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Overview

Registering a client and submitting new business to the Novia Global Europe Limited platform is a
straightforward process comprised of the following main stages:

Stagile 1: Complete the online 1. Select Clients from the homepage

application to register a new 2. Select Register Client

client
3. Select the relevant type of application and follow the screens to

input the client information

4. Click Submit on the Declaration screen: the new client record is
automatically created on the Novia Global Europe Limited back
office system.

Stage 2: Print or save the

generated documents
Intermediary should send the Payment Instruction Form to the
client to arrange payment to the relevant bank details.

If the account is set up in the name of a third-party provider,
it is recommended that the Intermediary send them a copy
of the Application Summary as confirmation of what has been
submitted.

Stage 3: Upload AML AML documentation must be received and verified by Novia
doc%mentaption via the Secure Global Europe Limited Client Services before the Intermediary
Mail functionality can place any trades.

See our Submitting AML Process Guide for more information on
how to submit AML documentation for a new client.

A video tutorial of this process is also available to watch in our online support hub.
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Stage 1: Registering a new client

After initially logging onto the
platform, select Clients then
Register Client.

2

Product Type Selection

ProductType Selecton —SelectaProduct - . Select product type.

3

Client Type
Select Client Type ~Select ClntType— v Select client type.
—Select a Client Type -
Joint
Trust
Company
Individual Details Contact Details
lwestor Type v Home#hone ; Complete client details.
Title Mr - Mobile Phone
First Name Peter ‘Work Phone
Sumame Serith Email puanith@12345.com n . N
Email address required as this
Date of Birth 17/07/1554 Address Line 1 Smith Street . .
generates client online access
Gender Male ~ Address Line 2
Mationality JERSEY hd Address Line 3
Country of Birth JERSEY b City
Tax |d Number 123456 Pastal Code JE11AB
Tax Residency JERSEY bt Country JERSEY >
Occupation Finance Advice
Reporting GEP - United Kingdam w
Camency Advice Given In @ UNITED KINGDOM v
Bank Account Details
MiFID
BIC Code LOYDIESIOOCXK
Client Identifier 1 - National Passport Number ~
toAN GBISLOND774701,0030000K T Option to use client details
a
Accoun Maae - AdperTHl or our system will generate a
National Pass) 123456 1
AccountGumncy | GBP- Unned Kingdomn mi et unique reference

Enter client bank account, BIC
code & IBAN number

Product Details

Produet sl Investment Aceount (687 ” Select Product - eg GIA (GBP).
Oesigration @ . If you wish, fill out the optional
Designation - eg School Fees
Savings. Then, confirm your Source
of Wealth.

Deposit 00,000.00

Source of Wealth Savings From Incorme il
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Charge Type
Client Charge Type Charge Type C
Initial Charges
@ Percentage (O Amount
Initial Charge Value 100

Ongeing Charges - Annual

@ Percentage O Amount

Ongoing Annual Charge [ ord
Valuie .

Individual Details

Irvastor Type Retail Oeeupation Finarce
Client Type Individual Reporting GBP
Currency
Name Mr Petar Smuth
Email pamith®12345.c0m
Date of Birth 17/07/1954
Address Smith Street, Jersey, JE1 1AB, JERSEY
Gender Male
Maticnality JERSEY
Country of Birth JERSEY
Taxld Number 123456
Tax Residency JERSEY

Bank Account Details

BIC Code LOYDIESIOOO!
1BAN B e
Account Name PSmith

Account Currency  GEP

Advice

Advice Given In UNITED KINGDOM

Declaration

| eanfirm that the Agplicansish:

» have sccepted your Terms and Conditions

. (ﬁal‘bluoholdumwﬂwi!hh'mdobd

. that will b

. h-u..nwu-dmb;.m»muwlmmm&mw

have been provided with it his Appli their behalf

. hmamm.wméumauanwn,pdqammummmmxewmdhrwwﬂmummmhwwxysdq
®  have given me ion about thair ling aTax i

»  are not US Parsons® (any US citizen, nati. sdent individual, any trust ? ion organised in

ep 6
= Enter initial and/or ongoing adviser

fee charge - either as % or
monetary amount

ep’/

The application summary details are
now displayed for checking.

ep 8

Tick to confirm application details
are correct and accept declaration.

of America or under its liws or those of any States)

“ery declaration in this respect is indisputable and includes the benefial los trustess. benefici nd aryne wha you woukd heie wishes regard whe
‘taken nto account. For corporates, it P antity and
I o L ke an inddi ble cecl, and have any doubts, th L it the additional inf o o the Foreige Tux Compliance Act Form available inthe
document library,
| eonfirm the Applicants] authorise you te:
- wuhwmmdh«dwmm‘hlmwulmﬁaem:h:t»hulmm:hww
» acceptany your namines
- henaeuhmmnu..mmdmdmdsmwmh«npbmawmmmd:hmmﬁ.mmu:m
« liquiate imvessments suffichent to pary withdrawals, fees and charges and mainssin the mi 2% cash balance at your sole discretion. I | or they fal i
*  use elecuronic communication s the primary macthad of ication and to post all imp: inthe o I|btlry.ummmanhlwmuowm
The Applicant(s) declare that:
- i hi e R the best of the " i) and Advi vhe itsa
serious offence to knowingly pr this fo o o later than 30 days after a change to the Applicantis) residency status,
Of NaMe, of permanent residential sddress.
« theyare not US Persons.
®  thay undh d and| are w-umthtwhhlnyuowmﬁuumhmwm;hh Sarvice or any dhaci
-t . el i twephoa calls with Us wil b ing. training and y
« allth ded 1o Us sitherin this by may be shared with and used by, the group of companits to whichwe belong, e 1o Vou
o provic o ith Our Data Protection Poliy
.t nd obtained by Us in relazion to this Application may be held and used by U for any of the purposes set out in Our privacy policy
whchumnbhnallumeonoummuduwmdtoamﬁ?ammmbhthwdwwmmm
o toenable Us 1o service the Applicant(s] Account andior any subiequent transactions; and
o lnwmmmﬂllhw.hwr!cﬂyw:mlmlyforlrymwm
P k] packes ey wakssnssch § ciat For the fvarifying thes ik
Verification of identity
# | confirm that the applicant’s name, address, and date of birth inf: i th licati ma. | also confirm the evidence | used and recorded in this regard wasin ling
withthe standards | e o by Nowia Glishal Limited thesugh the Terms of
wrification d requined bafore trading of a chent's assets can commance.

BB confiern that the Applicartis] have read and secept the Tenms and Conditions
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Stage 2: Print or save the generated documents

B Thank you for submitting your application. Please use our Secure Mail facility 1o submit the documents needed to support our consideration of the application.
Please note that these documents have been saved into your documants area i you requira tham in tha futurs

After submitting the case, the
relevant documents are generated.
These documents can be opened
and printed.

Generated Documents

Payment Instruction
Welcome Letter Application Summary Details

noua/ nouia / b aee nova/

The application summary can be signed by client and retained by the
adviser if required. It does not need to be submitted to Novia Global.

0

@ Thank you for submitting your application. Plaase use our Secure Mail facility to submit the docume
Please note that these documents have been saved into your documents area if you require them in

lod 1o support cur consideration of the application.

After reviewing the documents, click
“finish” to complete the process.

Generated Documents

Finish
1
Latest Status Updates You will then be returned to the
homepage with the new client
Date Client id Client Name Description Status information now being dlsplayed

05/08/2020 309325 Peter Smith Mew Client In Progress View

Once the client has been created, proceed to upload AML documents when available.
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Stage 3: Submitting client AML

# Home

# Home > Seeure Mail

Secure Mail

Clients ~ Research - Reports ~ Documents Support =

Welcome to Novia Global Secure Mail. Please use this service to send messages and documents 1o us.

Full Name Pater Smith
Email
Phone Number
Subject ~ Select a Subject - b
TR REiE T TegUIres
Subject Submit Chienz Documants v
Cliert identification e.g. passport v
Cliwnt Type Inividual/Joint v
B 2 decuments must be cenified copies Docurments must be certified 3 being true copies by an IDBOD‘GI‘H;‘ suthorised individusl & person
appointed Q 2 Laveyar, a prok | an suthorised bassy or consulate of the country
wha issued the identification documnent. They must :em-y 1 arabry confirm that this document i a true '007 of the original seen by mae’or hareby
confirm this 1o be a trse copy of the original document which | have seen and that the phosograph is a true likeness of the individual concerned
depending on the type of document being certfed.
Hote: if you (th diary} are directly and individually authorised by your regulatary autharity (as in the UK) then you can certify the documents
yourself, I you are not individually authorised then the Socument rust be certified by one of the third parties ksted above
5o ba requested nphate our o
wm-ﬁcm:nb" O et ] varification are required for sach dient on the spplication
For varifying idantity, one of the following documants must ba received:
» A curment photograph besring Passport
»  Naticnal identity Card
* Acurrent photograph bearing driving licence
[[Choose Fie | o file chosen
L] g addresz, one v documents dated within the last 3 manths must be recerved:
* Autility, rrtes or council bill
® An edract for the official register of electors
*  Amate pension of govemmens benefits book
* Atacassessment document
# Abank or bank credit card statement
* Proof of home ownership of 2 rental agreement o § MOMORge StatEMent
[ Cnocse File | o fils chozen
Message
&

O 1 confurm | have read the important Information
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) 12

From the homepage, select client
Secure Mail.

) 13

Enter the client details and
select the subject Submit Client
Documents.

) 14

Upload the required documents.

Client ID and name details
can be copied from the
“latest activity” section of the
homepage.

Choose file(s) to upload certified
ID and proof of address (valid
within last 3 months).

Tick declaration and then
click “send” to submit the
documents.
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