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Intellectual Property, Confidentiality and Legal Notice

The information contained in this document is confidential to Microgen Wealth Management Systems
Limited and members of its group of companies (together "Microgen”). Additionally, both the information
contained in, and the software described in, this document (all such things being "Protected Works") are
protected internationally by copyright and other intellectual property rights owned by Microgen.

You must keep the Protected Works and all confidential information of Microgen which is
disclosed to you confidential and not use it for any purpose or disclose it to any person other

than as permitted expressly by Microgen.

The provision of any Protected Works to you does not imply and shall not be deemed to entitle you to a
licence, permission or consent to use such Protected Works for any purpose. If you have been sent this
document in error or unlawfully, please destroy all copies of this document and notify Microgen

immediately.

References in this notice to "use" of any Protected Works are to use, copying and disclosure of any kind
and in any form and includes without limitation use, reproduction, transmission, storage, and publication

(in all cases whether or not for commercial purpose).

References in this notice to "this document" are to whatever means or medium is or was used to transfer
to you the information in relation to which you have been given this notice (including without limitation
physical documents, visual disclosure, oral disclosure, optical media, electronic media and files

transferred by email, ftp or otherwise over the internet).

The Protected Works are subject to change without notice and the provision of them does not represent a

commitment on the part of Microgen. All Protected Works are provided "as is" and without warranty.

This document is supplied to you by Microgen in consideration of you agreeing to be bound by the
provisions set out above, and by opening and/or reading this document you are confirming your
acceptance of those provisions. Except to the extent of those provisions, this document is not a contract,
nor does it or any part of it amount to an offer or promise to enter into a contract or other legally binding
relationship.
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1 Setup and configuration

This section discusses how to setup and configure Workplace to be ready for CRS reporting.

1.1 Marking a country as CRS reportable

To mark a jurisdiction as a CRS reportable country, navigate to Settings > Lists > System-wide codes >
Countries / regions, open a jurisdiction and check the CRS checkbox in the Tax reporting standards field.

Postal code format ana nan # of address lines 2 s

- Tax reporting standards [CRS i- L

Category

All countries that are flagged as reportable will show in the Tax reporting manager if there are any indicia
flags for the reporting country. All 53 countries that are participating in CRS for 2017 will automatically
have CRS enabled.

1.2 Managing GIIN numbers

To manage GIIN numbers, navigate to Tax reporting manager -> Actions -> Manage GIIN

Manage GIINs ®OHEO

Add Refresh Close

Tax standard | GIIN Description
T

1231232123x12.123 The quick brown fox jumps over the lazy dog
123asdklj12.31.23k 2131312325123

4 il 3

Click on the Add or Edit button to launch the GIIN properties form below

GIIN Details
H G
Submit  Close
Manage
General
GIIN Tax standard
ad1231.23213.21.221 ? CRS reporting standard
Description
Applies to
Type Value
B it P y - C: Add
Type v
T
B it Primacy - Caym o
.
Delete Cle
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The General section is where you provide the actual identification number and tax reporting standard.

The Applies to section is where you instruct Workplace on how the GIIN should be applied. See table
below.

For the Type picklist, the options are

Name Description

Master institution The GIIN will be applied to all entities whose Master institution is equal to the
value selected.

Business unit The GIIN will be applied to all entities whose Business unit is equal to the
value selected.

Tax reporting scope The GIIN will be applied to all entities whose Tax reporting scope is equal to
the value selected.

Tax reporting status The GIIN will be applied to all entities whose Tax reporting status is equal to
the value selected.

1.3 Configuring indicia checks

To configure indicia checks, launch Tax reporting indicia procedures. Here you can add, delete or
modify all indicia checks associated to a tax reporting standard.

Client administration | Tax reporting indicia procedures &5

Adtions - View ~ | = & Add indicia procedure
Tax reporting standard
Country | Name Description Objectiype | Object category | Object subcategory | Modified by | Modified on

4 Tax reporting standard: CRS (2)
CRS_CheckHasAddressesinCRSCountries Has address in a CRS country john.cornelio  04/10/2017
CRS_CheckHasInCareOf Has In-care-of address john.comnelio  03/03/2017
CRS_CheckHasPhoneNumberlnCRSCountries  Has phone number in a CRS country john.comelio  04/10/2017
CRS_CheckHasPowerOfAttorney Has power of attorney in a CRS country john.comnelio  04/11/2017
CRS_CheckHasStandinglnstructions Has standing instructions in a CRS country john.comelio  04/11/2017
CRS_CheckRelatedPartyCompliancy Has related parties john.comelio  03/03/2017
CRS_DoNotMail Has hold mail instruction john.comelio  03/03/2017
CRS_GetTotalAssetsUndermanagement Total assets under management Jjohn.cornelio  © 03/03/2017

A8

List of indicia checks for CRS

Name Description

Has address in a CRS country | Checks if entity addresses listed in Client properties -> Addresses ->
General are in a CRS reportable country.

Has in-care-of address Checks if entity addresses listed in Client properties -> Addresses ->
General are in a CRS reportable country and has For-attention-of
information.

Has phone number in a CRS Checks if entity phone numbers listed in Client properties ->

country Information -> General are in a CRS reportable country.

Has power of attorney in a Checks if entity’'s power-of-attorney resides in a CRS reportable

CRS country country.

Has standing instructions in a Checks if entity has a recurring Transfer fund transaction where

CRS country recipient is in a CRS reportable country.

Has hold mail instruction Checks if Client properties -> Information -> Do not mail checkbox is
ticked.

Total assets under Calculates the total cash and total investments of the entity as of the

management selected date.
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1.4 Using the enhanced version of the contact methods

Workplace has enhanced the contact methods for all clients and contacts that allows you to associate a
country to a contact method. This was required in order for our indicia checks to easily determine if a

phone number belongs in a reportable country.

We changed the contact methods section in the client properties to allow for multiple contact methods of
the same type to be saved. There is a new system property called Use new contact method. When set
to Yes, the new contact method form will be used in the Information general forms. When it is set to No,
the old, deprecated form will be used. See below for an image of the two forms (the bottom form is the

new version).
“  Lontact methods

Preferred Any - Mail addresses Atwood Consulting Ltd
+ Do not e-mail Main phone (345) 949-9081
¥ Do not fax Other phane 523524352352352356235
| Do not mail Fax FAX
Do not phone Web site rick.taylor.com
E-mail rick.taylor@primacycorp.com

+  Contact methods

Preferred contact method | Any = | Do no contact by E-mail,Fax, Mail -
Mail addressee Atwood Consulting Ltd

Add contact method

Contact method Label Walue Country code Modified by Modified on -
Phone Main phone [345) 949-2081 Rick Taylar 3/27/2017
Phone Other phone 523524352352352356235 Rick Taylor 3272017
Phone Fax number FAX Rick Taylor 3272017
Web site Work / Business  rick.taylor.com Rick Taylor 3272017
E-mail Business rick.taylor@primacycorp.com Rick Taylor 3/27/2017 i
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1.4.1 New pick lists for adding additional contact methods

There are 4 new pick lists that control the contact method and label. The ContactMethodCodes picklist
drives the Label picklists so it's important to ensure the correct values are used depending on the
method.

For the ContactMethodCodes picklist, the options are:

Phone 10
Web site 30
E-mail 40

If you set the Contact method to Phone, the applicable Label picklist to use is
ContactLabelCodes_Phone. The options are:

Main phone
Other phone
Business phone
Home phone
Mobile phone
SMS / Message
Fax number

N OO WO N

If you set the contact method to Web site, the applicable Label picklist to use is
ContactLabelCodes_Website. The options are:

Personal 1
Work / Business 2
Other 3

If you set the contact method to Email, the applicable Label picklist to use is ContactLabelCodes_Email.
The options are:

Personal 1
Business 2
Other 3
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1.4.2 Using the migration tool to migrate existing contact methods

There is a tool to migrate all existing contact methods to use the new format. The tool is located in the
Tools > Migrate contact methods tool bar menu. The tool will show all business parties in a grid and the
columns are all the contact methods added for that business party. Each row can be expanded to show
all the items in the parent row how they will appear in new format. This tool must be run to migrate all of
the contact methods as this is not done automatically with the update. It is important to note that when

you migrate your contact methods, the old data will not be deleted from the system.

]_) Migrate contact methods to new format - o X

This tool will migrate the contact method information inside of the clients Information > General properties. The new contact method form allows a client or contact to have multiple

phone, email and websites and not be constrained to the existing set fields. This will show a preview of the existing data and what it will lock like in the new list. Please note that data will
not be deleted after performing the migration.

Business party Type Telephonel Telephone2 Telephone3 Telephoned Fax Web site
FarTy
B Knox Corp. Company 266-8968493 043-477-3388 -
B Marris WorldWide Company 190-1442818 610-9459260
: Levine Company Company 4658904797 781-659-4452
id El Atwood Consulting Ltd Company (345) 949-0081 52352435235235... FAX. rick-taylor.com
|| Contact method Contact label Value M
Phone Main phane (345) 949-9081 o
B Phane Other phone 52352435235235235...
B Phane Fax number FAX.
: Web site Work / Business rick.taylor.com
E-mail Business rick-taylor@primacyc...
|| a Company
: CR Company
a Company
|| ii Company
|| Yy Company
: aa Company -
4] il ¢
Close | ‘ Migrate
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1.5 Adding TIN numbers

Workplace has changed the existing way TIN numbers are recorded. Previously, on the clients Taxation
> General tab there was a grid for TIN numbers and a field for the reason why a TIN number was not

provided. This has now changed be displayed as a new list on the Taxation tab called Tax numbers.

The tax numbers form allows for the following fields:

Country Displays all countries flagged as reportable under CRS

Tax number type CFIN or TIN

Number The TIN or CFIN number

Reason If a reason is not specified, you must pick one of the following options:

e No TIN is required. (Note. Only select this reason if the domestic law of
the relevant jurisdiction does not require the collection of the TIN issued
by such jurisdiction)

e The Account Holder is otherwise unable to obtain a TIN or equivalent
number (Please explain why you are unable to obtain a TIN in the below
table if you have selected this reason)

e The country/jurisdiction where the Account Holder is resident does not

issue TINSs to its residents

Additional information | If you select option two in the Reason field, you must supply the reason you
cannot obtain a TIN number here.

Sample form:

Tax number >
Eile
Mew ||m| Save |m Save and new | Save and close | Gl Close =

L

Tax number is required [Message 1 of 2}

General

Country Cayman |slands =
Tax number type CFIM -
Mumber .")
Reason M - .‘)

Additional information
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2 Using the Tax reporting manager

2.1 Scopes and statuses

To set the scope and status of the entity, right-click the jurisdiction then choose Edit details on the menu

to launch the Scope and status form (Figure

2)

Client administration = Tax reporting manager
Individual/Entity details
e =

Tax reporting standard | CR5 -

Actions - View

Drag a column header here to group by that column.

+/ Hide parties that have not been reviewed

Party Status Type Subtype Account manager Account rep
atw
a Atwood Consulting Ltd Active Company Exempt ...  Martin Kelly Martin Kelly
Country Status Scope Applicable indicia Passed indicia Failed indicia @ Status last changed by Status last changed on Last r
Canada Mew Mot defined a 4 4 Jjohn.
Cayman Islands Mew Mot defined 2 5 3 Jjohn.
France Mew Mot defined a 3 5 Jjohn.
@ Export to Excel = = 2 eho
g Print preview
= Print...
Indicia results =5 Funreview
Actions = = Generate XML = |
Drag a column head . Edit details lumn.
Bit scopes and status
Description B Manage Gll (1§ Passed?
Figure 1

Scopes and statuses

-

s

Close

Manage

Scope Status

Mon-participating Fl - Confirmed

Reason

a

Reason document

Browse Reportable? Withheld?
Figure 2

Starting from version 2017.3.1.0, Reason document and Reason field were added to hold any supporting
documentation or explanation on why the particular scope and status combination was selected. The
fields can be made Optional or Mandatory by setting the system property Tax reporting scope and
status requirement to either Optional or Mandatory.

Copyright © Microgen Wealth Management Systems Limited 2007 - 2017
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2.2 Running areview

To run a review, check the entities you want to review on the Tax reporting manager then navigate to
Actions -> Run review

Run review ®

Close

Review name

[ x]
Start date Endl date
o | 04/01/2017 = 04/30/2007 =

Starting from version 2017.3.1.0, Review name was added to the form to easily identify the review
instance on the later stages of the CRS reporting process. Once the Run button is clicked, Workplace will
run all the applicable indicia checks using the parameters you provided on the form.
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3 Generating a CRS report
3.1 Using the CRS reporting tool

Starting from version 2017.3.1.0, the reporting tool has now been fully integrated into the Tax reporting
manager. The following features were added

e Ability to pick accounts to be reported
e Ability to save the form data
e Automatically saves a copy of the generated xml in the database for later viewing

) @
Generate XML =
Generate Close
Review GIIN
Review 3570: T¥est i CR5121.23a3sd,12.312 -
Output directory Country I})
C\Users\john.cornelio\Desktop\CRS Browse (Mot set) =
Is null report? Generate separate file per country?
Account Currency Balance Report?
"| '~ 100060 - Small International -
123-456 - Cash account uso 0.00
~ 100290 - The Hogan Trust
100290-501200 - Accounts Payable KKK -1,541.25
¥ 101510 - The Ithaca Trust
101510007 - USD Cash account UsD 1,009,561.97 v
101510002 - CAD Cash account CAD 405,000.00 i
101510002 - EUR Cash account EUR -5,600.00
071-466572 - USD Cash account usp 1,907,268.79 =i
101510-500400 - Investment account M 95,027.00
101510-500500 - Accounts Payable account KKK -5101.25
101510-500600 - Accounts Receivable account HHX 0.00
¥ 101520 - Atwood Consulting Ltd
101520-501400 - Accounts Payable XX -731.71
101520-001 - Cash account usD 9,098 766.00
~ 101520 - Canadian Country
101530-001 - Cash account CAD 10,000,000.00
101530-002 - Cash account uso 0.00
Fields
Name Description
Review The tax reporting review you want to use for this report.
GIIN The global intermediary identification number you want to implement for this report.
Output The output directory where the file will be created.
directory
Country Filters the list of entities by the country selected.
Is null report? | Generates a null report when ticked.
Generate Not implemented
separate file
per country?

Copyright © Microgen Wealth Management Systems Limited 2007 - 2017 Page 12 of 13



microgen’
Financial Systems

3.2 Viewing the generated report

To view the generated report, simply navigate to the output directory then open the file using any text
editor or navigate to Client administration -> Tasks -> Business administration -> Document
manager then filter for Tax reporting type of documents. Once you found the record, right-click the row

then click on Preview document to view the XML.

Domenmnger

Compliance  Tax reporting manager = Document manager

Actions - View - EE

Business party |50 for business part [2] Document tacation [(Mot set) [~] status [Motset

[

Status
Category Type Business party Description Location | Reference
Tax reporting 20
4 Status: Complete (1)
System generated  Tax reporting - FATCA  Primacy Bank and Trust - 00000.00000.00000.00000 xmi

Find

Find all

Add document

x
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