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1. Purpose of the user guide

The purpose of the user guide is to assist impacted financial institutions (Users) to complete the
beneficial ownership information outlined in the FSCA Information Request 6 of 2022 on the E-Portals.

2. Process

Please note that only the Compliance Officer (CO) of a Manco can login/register to use the CIS E-

Portal to submit the BO information.

The following is a step-by-step process that Users should follow when completing information on the

E-Portals:

User guide
The user guide on how to complete the collection of the BO information can be accessed on the logon
page of the CIS E-Portal and the main screen of the BO information.

The screen below shows you where you can find the user guide on the logon page.

CIS Online System

CIS Online System Logon
| Click here to download the CIS Beneficial Ownership Information user guide I

Email Address|[|

Welcome to the CIS Online System! In order ta login to this portal, you need fo register as a user. If you have already registersd as a user, enter your smail address and password above and click on “Logon”. If
you are not registered, click an the “Register” button

2.1 Registered Users

To access the CIS/Hedge Funds e-Portal, go to the FSCA website, select
- Regulated Entities, E-Services, CIS / Hedge Funds, CIS / Hedge Funds Online Submissions
alternatively you can click on the link below to take you to the logon page,
https://www.fsca.co.za/MagicScripts/marqispi.dlI?APPNAME=Web&PRGNAME=FSB Online Lo
gon&ARGUMENTS=-N12
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- If your e-mail address has changed, please send an e-mail to

cis.applications@fsca.co.za to have your e-mail address updated

CIS Online System

CIS Online System Logon
| Click here to download the CIS Beneficial Ownership Information user guide I

Email Address |

Password

(———— r——

Please send any queries to fsca_smni_chbr_comments@fsca.co.za

Welcame to the GIS Online System! In order fo login te this portal, you need fo register as a user. If you have already registered as a user, enter your email address and passward above and click on “Logen”. If
you are no registered, click on the “Register’ bution

2.2 Unregistered Users

If a User is not registered on the CIS E-Portal, complete the information on the below screen,

CIS Online System Registration

Emailﬁddressl I
Name

Surname | |

IT you have any endquiries please contact the FSCA call centre - 0800 20 37 22

After providing your details above and clicking on “Register”. you will receive an email with instructions to modify your profile

- Click on “Register” and a password will be sent to the e-mail address of the approved CO.
2.3 Capturing of BO Information

Once logged in the Beneficial Ownership option will be at the bottom of the CIS menu. Select

“Beneficial Ownership” to proceed. The User can also access the user guide on this page.
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CIS Online System

2.4 After selecting the Beneficial Ownership on the above screen, the screen below will display where
you can select the Manco to capture the beneficial ownership information.
Foreign Mancos do not need to capture beneficial ownership information, therefore the ‘Select’

option will not be displayed.

CIS Online System

Note that if there is only one Manco linked to the CO profile this screen will not be displayed.

3. Direct Ownership Information

3.1 The User will be directed to the screen below for capturing direct ownership information by clicking
the “New Ownership Record On This Level” button. The User can also access the user guide on

this page
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[3If.l- tsere 8o downlosd ®se CIS Beneficial Ownarship Information user;.-ﬂel

999 | |Test Local Manco (Py) Lid

Regabatan Nu=ter LT

COMPANY

¥ Peprsr L r ' ' i o Type ot 2y riry

N —e—

How (remerabip Record Cn Thin | ewsl

3.2 The User will then be directed to the screen below (type of legal entity)

999 |[Test Local Manco (Pty) Lty

1901/000881/0%

COMPANY

Legal Entty * Piease Seiect A Legal Entity ¥
Please Select A Legal Enti
CLOSE CORPORATION
COMPANY
COOPERATIVE

| HATURAL PERSON
PARTNERSHIP
TRUST

|union

Fields marked with * are compulsary.

All Personal Information is processed in line with the FSCA's Privacy Policy which can be found on Privacy Policy

***Note: The information to be captured on the screen above is on the first level. After capturing all
the direct ownership information on this level, you will then be able to capture Benefical Ownership
information on the “Next Ownership Level”. Take note of the exclusions below:

Next Ownership Level button disabled for the following reasons:

. Total Ownership % on this level must be 100% before the next ownership level can be enabled,
except if the Regulated Entity is a Listed Company, Trust, Co-operative or State Owned Enfity
The next ownership level can only be enabled if it is confirmed that this level is completed by ticking
the above confirmation checkbox.

2. Total Ownership % on this level may not exceed 100%.

3. The entity is a FSCA Regulated Entity and no further action reguired.

4. The entity is a Natural Person and no further action required.

5. The entity is a State-Owned Company and no further action required.

3.3 Below are examples of the screens that will appear based on your selection of the legal entity
outlined in 3.2:
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BENEFICIAL OWNERSHIP

Regulated Entity

Manco No. and Mame [ |[Test Local Manco (Pty) Lty ]
Registration Number | 1201/00083 1/06 \
Legal Entity

[company \

Legal Entity *
Entity Name *

Identity Type *

EI.OSE CORPORATION e |

|

Company
Number(CIFC) "

Ownership Percentage *

Crwmership Obtained Date *

Jurisdiction *

| ¥yyyhoooooo: e.g. 2006/161500/23=

?I:Ieg. 2051

Fields marked with * are compulsory.

T E—T—

All Personal Information is processed in line with the FSCA's Privacy Policy which can be found on Privacy Policy

b) Company

Manco No. and Name

Ragistration Number

Legal Entity
Legal Entity *
Entity Nama *
Type of Compary *
Identity Type *

Company Regiztration
Number(CIFC) *

Ownership Percenlaga *
Ownership Obtained Date *

Jurisdiction *

All Pergonal Information ks processed in line with the FSCA's Privacy Pelicy which can be found on Privacy Palicy

c) Cooperative

BENEFICIAL OWNERSHIP

Regulated Entity

999 | [Test Local Manca (P1y) Lty

. [1991/000881108 |

'|coupm~r |

[comesny | v

| Flease Select A Type of Company |

| Company Registration Number |

y¥yyhooocohor &g 20066150002 3>

[ a.g. #0.51

’ L

[ Please Select A Jurisdiction ~|

Fields marked with * are compulsory.
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BENEFICIAL OWNERSHIP

Regulated Entity

Manco No. andName | (999 [ Test Local Manco (Pty) Liy |
| Regiskation Number [1991/000881/06 |
| Legal Enty I|CUMPMY |

Legal Entity || cooperaTive | ~

Entity Name * |

Identity Type * [company Registration Mumber v |

Company Registration | yyyyhooooneo: e 200616150823

Number{CIPC) *

Cwmership Percentage * [ ‘:‘e g. 80.51
. Cwmership Obtained Date © [ | El
’Junsﬂiclion " ’|P1em Select A Jurisdiction v]

Fields marked with * are compulsory.

All Personal Information is processed in line with the FSCA’s Privacy Policy which can be found on Privacy Palicy

d) Natural Person

BENEFICIAL OWNERSHIP

Regulated Entity

Mance No. and Nam l[w!;”nm Local Manco (Py) Liy |
 Registration Number I|m1m|ms1.foe |
. Legal Entity l|{:OMPMY |
Legal Entity * | v]
- Nama * |
Surname * |
| 1nentey Type - -|P|am Select An Identity Type * |

Compamy Regetration
Number[CIPC) *

Cromerzhip Percantage *

Yyyyiooooeho: e g 2006161509723

-|:|s.-:|. 80.51

. Crwnarship Obtained Date * | =

| Cell Phone No. | ” ” |e g. +27 82 5566200 (Country code | Area code | Number)
- Email Address |

| Nationakty * . Flease Select A Mationality bl

Country of Residence *

Polilically Exposed Person?* [ w|

| Flense Select & Country of Resdence v |

Fields marked with * are compulsory

All Persenal Information is procassed in ling with the FSCA's Privacy Policy which can be found on Privacy Policy
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e) Partnership

BENEFICIAL OWNERSHIP

Regulated Entity

Manco No. and Name . |9@9 || Test Local Manco (Pty) Lty
Registration Mumber l |19'B1|‘DEIE1881ID€|
Legal Entity | |company

.Legal Entity * Emm&asmp | |

- Entity Name * |

- Cramership Percentage * ! : e.g. 80.51

. Cremership Obtained Date * ! | E

| Juresdiction * ! [ Flease Select A Junsdiction b |

Fields marked with * are compulsory.

All Personal Information is processed in line with the FSCA’s Privacy Policy which can be found on Privacy Policy

f) Trust
BENEFICIAL OWNERSHIP
Regulated Entity

Manco No.andMame | (999 | [Test Local Manco (Piy) Lty

Registration Number [1991/000831/08

Legal Entity |comPany
Legal Entity * || TRusT | v/
Entity Mame * l l
Identity Type * [ Trust Registration Number ~|

Trust Registration Number * |

Ownership Percentage * e.g. 80.51

Ownership Obtained Date * [ =

Jurigdiction * | Please Select A Jurisdiction |

Fields marked with * are compulsory.

T

All Personal Information is processed in line with the FSCA’s Privacy Pelicy which can be found on Privacy Policy
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BENEFICIAL OWNERSHIP

Manco Mo. and Name 999 |1351 Local Manco (Py) Lty

Regisiration Numbaer | 1991/000881/05
Legal Entity |company
Legal Entity * |Ium0N | x|
l Entity Namea * .
Cwnership Percantage * L Jeo 50.51
Ownarship Obtained Date * E‘
| Jurisdiction | Please Select A Jurisdiction v

Fields marked with * are compulsory

Submit New Inpat Back

All Personal Information ks processed in line with the FSCA's Privacy Policy which can be found on Privacy Policy

3.4 The following screen will be displayed after the user has captured the required direct ownership
information:

Confirmation
—
Please confirm that the Regulated Entity ownership information captured is correctl |:\ |

TOTAL OWNERSHIP %|(25.00
Name and Surname | Entity Name _ |Identity Type Identity Number _|Legal Entity Rele Type of Company Ownership %

TEST 1223 Company Registralion Number | 1997/245067178 : COMPANY SHAREHOLDER ' PRIVATE COMPANY  20.00 Update Record [l Delete Record [l Next Omership Level |
ABC Company Registration Number 1998/678005/89 : CLOSE CORPORATION SHAREHOLDER 5.00 Update Record Delete Record Next Ownership Level

TOTAL OWNERSHIP %|25.00

New Ownership Record On ThisLevel | Back |

Next Ownership Level button disabled for the following reasons:

1. Total Ownership % on this level must be 100% before the next ownership level can be enabled
except if the Regulated Entity is a Listed Company, Trust, Co-operative or State Owned Entity.

The next ownership level can only be enabled i it is confirmed that this level is completed by ficking
the above confirmation checkbox.

***Note: If the direct ownership information has been captured and the “Next Ownership Level” is still
disabled you can only continue once you have confirmed that the information on this level is completed
by checking the confirmation checkbox above. Take note of point no.1 under “Next Ownership Level
button disabled for the following reasons”.

3.5 The User can update or delete any information captured.
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4. Updating BO information

4.1 To update a record click on “Update Record”

999 | | Test Local Manca (Pty) Ly

1991 000881/08

COMPANY

o i s o et o

= R BT

TOTRL OWHERSHIP % 10000

[ e Ot st s ] rn

4.2 Update information as follows:

Midngs Ma. and Name 588 | [Test Lacal Mancs (Pry) Ly
Registrason Numbsr 159100881108
COMPANY
ABC

1 aeAaTELY

MW g 803
0404T022 E
Bim st At b
AT LT ———
| mea |

Al Porsonad information i processsd in ine wih B FS0A' Privacy Pollcy which can b found on Privecy Policy

4.3 Click on “Submit Updated Input”

5. Deleting BO information

5.1 To delete a record click on “Delete Record”

User Guide — CIS Beneficial Ownership Information
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999 || Tesd Local Mance [Py} Ly

199068 100

COMPANY

Important Note : Please read the pop-up message before clicking the Delete Record button.

l| Click on this button to delete this record. Take note all infermation captured on lower levels for this entity will alsc be deleted!

6. Indirect Ownership

6.1 Below are examples of the screens that will appear when you capture indirect ownership information
on the “Next Ownership Levels”.

6.2 Click on “Next Ownership level” as displayed below:

Confirmation
Please confirm that the Related Entity ownership information is correct D

TOTAL CWHER SHIP "5 .00

TOTAL CAVKIER BHIP % 3.0

New Cwnership Hecoed On Thisewed | mes |

Mext Oramership Level button disabled for the following reasons:

6.3 The User will be required to capture the information on additional indirect ownership by following
the steps outlined in No. 3.2.

6.4 The User can update or delete any indirect ownership information captured as outlined in No.4 and
5 above.

***Note: If the indirect ownership information has been captured and the “Next Ownership Level” is
still disabled you can only continue once you have confirmed that the information on this level is
completed by checking the confirmation checkbox above. Take note of point no.1 under “Next
Ownership Level button disabled for the following reasons”.
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7. Organogram
7.1 The User will also required to upload the organogram of the Regulated Entity.
7.2 Follow the steps below to upload the organogram:

7.3 Click on “Attachments”.

Attachments

Please attach a copy of an organogram for this Regulated Entity.

7.4 Click on “Add a New Attachment”.

Beneficial Ownership - View Attachments

f - "
Registered Entity hamee Itest Local Mars (Pt ) LI

TS ™ T S N comrn

7.5 Click on “Choose File”.

Beneficial Ownership - View Attachments

(| oocumem escriotion | commen pre—
p— (oo e oo o

W setachmant splasded wet

7.6 Select the file from saved documents and click on “open”

12| Page
/\ FSCA

User Guide — CIS Beneficial Ownership Information



@ oOpen x
4 B > ThisPC s Desktop » ~ @ | Search Desktop P |
Organize v New folder - (| o
FAIS A Name - Date modified Type Size l
temps Test Annexure 10 28 Filefolder
Test Annexure B A Regulated entity organogram 04 112:23 Rich Text Format 1K8 I
KUSTART
v [ This PC
B 3D Ohjects
> [ Desktop
I /] Documents I
- Downloads
J Music
=/ Pictures
B Videos
%, Local Disk (C2)
8 DVD Drive (D) S
v v
File name: | 2_RFI_KI_Import | [ailFites v
L_J_m Cancel
7.7 The file selected will display on the E-portal
1 orgamogram Choose Fis [<Reguated_ganogram ]
0
No attachment uploaded yet.
H 1 ¢l
7.8 Click on “Upload Attachment
T ™ S I Sy
1 Organogram Chaose Filz | AReguiated _ ganogram rf
NO
No attachment uploaded yet.
7.9 The screen below will confirm that the attachment has been uploaded
52 Organegram 10/08/2022 A Regulated entity organogram.

Important Note: The uploading of the Organogram is the final step in the process. Once the information is validated
on the FSCA Beneficial Ownership database the User will receive a confirmation e-mail.

8. Downloading the Excel Template

8.1 To import the beneficial ownership information, download the excel Template by clicking on
“‘download template” as shown below:
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Import Beneficial Ownership Information

TAKE NOTE: Imported information will TEPHCE all records
currently inserted into the FSCA Beneficial Ownership database
for this Regulated Entity.

Import (Excel Template)
Download Template

8.2 The Template will appear at the bottom left of your screen, click on it and the Template will open

New Ownership Record On Thislevel | Back |

Next Ownership Level button disabled for the following reasons:

1. Total Qwnership % on this level must be 100% before the next ownership level can be enabled
except if the Regulated Entity is a Listed Company, Trust, Co-operative or State Owned Entity.

The next ownership level can only be enabled if it is confirmed that this level is completed by ticking
the above confirmation checkbox.

2. Total Qwnership % on this level may not exceed 100%

3. The entity is a FSCA Regulated Entity and no further action required

4. The entity is a Natural Person and no further action required

5. The entity is a State-Owned Company and no further action required

Organogram

Please attach a copy of an organogram for this Regulated Entity. m
Import Beneficial Ownership Information

TAKE NOTE: Imported information will replace all records import (Excel Template)
currently inserted into the FSCA Beneficial Ownership database L P
for this Regulated Entity. Download Template

All Personal Information is processed in line with the FSCA's Privacy Policy which can be found on Privacy Policy

[ B Template_New_BO..xlsx A~ ]
-

8.3 Capture the information as per the instructions on the Template. After completing the Template
save it on your computer.

9. Importing the Excel Template

9.1 Click on “Import (Excel Template)” as shown below:

Import Beneficial Ownership Information

TAKE NOTE: Imported information will replace all records
currently inserted into the FSCA Beneficial Ownership database
for this Regulated Entity.

Import (Excel Template)

9.2 Click on “Choose File”

Beneficial Ownership Information Import

||Fi|e To Impor|”| Choose File Mo file chosen |

L mot | Back

If you have any enquiries please contact FSCA Helpdesk

9.3 Select your file from the saved documents and click on open
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Teit Annene B A Regulsted entiy crgancgrem
HLSTART Q" BO_Test Impart_1 TR 14 13 K8
B Tris B
B D Dbjects
B Dethnep
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& Downicads
I M
= Pictuses
CRE
L Lol Dk 153}
sl OWD Dt (D)5

File nama | B0 Test_Impert_ |

‘ =
9.4 The file selected will display on the e-Portal, and the select “Import”

Beneficial Ownership Information Import

o
File To Import | Choose File || BO Test Import_1.xlsx i |

L mpot | Back

Important Note:
The uploading of the Organogram is not included in this import and must be done
with the relevant function in the ePortal.

Important Note: The imported information will replace all records currently inserted into the
FSCA Beneficial Ownership database for the Regulated Entity.

***Note: The organogram must be uploaded on the e-Portal as per the steps outlined in No.7
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