required, it isn't a bug or a failed check you need to restart. These are deliberate review

gates that hand the decision to a person rather than auto-passing it.

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

Why it shows

The common triggers are:

1 Name variance — the name on the verified ID differs slightly from the name entered at

transaction creation: a middle name on the licence that wasn't entered, hyphenation

differences, transliteration of non-Latin characters, or a simple spelling difference.

2 Conflicting ID data — the date of birth or another field differs slightly between the

entered details and the document.

3 Facial matching issue — the face from the liveness capture and/or ID images doesn't

match; often due to a low-quality or faded ID image.

4 A Customer Authorisation Form (CAF) is attached — anything carrying legal weight

beyond the ID match goes through explicit CO sign-off.

5 Supplementary documents uploaded — a manual VOI, trust deed, POA, proof of

address or source-of-funds document needs review before the transaction clears.

6 High-risk or sector-mandated sign-off — some transactions always require CO review

regardless of automated pass status.

https://app.easyaml.com/transactions


How to resolve it — step by step

The Compliance Officer (or a user with the appropriate role) records the decision on the

individual's record:

1 Open the individual's record (Entities → List Individuals, or via the transaction's party

list), then open the Identity tab. The Name Matches table shows the reference name

against each captured document, and the Liveness Check frames from the VOI.

2 Where the checks haven't fully passed, easyAML prompts a Match Individual decision.

Review the issue noted, then decide whether the individual is Matched or Not Matched.



3 Open the Primary forced match reason dropdown and select the reason that applies —

for example “(Name matching issue) — Reference name different to passport”.

4 Click Confirm. This records a manual (forced) match with a documented justification —

user, timestamp and reason — preserving the audit trail for why the individual was

accepted despite the electronic result. You don't restart the KYC.

Use force-match deliberately, not as a shortcut around poor data quality. If it's coming up often,

that's a signal to tighten data capture at the front end. Your audit position is strongest when

force-match is rare and well justified.

A common example

A client's name was entered at transaction creation with a spelling that doesn't match their

verified ID. The KYC stops at the review gate on the name variance. Correcting the spelling in

the source system generally won't push through automatically — the data is pulled when the

transaction is created rather than kept in live sync. Rather than restarting, the CO reviews the

variance, confirms it's the right person, and force-matches with a note recording the reason.



More ways to get help

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

Knowledge Base: knowledge.easyaml.com

Video walkthrough: Reviewing a KYC — step by step (covers this flow in context).
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9.5 Reviewing PEP, Sanctions

and Adverse-Media Matches

When a match appears, the aim is to work out whether the person is genuinely the

individual named in the match, or someone unrelated who shares a name. Screening

data is supplied by Dow Jones — one of the leading global watchlist and adverse-media

providers, widely used across Australian and international financial institutions.

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

What the system does before you see anything

Matches that clearly aren't your customer are dismissed automatically — for example where

an available photo doesn't match, the date of birth or age is too far apart, or the names can

plainly be distinguished (such as both records carrying a middle name, but a different one).

After identity verification (VOI) completes, matches are re-checked against the customer's

verified name and, where available, date of birth and biometric photo comparison. That keeps

the noise down, so you only review matches that genuinely warrant a look.

Where to review — step by step

1 Open the individual's record and go to the Matches tab. If screening returned nothing,

you'll see “No potential matches found” — nothing further to do.

https://app.easyaml.com/transactions


2 Where a potential match exists, open it to adjudicate. Review the match detail — name,

date of birth, nationality, listed Entities & Associations, and Sources (articles or info

snippets where available).

3 Decide: Confirm it as a true match, or Dismiss it as a false positive — recording

your reason. The decision is stored against the record, keeping your screening

disposition auditable.

How to assess a match

Compare the match against the details you hold for the customer:

1 Name — exact match, or just a common name in common?

2 Date of birth — same, different, or not stated in the match?

3 Nationality / country of birth — consistent with the customer?

4 Photo — where a photo is available on the match, does it resemble the person verified?

5 Articles or info snippets — included with the match record where available.

6 Open-source / web checks — search the named individual to see whether anything ties

them to your customer, or clearly separates them.

When to dismiss the match

1 Dismiss where the available details clearly point away from your customer — for example

a different date of birth, a different country, or a different person of the same name.



2 Where information is limited, dismiss on the basis that nothing found confirms a link,

and the match is therefore unlikely to relate to this customer.

Always record a brief, specific reason. A bare “not them” isn't enough — note the distinguishing

factor: different DOB, different country, different person of the same name, or no corroborating

information found. The dated note is your evidence, if AUSTRAC or an independent reviewer ever

asks, that the screen was assessed rather than waved through. An unexplained dismissal leaves

a gap in the audit trail.

When to confirm (accept) the match

1 Accept where the verified details clearly identify your customer as the person named —

for example a matching date of birth and country, a photo that resembles them, or a

corroborating occupation or role.

2 Accepting can trigger Enhanced Due Diligence and elevate the customer's risk rating. Add

a short comment noting what confirmed the match.

More ways to get help

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

Knowledge Base: knowledge.easyaml.com

Video walkthrough: Reviewing a KYC — step by step (covers this flow in context).



KYC-08

9.6 Adding Custom

Questionnaires to Send to Clients

Custom question sets let you collect broader onboarding information from clients —

beyond identity and financial evidence — as part of their verification. Build the set once,

then attach it to any KYC request.

OPEN TO START https://app.easyaml.com/settings/account

Create a question set

1 Go to Account Settings → Customisation, then select the Question Sets tab.

https://app.easyaml.com/settings/account


2 Click New Question Set.

3 Name the set (e.g. “Business Onboarding Questions”), then complete both descriptions —

the Description is internal, seen only by your team; the Customer-Facing Description is

what clients read, so make it clear and helpful.



4 Choose the Type — generally Questionnaire.

5 Add your questions. Question formats include numeric (“How many people are in your

business?”), text (“What is the name of your accounting firm?”), and file upload (“Please

add your industry certification”). Mark questions required or optional as needed.

6 Click Create. The set is now available to attach when sending a KYC or from an

individual's Questionnaire tab.



Edit or delete a set

1 Click Edit on the question set to add or remove questions, then Save Changes.

2 To remove a set entirely, click Delete and confirm.



Questionnaires are separate from Source of Funds / Wealth: SoF/SoW collects financial evidence,

questionnaires collect broader onboarding information. Sending them is covered in Adding

Individuals (KYC-07) and Reviewing a KYC Record (KYC-09).

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-add-custom-

questionnaires-to-send-to-clients

Video walkthrough:

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

uestionnaires_to_Send_to_Clients__64e28810

https://knowledge.easyaml.com/how-to-add-custom-questionnaires-to-send-to-clients
https://knowledge.easyaml.com/how-to-add-custom-questionnaires-to-send-to-clients
https://scribehow.com/o/PKpOki2kThyzGwDRLEXASw/viewer/How_to_Add_Custom_Questionnaires_to_Send_to_Clients__64e28810
https://scribehow.com/o/PKpOki2kThyzGwDRLEXASw/viewer/How_to_Add_Custom_Questionnaires_to_Send_to_Clients__64e28810


Reporting

 Creating and Submitting an SMR, UAR or TTR

S E C T I O N  1 0

Create and submit regulatory reports to

AUSTRAC.

REP-01



REP-01

10.1 Creating and Submitting an SMR, UAR or TTR

easyAML prepares your AUSTRAC reports — Suspicious Matter Reports (SMR),

Unusual Activity Reports (UAR) and Threshold Transaction Reports (TTR) — and

then guides you through lodging them. SMRs and TTRs must be submitted to AUSTRAC;

the platform's “digital twin” matches AUSTRAC Online page-for-page so the lodgement is

a copy-across exercise.

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

https://app.easyaml.com/reporting


Prepare the report

1 Click Create Report in the Reporting sidebar and choose the report type — UAR, SMR or

TTR. (This walkthrough shows an SMR; each type follows the same pattern.)

2 Many sections auto-populate from your account and records. Work through each section,

accurately completing what's missing, and click Next to move on.



3 Select the transaction the matter relates to, review the linked transaction, and

proceed to Report details.

4 Complete the substance of the report: the suspicious activity summary, the reason for

suspicion, the relationship to your organisation (generally Customer), and one or

more risk indicators observed.



5 Attach any supporting documentation — emails, CRM notes, bank statements, or

anything else relating to the matter.

6 Do a final review and click Create SMR in easyAML — or Save as Draft to amend later.



Lodge with AUSTRAC (the digital twin)

1 The AUSTRAC submission page mirrors AUSTRAC Online page-for-page. Click Open

AUSTRAC Online and log in.

2 Follow the marked steps on the left (an SMR has five) — copy each section's information

into the matching AUSTRAC section, ticking off as you go.



3 Once lodged, open the Record Receipt tab, enter the AUSTRAC receipt number, then

click Mark as submitted in easyAML — logging that you've completed the obligation,

with the receipt stored on the record.

Tipping-off: never disclose to the customer (or anyone outside those who need to know)

that an SMR has been made or is being considered. Keep report preparation restricted to

authorised staff.

More ways to get help

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

Knowledge Base: https://knowledge.easyaml.com/creating-and-submitting-a-smr-

uar-or-ttr-report

Video walkthrough:

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

g_a_SMR_UAR_or_TTR_report__7e101005

https://knowledge.easyaml.com/creating-and-submitting-a-smr-uar-or-ttr-report
https://knowledge.easyaml.com/creating-and-submitting-a-smr-uar-or-ttr-report
https://scribehow.com/o/PKpOki2kThyzGwDRLEXASw/viewer/Creating_and_submitting_a_SMR_UAR_or_TTR_report__7e101005
https://scribehow.com/o/PKpOki2kThyzGwDRLEXASw/viewer/Creating_and_submitting_a_SMR_UAR_or_TTR_report__7e101005


Integrations

 Working with Apps and the Marketplace

 Connecting Xero Practice Manager &amp; Importing Jobs

 Actionstep — Integrate, Configure &amp; Create Transactions

S E C T I O N  1 1

Connect easyAML to the apps and practice-

management tools you already use.

INT-07

INT-02

INT-04



INT-07

11.1 Working with Apps and the Marketplace

The Apps page is where you connect your existing management software to easyAML.

This guide covers browsing the Marketplace, the two kinds of apps and how each

connects, and what to do if the tool you use isn't there yet — we're always open to

adding new integrations based on what customers need.

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

Browse and install

1 From anywhere in the platform, open the Apps menu on the left, then click Marketplace

to see all the tools you can connect.

https://app.easyaml.com/apps


2 Browse the tiles (or search) and pick the platform you'd like to link with your account.

easyAML Hosted apps — connect from inside easyAML

1 Apps marked easyAML Hosted connect from inside easyAML.



2 Click Install to kick off the connection, then Authorise to give easyAML permission to

talk to your chosen platform.



3 A new window asks you to log in to your management software — this simply confirms

it's really you connecting the two accounts. Once you're back, the app shows as installed

and ready to use.



4 Installed hosted apps enable new menu items — Import Individuals, Import Legal

Entities or Import Transactions — and some also add an “Open in easyAML” button

inside the connected app.

3rd Party Hosted apps — approve,

then connect from the other side

1 Apps marked 3rd Party Hosted only require approval inside easyAML — you then

connect to easyAML from within your other system.



2 Click Install, then review the permissions the app is requesting and, if

acceptable, Approve.

External systems cannot connect to easyAML unless an easyAML member with appropriate

permissions has approved the app and the permissions it requires — approval is the

security gate.



Can't see the tool you use?

1 Head to the Requests tab and click Request Custom App.

2 Fill in a few details about the platform you'd like supported — integration name, what

you want to do with it, and the business need — then Submit. We review every request

and will be in touch.



More ways to get help

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

Knowledge Base: https://knowledge.easyaml.com/working-with-apps-in-easyaml

Video walkthrough: Scribe link to be added once published.

https://knowledge.easyaml.com/working-with-apps-in-easyaml


INT-02

11.2 Connecting Xero Practice

Manager & Importing Jobs

Connect easyAML to Xero Practice Manager (XPM) once, then import XPM Jobs as

easyAML transactions — with links maintained in both directions between the

transaction and the Job.

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

Connect XPM

1 Select Apps in the sidebar, open the Marketplace, and search for Xero

Practice Manager.

https://app.easyaml.com/apps


2 Click Install, then Authorise. A Xero login popup appears — sign in and click

Allow access.

Import an XPM Job as a transaction

1 Go to Transactions and click Import Transactions.



2 Search for the XPM Job by Job Number or Job Name, select the result, and click

Import transaction.



3 The client is imported with the transaction. Open them from the individuals list — a link

back to the XPM contact is created automatically; the transaction likewise carries a link

that opens XPM at the connected Job.

More ways to get help

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

Knowledge Base: https://knowledge.easyaml.com/what-platforms-does-

easyaml-integrate

Video walkthrough:

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

ML_to_Xero_Practice_Manager_and_import_Jobs__d4784947

https://knowledge.easyaml.com/what-platforms-does-easyaml-integrate
https://knowledge.easyaml.com/what-platforms-does-easyaml-integrate
https://scribehow.com/o/PKpOki2kThyzGwDRLEXASw/viewer/How_to_Connect_easyAML_to_Xero_Practice_Manager_and_import_Jobs__d4784947
https://scribehow.com/o/PKpOki2kThyzGwDRLEXASw/viewer/How_to_Connect_easyAML_to_Xero_Practice_Manager_and_import_Jobs__d4784947


INT-04

11.3 Actionstep — Integrate,

Configure & Create Transactions

The Actionstep integration works in two directions: import Actionstep matters into

easyAML as transactions, and open easyAML directly from a matter with the “Open in

easyAML” button. Setup happens once (install, role mapping, Actionstep permissions);

after that, staff create transactions straight from their matters.

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

Part 1 — Install and authorise

1 In easyAML, open Apps → Marketplace, search for Actionstep, and click Install.

https://app.easyaml.com/apps


2 Click Authorise Actionstep — an Actionstep login window opens. Sign in and Grant

access. This authorises easyAML to act on your behalf, and adds an easyAML custom

data collection to each Matter Type.



Part 2 — Configure the mapping

1 Click Configure and review the account settings. Tasks can be created to remind

Actionstep users of important easyAML actions, and disbursements can be raised in

Actionstep matters when KYB/KYC costs are incurred.



2 Map participant roles to transaction roles — this controls which matter participants

are imported. For participant types that never need AML, choose Exclude from AML.

Click Continue — the mapping applies to all users on your account.

Part 3 — Enable the easyAML panel in Actionstep

A few permission steps inside Actionstep make the easyAML data collection (and its “Open in

easyAML” button) visible:



1 In Actionstep's permissions, open the System Object dropdown. For each “Data

Collection [Matter Type]::easyaml” collection: set System Role to “User”, enable the

can_read permission, and save. Repeat for each Matter Type relevant to AML — others

can be skipped.

2 For Actionstep's built-in AML status fields: open Action AML Status, enable can edit

action aml status and can_set_action_aml_status_to_complete, then Save. (The

settings page links Actionstep's own step-by-step guide for these fields.)



Part 4 — Import a matter as a transaction

1 From easyAML: Transactions → Import Transactions, search and select the matter,

choose which entities to import (select/deselect all in the top-right), set the Legal Entity

Type and Transaction Type that best match the matter, and click Import transaction.



Part 5 — Or start from the matter (“Open in easyAML”)

1 In a matter of a relevant type, click Configure Panels at the bottom of the page and tick

the easyAML checkbox under Custom Data.





2 Click Open in easyAML in the matter panel — easyAML opens in a new tab. Select the

Transaction type, review the individuals and legal entities to be imported (untick any

that shouldn't come across), and click Import transaction.



3 You're redirected to the imported transaction. Open in Actionstep deep-links back to

the connected matter — and each imported entity or individual carries its own link back

to the matching Actionstep contact.

Parts 1–3 are one-time setup by an administrator. Day to day, staff only use Part 4 or Part 5.

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-integrate-and-configure-

actionstep-with-easyaml

Video walkthrough:

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

_Configure_Actionstep_With_easyAML__7434db90

https://knowledge.easyaml.com/how-to-integrate-and-configure-actionstep-with-easyaml
https://knowledge.easyaml.com/how-to-integrate-and-configure-actionstep-with-easyaml
https://scribehow.com/o/PKpOki2kThyzGwDRLEXASw/viewer/How_To_Integrate_And_Configure_Actionstep_With_easyAML__7434db90
https://scribehow.com/o/PKpOki2kThyzGwDRLEXASw/viewer/How_To_Integrate_And_Configure_Actionstep_With_easyAML__7434db90


More ways to get help

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

relevant walkthrough.

Knowledge Base: knowledge.easyaml.com

Support: support@easyaml.com · 1300 425 495
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