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1. Introduction

The CMA Online Service Portal is a web-based service accessible via the Internet. The system can be
accessed by typing the following link on your browser

http://41.215.36.50:901

The page below should load on your screen.

_'.Ct CMA Online Services Portal £

Welcome to CMA Online Portal
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The homepage allows you to do the following functions

e (reate a profile
e Login to an existing profile
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Creating a profile for Licensed or Registered Companies

This option of creating a profile is for companies who are already licensed or registered with the
Capital Markets Authority.

To register a profile click on the “Register” link on the home page and the following page will be
opened

lgj’/\

MARKETS AUTHORITY

Home Complaint Whistle blower

Create Profile

Sect Profile Type * O Registered Companies with the O Non Registered Companies with _
Authority the Authority

Choose the Registered Companies with the Authority button. The following page will be
displayed:

Capital Markets Authority 2013 | Introduction
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.A CMA Online Services Portal _
T ——

Create Profile

Sert Poallle Tppe * ~ Ragsternt Zamgames wd he { P Regamred Campanes e
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N I T marage yh P T

Comparsy Owtabs

Corntlaais Semter

L smpans fawl

Fill in the Certificate of Incorporation Number of your company (e.g. C.34567) and the official email
address for the company and the click search button. If the company details are found in the
database, the company name should be displayed. Additionally, a form to key in the details of the
person appointed as an administrator will be displayed.

Please key in and save the administrator details. An activation link will be sent to the Administrator
email provided.

Profile Registration Inbox  x L=
erp@cma.or.ke 9:12 AM (2 minutes ago) - -
to me (= '
W This message is: O Promotions O Updates O Social O Forums @ Personal

Mever show this again x

Dear Kiboi,
You have successfully created a profile for your company. Please use the following
credentials:

Username : Testhelly
Password :

Please click here to activate your account.

Thank you.
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NB: Please note that the user that first creates the profile of your company automatically becomes
the administrator. He will be responsible for the creation of other users’ profiles and assigning
rights to them. Administrative rights for your profile will be handled in accordance to your
company policies.

II.  Creating a profile for a Non Licensed or Non Registered Companies

This option of creating a profile is for companies who have not yet been licensed or registered
with the Capital Markets Authority i.e. first time applicants.

Choose the Non Registered Companies with the Authority button. The following page will be
displayed:

Sect Prodile Typs * O 5 - with e A y . Hen Regitweed Comzanies with the Autsarity

All Finlds markcad nith * sre Compulsary
This ix fov non misting/ New Licences/Appvoved Inshitutions/]sever of Secunties/Listed Companies with The Capital Mackats Auterity. Used tocreate # profile in
order to manage your Partfedio

Company Nacsa *  Twal Imvastmand company

« | 122420782

Date of Incoeperation * 0" o, [Jan /] 1983 Curtificate Namber
Ead of Fisascial Sear * 0" ' Jan Iadbastry Sector * | Comsumm Prodect & Sevioes v
Posta) Address + 23408 Pastal Code * 12342475
Comatry * | KENYA v County * | Nuicki v
Toma®  NEEOb PrNe | 1234287
Office Nassher 1+ 1233587 Office Nessber 2
Call Piuane Nasber 3+ 1534557 Call Poee Nezsber 1

Phvxal Addrn(istiding) ©  FAnda Flaza
Pivuiodl AddresgStrestRoad) ©  B2n0s Rzao
EAGige Ie@immtment
L ST E)

Toabiite

Key in the required details and then click the Save button

The following message will be displayed
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Home ‘ Complaint Whistle blower

Create Profile

Sect Profile Type * O Registered Companies with the Authority 7 @ Non Registered Companies with the Autherity

Thank you Red ! You have successfully created a prefile. Please chedk your E Mail for an activation Link

For both, Registered Companies with the CMA and non -Registered companies with the CMA, an
activation email will be sent to the profile creators’ inbox with the activation link to enable one to
start using the profile on the portal.

e

Profile Registration Inbox  x = |
erp@cma.or.ke 9:12 AM (2 minutes ago) - -
to me (= '
W This message is: O Promotions O Updates O Social O Forums @ Personal

Mewver show this again =

Dear Kiboi,
You have successfully created a profile for your company. Please use the following
credentials:

Username : Testhelly
Password :

Please ciick here to activate your account.

Thank you.

Click on the Click Here link and use the password with the user name provided,

Capital Markets Authority 2013 | Introduction
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111

Logging into the Portal

The CMA Online Service Portal is a web-based service accessible via the Internet. The system can be
accessed by typing the following link on your browser

http://41.215.36.50:901

The page below should load on your screen.

Qs CMA Online Services Portal

-

Welcome to CMA Online Portal

Ve Whsmar; temasr Y BaREDe Proug Bt rty Uteroame

‘ LA amaateg - s Main 0t e R N Gl e B e paiiel e W el Ma ety it TRede wOue e e e Parrwir?
et SR e Lt gt A Tt Lt S et e e PR ST SRR ALl b aes e el B O] g ey

o =T
AQuETeEly Ao Ew on N M00TVE o Pt TRy et BYINS o TROURET I I WY SRR RA0R 17 S ey SReteRr) pAT Swe ey e e e S T Poeet Py
Yurater of secieter

Saperteg CRGpameers b of S IR STPGERTT S CURITE B L aael e @ 0 St I R eoame

L I e L L R e T L e S R L
Be Liar? ooy (e Sameey N aroer

A as a

Aeleteng Beaste - b st il SRR St art Be APt b e Beg aRRes L Bnd a

Fomaead b s (T e se Dibir s anded

Log in with your credentials (Username and Password sent to you via the activation email) as
shown below.

Please note that the password is sent to the Administrator email address provided during profile
registration.
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Profile Registration Inbox  x =
erp@cma.or.ke 9:12 AM (2 minutes ago) - -

fome =

W This message is: O Promotions O Updates O Social O Forums @ Personal
Mewver show this again =

Dear Kiboi,
You have successfully created a profile for your company. Please use the following
credentials:

Username : Testhelly
Password :

Please click here to activate your account.

Thank you.

The following page will be displayed

Action Menu

Licansing
Approval

Thank you for visiting the CMA Online Portsl. In the review process the Authority slweys reserves the right to rec

Ne Qbjmctian Meguwst

Respoting bliguticn spplication. The Authotity may ulse convens mestings with the spplicents technics| tesm to fecilitate progress

Uiisingl Appiovais Depanding on the type of profile you chose uring the registration process you will be sble to perform the fellowl
onmapondence

Erncuiries Lodge a complaint

Administiatien -

Enos Reporting -

Make an spplication
- i .l TR
- \ , @ faciiiy 1| 1l

(I B I B

w ' fi
HB
Please note that the Hrst creator of your company proflle sautomatically beoom

maigning ringhts to them. The benstier of Administrative rights will be hendled

On your left is the Menu which has the following functions

e Licensing

e Approvals

e Reporting Obligations
e Internal Approvals

e Enquiries

Capital Markets Authority 2013 | Introduction
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e Correspondence
e Administration

Capital Markets Authority 2013 | Introduction _
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2. System Administration

This module is used to manage and administer the company’s profile, users and workflows. It is
only accessible to users with administrative rights.

It has the following function;

e User Management

e  Workflow Management
e Profile setup

e Audit Trail

Action Menu

Licensing

Approvals
Thank you for visiting the CMA Online Portal. In the review process the Authority always reserves the right to request for any add

Mo Objection Regquest
application. The Authority may alsc convene meetings with the applicant’s technicel team to facilitate progression of the applic

Reporting Obligations
temalppmsks Depending on the type of profile you chose uring the registration process you will be able to perform the following tasks:
Comespondence
Enquiries Lodge a complaint

Administration

Emor Reporting

Iiake an application

Please note that the first oreator of your company profile automatically becomes the administra

assigning ringhts to them. The transffer of Administrative rights will be handled in acoordance t

Capital Markets Authority 2013 | System Administration _
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I. User Management
This is where user accounts for company officials other than the Administrator (Initial account
holder) are created .These accounts are created so that all company staff who need to interact with
the system are able to do so.

This module has the following functions under it
e Create New User
e Manage User Groups
e Manage User

a. Manage User Groups

User groups are used manage which groups of users can perform what functions. Once user groups
are created, rights can be assigned. They provide an easier way to manage user rights as opposed to
managing the rights of every user individually. Examples of groups include, Finance Officers, Legal
Officers, Finance Manager etc. A company can create as many groups are as necessary

The administrator group is created automatically and cannot be deleted.

Agise Merw

To add new user groups click on the link New Profile Group

Capital Markets Authority 2013 | System Administration
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Wou are logged in as: Red Kiboi] Loge

FProfile Groups

ldfcade;

Mama: | Managers|

Click the Save button to save the user group

Profile Groups

No. Name
Pages: 1
1 Administrator Rights Edit Delete
12 Managers Rights Edit Delete
Pages: 1

To edit the rights of a given group or to assign new rights click on the Rights link

To delete a user group click on the Delete button

Assignment of Rights to a User Group

Capital Markets Authority 2013 | System Administration
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Profile Groups Rights Users

GROUP NAME: Users

User Correspondance

O
O
O
O

Complaints Reports

od

Complaint Managemeant

O
O
O

Enquiries Management

O
O
O
O

User logs

User management

User group Management
Workflows

Waorkflaw Statuses

oboonO
ooood
Ooo0ono
Ooo0ono

Licencing and Approvals Management Reports
Levies Reports

No Objection Request Reports

Reporting Obligation Reports

Manage Approved Licences and Approvals I:‘

O O
O O e

oooooo

Manage Applied Licences and Approvals I:l

Click on the check box to mark it according to the rights you want to assign a particular user group
this depends on the individual company policies there after click the Save button.

b. Creating a New User

To create new users click on the Create New User link under the User Management, Fill in all

Capital Markets Authority 2013 | System Administration
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Profile Creation

All Fields marked with * are Compulsory

Last Name = | H3TY First Name + | 180
Middle Name Uzer group * | Managers W
Cell Phone Number + | 1345678 ID/Passport Number * 123456780

EMail1 + | Namy@investmentfanacials.com

harry

TUsername *

Save Cancel

The required fields then click the Save button. A confirmation email will be sent to the new user.
The user has to click on the activation link received to activate the account.

Capital Markets Authority 2013 | System Administration



[CAPITAL MARKETS AUTHORITY- ONLINE PORTAL USER MANUAL | [AtE S a2 vl ok ]

c¢. Manage users

This allows user to delete, edit and assign rights to users the administrator can also reset
passwords from here

Search: Search
Pages 1
S22 $hoi AdmncrEnr oshibo@ors=con Esssfesswn Sghs EE TesE
3 (oo Famy AZmescane Sary@isstesiEancES con Eesifasued Sgs ERE D=
Peges 1

II. Workflow Management
This module is informed by the fact that several staff within a company are involved in preparation
of submissions to CMA. If one individual in the company is authorized to process an
application from start to finish and submit to the CMA, then Workflows are optional. And that
there is often the need to subject submissions to an approval process before they are submitted to
the CMA.

Workflow management is divided into two parts:

o  Workflow Step - where you define the various stages an item goes through within a
company before it is submitted to the CMA. For example for a financial return submission,
the steps could be Accountant, Finance Manager, CEO

e Manage workflow - This section is used to sequence the workflow steps

Capital Markets Authority 2013 | System Administration
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a. Workflow steps

To create a new workflow status click on the New Step link,

Action Marrs

Sages |

Mowtza Siags

TR R
’

Fill in the required fields to create a new step and click the Save button. The final step is selected if
itis final step then submission; the reject step allows the status to be moved to the previous step,
the module type refers to which module the status should be used.

You are Jogoed in au: Red Xbof >

Sostws Name ¢+ AS3E3M MIn30er approval Oapisy Name +  Assfare Uanager Agproval

Mot T+ Asscanens
Final S ] Regoered Sy ]

€
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o States Hame Displey Text Module
Assiani Masager Assiant Nenager New Appiceion Al =4 Deefe
| Oficer Ofce Emisr Detsis AL Es ek
I Regct Appicaton Reect ApgicaSons AL &= Deese
Assizni Nasager Assiant Nansger Agproes a0 = Deiete
Uaneger Wansger Approval Al Ex Ceete
Papes: 1

A workflow step must be associated with a user who currently performs that function.
To assign user to a given workflow click on the edit button and add the users

To add users click on Add User button

Hew/Edit Status

Status Name * | ASSitant Manager Display Name * Assitantianager New Application
Module Type * | ALL vl
Final Step [ | Rejected Step [ |
Fages: 1
Add User
No. User Name :Name -
1 TestNelly Red Kibai Edit Delete
2 harry Kinobi Harry Edit Delete
Pages: 1

Capital Markets Authority 2013 | System Administration
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b. Manage Workflow

This section allows users to create new workflows and manage existing workflows. One can create
one workflow for all submissions made to the CMA or one each for each type of submission. For
example one can create a Licensing and a Financial Returns workflow. A workflow must first be
given a name to identify it.

To create a new workflow click on the New Workflow link

Pages:

Mew Workflow
o Workflow Name Module Type

Pages:

Fill in all the required fields, click Default if it is the default workflow of the module, then click the
Save button

New / Edit Workflow

Workflow Name = | LiCense application

Module Type * | Applications W Default

Notes Initial Application of New licenze

[Maximum characters: 250)

You have 203 characters left,

Save Close

Thereafter you would be prompted to enter the workflow steps click on the Add Step to create add
a new step in the sequence/order in which they occur. For example if a license application is

Capital Markets Authority 2013 | System Administration
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supposed to be filled by a licensing officer, then the step “Licensing Officer” should be the first step
or Order 1.

New /Edit Workflow

Record Saved Successfully

Worldlow Name *  LiCENSE Application

Module Type * | Applications v Default

Notes Initial License application

[Maximum characters: 250)

You have 250 characters left,
Workflow Steps
Pages: 1
Add Step
No Status Order
1 Aszcitant Manager 1 Edit Delete
Pages: 1
Save Close

When adding a new step the following page will be displayed add all the required fields and save

New/Edit Workflow Step

Statuz * | Manager v Order* | 2 W
Alternative 1 | Manager " Alternative 2 | SELECT STATUS w
Dayz 2 Reject Step [_|
Final Step Approval Step

Save and close the workflow.

Capital Markets Authority 2013 | System Administration
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III.  Profile setup

This is used to set up a profile and enforce a workflow

Pages:
Mo Workflow Hame Module Hame

Mo Records Found
Pages:

To create a new setup click on the New Setup link and save to enforce the workflow

Workflow Setup

New / Edit Workflow

Module Type * | ALL v

Worlkdflow * | —Please Select Typs— v]

Enforse Workflow I:‘

Enforcing the workflow will mean that the selected module will use the selected workflow and
before submitting any applications to CMA it must go through the given workflow.

If a workflow is not enforced for a particular module, then the user who creates a submission has
rights to submit it directly to the CMA.

Workflow Setup

New/Edit Workflow

Module Type * | ALL hd |

Workflow * | Application vl

Enforze Workflow

oave Close

Capital Markets Authority 2013 | System Administration
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3. Correspondence

The correspondence module is used for communication between CMA and licensee or approved
institution. It keeps track of all correspondence relating to a particular application. All
communication relating to an application should be made through the system. Users will be alerted
through their email addresses whenever there is a message in the Inbox.

It has the following modules

e View Messages
e Compose Message

I. View Messages
The licensee or approved institution views any mail from CMA or from other users using the system
by using this module

II. Compose Message
To compose a new message click on compose message link under correspondence then click
Compose button and then Send button to send the message

NB: The composed message is used internally within the system to communicate with other users
or CMA employees but does not send mail to an external email account e.g. Gmail, yahoo or a given

company’s mail.

Capital Markets Authority 2013 | Correspondence
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Sentiterns 0 Ta* |
Ce

Subject *

Bady

Capital Markets Authority 2013 | Correspondence
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4. Licensing

This module is used to make applications for new and renewal of all licenses to carry out an activity
regulated under the Capital Markets Act. These include stockbroker, dealer, investment adviser,
fund manager, investment bank, derivatives dealer, central depository, authorized securities dealer
and authorized depository licenses.

It has the following modules:

e New application
e Applied Licensees
e Manage Licensees

Action Menu

Licensing

- Applied Licenses
- Manage Licenses

Approvals

Mo Objection Reguest
Reporting Cbligations
Internal Approvals
Corregpondence
Enguiries
Administration

Error Reporting

I.  New application
This is where new applications for licensees are made from; click on the New Application link the
page below will be displayed,

Capital Markets Authority 2013 | Licensing
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You are logged i an: Red

Acten Vess

What do you wish to Apply for?
o Agplicsten Categury *  Licetcee v
o Application Type * | —Fease Seloxt Type— =

Click on the Apply button and choose the Application Category and Application Type from the
drop down menu, then click the Next button

NB; depending on the application type the process will be different for the selected category
and application type applying for, the example used is for guidance and not all steps found in
this example are found in all the applications procedures

What do you wish to Apply for?

Application Category | —Please Select Category—— W |

Application Type | —Please Select Type— ] |

Thereafter confirm all the details are okay and correct then click the Next button

Capital Markets Authority 2013 | Licensing
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Capital Structure Stage 1 of 10

Licences Information

Date of incorporation (1 1-Jan-1954

Applicant Name Fed Kiboi
Company Name Test Finacials
Company Number 12345 End of Financial Year(01-01
Postal Address 12345 Postal Code 12345
Town Mairobi Country
County N/A Fax Number /4
Office Number 1 1234557250 Office Number 2 N/A
Cell Phone Number 1 123455725 Cell Phone Number 2 N/

Physzical Address(Building) Banda Flaza
Phyzical Address(StreetRoad) BEanda Street
E Mail 1 neltykiboi@gmail. com
E Mail 2 N/A
Webaite N/
Induztry Financials

Registered office 123456785

Confirm that the capital structure details are all correct ,if a user needs to edit them click on the

Edit Shares button to edit the shares

Capital Markets Authority 2013 | Licensing
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Detaiix of Capital Structure Detailz of the Applicant || Shareholkders Stage 2 of 10

Edit Shares

Share Type Mominal Capital {Kshs) Number of Shares Paid up Capital (Kshs)
Prafarsntiali 00 a.00 a.00
Orpdimary 0 00 .00 0.00
Clewnl) 00 0.00 0.00

Save the new Capital structure information and click save then click next

Details of Capital Structure

Share Type Mominal Capital (Kshs) Number of Shares Paid up Capital (Kshs)
Preferential | 123421343 326548324 267213784
Ordinary | 1235613473 416648 2346215642
Others | 3287345354 2345687 234234728

Save Close

Enter the new shareholders details

Capital Markets Authority 2013 | Licensing
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Ho MHarme ERail Humber of Sharas

View existing shareholders or add new shareholders by clicking the New Shareholders button fill
in all the required fields click save and then click next

New /f Edit ShareHolders Details

Name *
Pastal Address * Foatal Code *
Towa * Country * | Kenya " |
County | SELECT COUNTY w Citizenships | SELECT COUNTRY w |
I Passport No, *
Oifice Number | Ol Mumiber 2
Call Phones Numbar 1 * Call Phons Numbaer 2
Phyaical AddiressBuilding) *
Physical Address{Strest Road)
E Mdail 1+
E Miail 2
Wabnite
Number of Share * %% Share Holding *

View the directors or add new directors
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Dirsctors Sharsholders || Company Secratary Stage 4 of 10

Pages:
MHaw Directors
Hi Harme ERail Humber of Shares
Mo Records Found
Pages:

Click on New Directors to add new directors fill in all the required details then click Save and then
Next

h'mi
Postal Address Poztal Code *
Town * Country * | Kenya " |
PIN = Citizenship * |SELECT COUNTRY v|
Phyzical Addresz(Building) *
Physical Address(Street/Road) *
Office Number 1 Office Number 2
Cell Phone Number 1 % Cell Phone Number 2
EMail 1+
EMail 2
ID Number * Dateof Birth * |31 || Dec v |[1800
Appointment Date * |31 | |Dec +|[1854 No. of Shares *
Desiznation *

Directors Qualifications

Please save the Directors Details in order to proceed with this Section
Directors Employment History

Please save the Directors Details in order to proceed with this Section

View the Company secretary or a New company Secretary
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dew Company Secretary
~ S Number of
o Hame EMall
« Shares
de Records Found
Pagex:
TN T T

Click on New Company Secretary to add a new Company secretary fill in all the required details
then click Save and then Next

Secretary
Name +  Harmson
Postal Address * ' Poutal Code * J100
Town + | Kakamega Country * | SELECT COUNTRY v|
CPSK No, * Citizenship * | SELECT COUNTRY v
Physical Address (Building) + /1111000 Serma o e
Physical Addrues (Straet/Roud) + | |100010 o0
Office Number 1 Office Number 2
Coll Phone Number 1 + | 1234567 Coll Phone Number 2
EMail 1 ¢
Email 2
ID Number + | 1234567| Dateof Birh * [31 o|[Dec o[ 1984 o]
Date of Appolntment * | 31 o || Dec o |[1954 o] No. of Shaves + | U

Save “

View the Key Personnel or add anew Key personnel
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Ho Hame Designation rrAmil Humber of Shares

Pages:

Click on Key Personnel to add a new Key Personnel fill in all the required details then click Save
and then Next

New/Edit Key Personnel

Nams *

Ponial Address * Pontal Code *
Town * Country * | Kenya - |
PIN * Citizanship * | SELECT COLNTRY |

Physical Addrass{Building) *

Physical Address(Sivest/Road) *

Offics Numbar 1 Offics Numbar
Call Phone Numbar 1+ Call Phons Numbar 2
EMdail 1
EMail 2
1 Mumbar * Date of Birth * |31 o || Dec o || 1800 o
Appolntment Date * |31 o ||[Dec o |[1954 o No. of Shares *
Dezignation *

View the external Auditor or add an external auditor
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External Auditor Key Personnel || Checklists Stage 7 of 10
Pages:
Mew External Auditor
o Name Postal Address EMail
Mo Records Found
Pages:

Click on New External Auditor to add a new external auditor fill in all the required details then
click Save and then Next

New/ Edit Auditor
Namie *
Paoatal Addres & Paatal Cods *
Town * Country * | SELECT COUNTRY w|
FIN: Citizenship: |SELECT COUNTRY w |
Phyzical Addves:(Building)
Phyzical Address(Strest/Foxd)
Call Phons Numbar 1 * Call Phona Numbar 2
Telephone 1: Telaphons 1;
Email 1:
Email 21
Appointment Date: | || Dec || 1984 o 1CRAK Mumber;
[ e~ ] o ]

Check as required on the checklist provided
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Auditors || Documaents in Support of Application Stage

Additional Information Checklist

Eait Checklist

CRITERIA MET (YMN) COMMENTS

Has the applicant or any of ity directors, secretary or s of sanior 9 At any time bean placed NO

under receiverihip, declared bankrupt, or compounded with of made an assignment for the benefit of his
creditors, in Kenya of elsawhere? If $yas, glve details

Hus any director, secratary or sunior management of the applicant besn dented any licance or spprovil under the  NO

Capital Markets Act orequivalent legisiation n any other Jurisdiction: Yes/No. If Yes, give detalls.

Hus any director, secretary ot seniar managemunt of the applicant besn & director of & company that has besn & NO
director of 4 company providing banking, insutance, financial or investment advisory services whose lcence has
beon rovoked by the appropriate authority? Yes /No If Yes, give details

Hus any director, secretary or senioe management of the applicant been subjected to uny form of disciplinary NO
action by any profassional body of which the applicant or any of its director was A mamber? Yes/ No. If yas. give
dntails

Has any court aver found that the applicant, or & parson associated with the applicant was involvad in & violation  NO
of the Capital Markets Act or Reg L ar

I law outside Kenya? Yes / No, If @yms @, give
dutatly

Is the applicant and/or & parsan assaclated with the applicant naw the subject of any procesding that could result NO

In & ©yat® aniwar 10 the abave question? Yas/ No. It ©yus, @, give detalls

Click on the Edit Checklist link then click save after submitting all the required information then

click save and Next

_ g
CRITERIA MET (/) COMMENTS

Has the applicant or any of its directors, secretary or members of senior

management at any time been placed under receivership, declared bankrupt, or

cempounded with or made an assignment for the benefit of his creditors, in Kenya
or elsewhere? If gyesé, give details

Has any director, secretary or senior management of the applicant been denied any
licence or approval under the Capital Markets Act orequivalent legislation in any
other jurisdiction: Yes/No. If Yes, give details.

Has any director, secretary or senior management of the applicant been a director -
of a company that has been a director of a company providing banking, insurance,

financial or investment advisory services whose licence has been revoked by the
appropriate authority? Yes/No. If Yes, give details.

Has any director, secretary or senior management of the applicant been subjected “
to any form of disciplinary action by any professional body of which the applicant or
any of its director was a member? Yes/ No. If yes, give details.

Upload all the required/supporting documents and then click next
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Checklists || Declaration Stage 9 of 10

1 Cartificate of incarporation ' Upload
2 Memorandum and Articles of Association 4 Upioad
3 Unaudited accounts 2 Upload
4 Audited accounts ? Upload

" Evidence of financial capability or investmant capital of a minimum of Ksha. 250million in Uk
9 an
cush or portfolio of securitins and listed sharns v ”

6 Business plan Upload
7 Board Chartar ’ Uptaad
B Businesx Refersance Letter ' Upland
9 Bank refarence Lettar ? Uplond
10 Comprehensive Curriculum Vitae for directors and key personnal Upioad
11 Duly filled and executed Fit & Proper Forms for directors and key parsonnel 2 Upload
12 Valld certified copies of the Certificates of Good Conduct for directors and kaey personnel "" Uplosd
13 Directors’ declaration as required part af the Application form ’ Upload

If the workflow was not enforced then, Read the Declaration form and submit the form

Documents in Support of Application || Stage 10 of 10

Stage 10 of 10

We hereby declare that the information given in the application is truthful, complete and accurate. We understand that
any falsification, willful misrepresentation or omission of any material fact shall result in this application being
withdrawn.

@
1]

If a the workflow was enforced under Profile Setup the following step will be displayed before the
declaration page
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Current Statuz Manager Approval

Approval Notes *

[Maximum characters: 500} “You have 500 charactars left,

Send to * | Manager Approval W

Click on the Send to drop down menu to send it to the approver. The approver will get a
notification both in his/her email address and under the correspondence module telling him/her to
go and approve a request before submission.

Leave an approval note for the approver to view notes concerning the license application

II. Applied Licenses

This allows users to be able to view there applied licenses

AN e

"

h

s

|
T eeEeseew
i

Under status one is able to view the progress of the application applied for

Click on the Action button, and select an option from the drop down
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ik /

"W

ence Jepk

»

)
¥
5

b
1

One can Edit, View License Details or Correspondence

III. Manage Licenses
This is where approved licenses are managed from.

AZS0) Mene

Pages ' |

Pages
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5. Approvals

This is where new Approval applications are made and managed. It has the following modules:

e New application
e Applied Approvals
e Manage Approvals

Action Menu

Licensing
Approvals
- New Application
- Applied Approvals

- Manage Approvals

Mo Objection Reguest
Reporting Obligations
Internal Approvals
Correspondence
Enquiries
Adminiztration

Error Reporting

I. New application
This is where new applications for licensees are made from; click on the New Application link the
page below will be displayed,

" Weu are logged in ax: Risd Kok Lo

Actar Mess

What do you wish to Apply for?

Appliaation Catagory *  wuanr 3f Secirton nint Corpanms ~

Apphcation Type *  Colmcto Brvwsieaird Schee

TN T U
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Click on the Apply button and choose the Application Category and Application Type from the
drop down menu, then click the Next button

NB; depending on the application type the process will be different for the selected category
and application type applying for, the example used is for guidance and not all steps found in
this example are found in all the applications procedures

Thereafter confirm all the details are okay and correct then click the Next button

€IS Application Farm
[Nave'Edit Bromotad
Fromoter Datails
Nams Esrys Company
Tostal Address 7398 Toafal Code 30100
Town Kaksmage Counfry Ksrya
Phivuical AddresRullding
Pliysheal Addiess(Srrest Road)
Call Phione Numiber 1| o7zavanies Cell Phione Numiber
Talaphona 1 Talaphons 1
Email 1
Email 2

Walizita

Conatitution Datails
Schama Lagsd Form
Cauntry Kanya Cartificats Numbsr ¥ Clag078

Law Titls ¥ il 20

Mt C-Im
Click on the New/Edit Promoter to edit or fill in the field required and click save
C15 Application Form
Pramotar Datails
Name* | Kenys Company
Postal Adidress = | 552 Postal Codde * | 20100
Tomm * | Hakama. an Country* | Kanya "
Phiysical Addvess(Ruilding)
Physical Address{Street Rand)
Coll Phane Mumber 1= | U720 00A00 Coll Phione Mumbser 2
Talephona 1 Telephone 1
Email 1:
Email 2i
Wabaite:
Constitution Details
Scharma Lagal Form
Cauntry | Kenya - Cortificate Number | = 152078
Law Title = | MEW132
TN T 000
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Click Next

Application Number QW.JE2 Licence Number M/A
Company Name Test Finacials
Application Date 12-Aug-2012 ‘Current Status On going Application
Applicant Name Red Kiboi
Application Category Issuer of Securities/Listed Companies
jon Type Collective Ir

CIS Application || Key Personnel

Stage 2 of 13

Director:
do MName __ EMail __ Number of Shares
| Hamy nellykiboi@gmail.com 354.121.00
Melly nellykiboi@gmail.com 12,329.00
nelly 0.00
0.00

Fages: 1

View | Edit | Delete

View | Edit | Delete

View | Edit | Delete

View | Edit | Delete

Pages: 1

Confirm that all the details have been taken into account and click next, you can click on edit, view

or Delete.

Click on New Directors to add new directors fill in all the required details then click Save and then

Next
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Name *
Postal Address * Postal Code *
Town * Couniry * | Kenya "
PIN * Citizenszhip * | SELECT COUNTRY w

Physical Address(Building) *

Physical Address(Street/Road) *

Office Number 1 Office Number 2
Cell Phone Number 1 * Cell Phone Number 2
FMail 1+
EMail 2
ID Number * Date of Birth * | 31 w | | Dec w || 1900
Appointment Date * |31 w | Dec w || 1854 w No. of Shares *

Designation *

Directors Qualificatio
Please save the Directors Details in order to proceed with this Section
Directors Employment History

Please save the Directors Details in order to proceed with this Section

View the Key Personnel or add a new Key personnel

Application Number QW62 Licence Number N/A
‘Company Name Test Finacials
Application Date 15-Aug-2013 ‘Current States On going Application
Applicant Name Red Kiboi

Application Category |ssuer of Securities/Listed Companies

Application Type Collective Investment Scheme

{ey Personnel Directors || Functionaries Stage 3 of 13
Fages: 1

Jew Key Personnel

lo Name __ Designation __ EMail __ Humber of Shares

1} Jacob 234567890 nellykiboi@gmail.com 23.00 View Edit Delete
Pages: 1

Click on Key Personnel to add a new Key Personnel fill in all the required details then click Save
and then Next
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New/Edit Key Personnel

Nams *
Poutal Address * Poatal Code *
Town * Country * | Fanya [*]
FIN * Citizanship * | SELECT COUNTRY o

Physieal Addrass{Building) *

Physical Address(Strest/Road) *

Office Numbar 1 Offices Numbar 1
Call Fhons Numbar 1 * Call Fhons Numbar 2
EMail 1 4
EMail 2
I Mumber * Date of Birth * | 31 o | | Dec o | | 1800 o
Appointment Date * |31 o || Deg o || 1954 o Mo, of Shares *
Dszignation *

View the fund Manager or add a Fund Manager

Application Number QW.JE2 Licence Number M/A
Company Name Test Finacials
Application Date 12-Aug-2013 ‘Current Status On geoing Application
Applicant Name Red Kiboi
Application Category |ssuer of Securities/Listed Companies
Application Type Collective Investment Scheme

Key Personnel || Functionaries Stage 4 of 12

Fund Manager Details

New Fund Manager

No. Hame Postal Address EMail Number of Shares

No Records Found

Click on New Fund Manager to add a new Fund Manager fill in all the required details then click
Save and then Next
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New/Edit Fund Manager
Nama: | Maeses Kiprop
Postal Address:  °%0 Postal Code: | 20200

Town: Mairobi Country: |Kenya
Date of Appointment: |31 || Dec || 1970 W

Physical Address(Building]:

Fhysical Address (Street/Road)
Telephone 1: Telephone 1:

Email 1:

Email 2:

Business Activity:

View the Administrator or add a new Administrator

Application Number QWJE2 Licence Namber M/A
‘Company Name Test Finacials
Application Date 13-Aug-2013 Current Statns On going Application
Applicant Name Red Kiboi
Application Category |ssuer of Securities/Listed Companies
Application Trpe Collective Investment Scheme

Functionaries || Functionaries Stage 5 of 13

Administrator Details

MNew Administrator

No. Hame Postal Address EMail Number of Shares

No Records Found

Click on New Administrator to add a new Administrator fill in all the required details then click
Save and then Next

Mow/Edit Administrator

Narma | Fsvin Jamas .
Postsl Address; | #50 Postsl Cods: | 0200
Tawn | Mol bl Country | Fenyes e
Date of Appointmant: |31 o | [ Dec o | [ 1800 o
Physical Addrass{Building:
Physical addrass (Straat/Road) |
Talaphons i1 Talaphons 11
Ermmil 11
Emmil 2

Buminszs Activity:
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View the Investment Adviser Details or add a new Investment Adviser

Application Number QW82
Company Name Test Finacials
Application Date 19-Aug-2012
Applicant Name Red Kiboi
Application Category |ssuer of Securities/Listed Companies
jon Type G P

Investment Adviser Details

New Investment

No. Hame Postal Address

Licence Namber N/A

Current Status On going Application

Functionaries || Functionaries Stage 6 of 13

EMail Number of Shares

Mo Records Found

Click on Investment Adviser Details to add a new Investment Adviser fill in all the required

details then click Save and then Next

New/Edit Investment Adviser
Mame:
Postal Address:

Towm:
Date of Appointment: |21 ., | | Dec | 1900 .,

Physical Address(Building):
Physical Address (Street/Road)
Telephone 1:

Email 1:

Email 2:

Business Activity:

Postal Code:

Country: Kenya W

Telephone 1:
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View the Custodial or add a new custodial

Application Number QW82 Licence Number M/A
Company Name Test Finacials
Application Date 19-Aug-2013 ‘Current Status On going Application
Applicant Name Fed Kiboi
Application Category |ssuer of Securities/Listed Companies
Application Type Cellective Investment Scheme

Functionaries || Functionaries Stage 7 of 13

Custodian Details

New Custodian

No. HName Postal Address EMail Number of Shares

Mo Records Found

Click on New Custodial to add a new Custodial fill in all the required details then click Save and
then Next

New /Edit Custodian

Name:
Postal Address: Postal Code:
Towm: Country: | Kenya W

Date of Appointment: |31 ., || Dec ., | (1900 .,

Physical Address(Building):

Physical Address (Street/Road)

Talephone 1: Telephone 1:

Email 1:

Email 2:

Business Activity:
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View the Trustee or add a new Trustee

Application Number QWJE2 Licence Number M/A
Company Name Test Finacials
Application Date 12-Aug-2013 ‘Current Statu= On going Application
Applicant Name Fed Kiboi
Application Category |ssuer of Securities/Listed Companies
ion Type Collecti ooh

Functionaries || Checklists Stage 8 of 13

Trustee Details

New Trustee

No. Name Postal Address EMail Number of Shares

Nz Records Found

Click on New Trustee to add a new Trustee fill in all the required details then click Save and then
Next

New/Edit Trustee
Name:
Postal Address: Postal Code:
Towm: Country: |Kenya W

Date of Appointment: |31 , | | Dec || 12300

Physical Address({Building):

Physical Address (Street/Road)

Telephone 1: Telephone 1:

Email 1:

Email 2:

Business Activity:
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In this Checklist provided by CMA click on the Edit Checklist link

ADDITIONAL INFORMATION CHECKLIST
CRITERIA

Prior Registration: State if the collective investment scheme is now or has been registered,
licensed, recognized or authorized under any law or regulations relating to mutual funds,
collactive investment schemes/funds or securities in any country or jurisdiction.

Refusal or Disciplinary Measures: Has the collective investment scheme, any of its officers,
managers, administrators, investment advisers or custodians been the subject of &

(&) refusal of an application for registration, licence, recognition or authorization; or

(b) suspension, cancellation or revocation of registration, licence, recognition or authorization

by any authority in any country or jurisdiction? YES/NO. Give details and reasons if yes

MET (/M)
NO
NO
NO
NO

COMMENTS

Select the correction option and leave a comment where necessary and click save and then next

Application Number OW.JE2 Licence Number MN/A

Company Name Test Finacials

Application Date 19-Aug-2013 Current Stafuz On going Application

Applicant Name Red Hiboi
Application Category |ssuer of Securities/Listed Companies
Application Type Collective Investment Scheme

naries || Documents in Support of Appl

ADDITIONAL INFORMATION CHECKLIST

Edit Checdklist

CRITERIA

Prior Ragi ion: Stata if tha collactiva il t schama iz now or has bean registarad, licamsed, recogmized or authorizad undar any

law ar ragulations ralzting to mutuzl funds, collactive investmant schamas | funds or sacurities in any country or jurisdictian.

Rafusal or Disciplinary Maasuras: Has tha collactiva investmant schama, any of its officers, managers, administrators, investment advisars

or custodians bean tha subject of &

fa) rafusal of an ication for ragi. ion, licanca, ition or authorization; or

fb) suspansion, cancallation ar ravocation of ragistration, licence, racognition or authorization by any authority in any country or

Jurizdiction? YES /NO. Giva details and reazons if yas

Civill Procesdings: Has a judgmant bean randerad or any suit, action ar procsedings pending against any afficar of tha callactiva

invastmant schama ar of any of its functionaries listad in quastion (5) abave, in civil proceadings in any court or tribunal in any country ar

Jurisdiction which has bean or is based in whols or in part on fraud, theft. daceit, misraprasentation or similar conduct? YES /N0 Giva

datails if yas.

Offancas: Has any key officar of tha collactiva investment schama or any of its functionaries listed in quastion (5} abova bean or is baing
chargad, indictad or convicted in any country or jurisdiction for amy offanca in any criminal or civil procasdings ralating to fraud or thaft

arising out of dealing in mutual funds, collective investment schames, funds o securitias?
Bankruptcy: Has any key officar or the collactive imvastmant schema or of any of its functionaries listad in quastion 5 abova baan &

{a) declarad bankrupt ar Basn party to bankruptey or insclvancy procssdings?

MET (¥/N}

O

O

e

WO

COMMENTS
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In the next stage attach all the files needed click on the Upload link to upload the files

EETTT T oA

Application Type Collective Investment Schems

DOCUMENTS Checklists || Checklists Stage 10 of 13
1 Affidavit for 2 Collactiva Investmant Schema Upload
2 Information Mamorandum Uplaad
2 Auditad reparts for tha precading 2 years of tha propossd fund managar, whars applicabla Upload
4 Auditad reparts for tha pracading 2 years of tha propossd trustas Upload
5 Auditad regarts for tha p ing 2 yaars of the prop i Upload
6 Letter of consent to act as a fund manager Upload
7 Lsttar of consent to act as a trustes Upload
& Letter of consent to act as a custodian Upload
9 Trust Dasd Uplaad
10 Managsmant Agreamant Upload
11 Custady Agrasment Upload
12 Rulss of tha Schama Uplaad
12 and articlas of association of the promoter Ugload
k] and articlas of 2 iation of tha d fund manager & Upload

Then click next on the Trust Deed Disclosure Checklist click on Edit Checklist

Application Number QWJE2 Licence Number N/A
Company Name Test Finacials
Application Date 18-Aug-2012 Current Status On going Application
Applicant Name Red Kiboi
Application Category |ssuer of Securities/Listed Companies
Application Type Collective Investment Scheme

Documents in Support of Application || Checklists

TRUST DEED - DISCLOSURE REQUIREMENTS CHECKLIST {THIRD SCHEDULE)

Edit Checklist

CRITERIA MET /M) COMMENTS

TRUST DEED NOD

THE TRUST ND

Intarpratation & dafinition of tarms uzad in ths Trust Dead. ND
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Select the correct option and leave a comment where necessary click save and then the next button

TRUST DEED - DISCLOSURE REQUIREMENTS CHECKLIST (THIRD SCHEDULE)

CRITERIA MET (Y/N) COMMENTS
THIRD $CHEDULE
TRUST DEED
Y]
PARTI
THE TRUST
.
K
i
Interpretation  definition of terms used in the Trust Deed.

)

The constitution of the collective investment scheme: A statement of the name, address and
registered office of the collective investment scheme. If the collective investment scheme is
to terminate after the expiration of 2 particular period, 2 statement to that =ffact.

If the workflow was not enforced then, Read the Declaration form and submit the form

Documents in Support of Application || Stage 10 of 10

Stage 10 of 10

We hereby declare that the information given in the application is truthful, complete and accurate. We understand that
any falsification, willful misrepresentation or omission of any material fact shall result in this application being
withdrawn.
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If a the workflow was enforced under Profile Setup the following step will be displayed before the
declaration page

Current Statuz Manager Approval

Approval Notes *

[Maximum characters: 500} “ou have 500 charactars l=ft,

Send to * | Manager Approval ")

Click on the Send to drop down menu to send it to the approver. The approver will get a
notification both in his/her email address and under the correspondence module telling him/her to
go and approve a request before submission.

Leave an approval note for the approver to view notes concerning the Approval application

Applied Approvals

This allows users to be able to view there applied approvals.

Pages: 1
No Licence Type Licence Number Start Date Expiery Date Status
il Corporate Bonds (Fixed Income Securities) N/A NJA NIA Pending Submission u Action "
2 Employee Share Ownership Scheme or Plans N/A Ni& NiA Pending Submission n Action "
3 Independent Advisors (Mergers) MiA Ni& NiA Pending Submission n Action W
4 Rights lssues (Additional lssues) NiA NJA NIA Pending Submission u Action "
5 Employee Share Ownership Scheme or Plans N/A Ni& NiA Pending Submission n Action "
6 Collective Investment Scheme MiA Ni& NiA Pending Submission n Action W

Pages: 1

Under status one is able to view the progress of the application applied for

Click on the Action button, and select an option from the drop down
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g o p
A |
| Y
View Licwcs Detats
B Cresemees |
. Aoy
B o
B e

One can Edit, View License Details or Correspondence

II. Manage Approvals

This is where approved approvals are managed from

Az8o) Mee

Pages ! |

Pages !
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6. No Objection Request

This is where licensees and approved institutions make a no objection request

It has the following functions

New Application
Pending Submission
Submitted
Approved

I. New Application

To make a new objection request click on the link New Application

Select Trpe *  SELECT NON OBJECTION TYPE v

Changs in Shareholding
Change in Directors and Key Personnel
Change in LocsionBusiness Premses
Change in Auditors

 Clasure of Marke! \intermedary's branch ofice!s)

Click on the objection type and save and then click next, depending on the type of objection request
chosen the user will be displayed with a page to change the information earlier added

For example selecting the objection type of Change in Location/Business Premises the following
page will be displayed
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Regularion 53C of the Capital Markets (Licensing Requirements) General Regulations 2002

New/Edit Localion/Business Premises
Company Name;
Current Location & Address
Poxtal Address: Postal Code:
Town
Physical Address(Building):
Physical Address (Street/Road)

Telephone 11 Telephone 21
New Location & Address
Postal Address: Postal Code:
Town:

Physical Address(Building):
Physical Address (Street/Road)
Telephone 1: Telephone 2:

Reasons for Relocation
Effective Date: 01 -Jan-1970

Remarks:

To address click on the New/Edit Location/business Premises link to edit or add the new
address. Fill in all the required fields click save then fill in the required fields

Currant Location & Addrass
Postal Address: Postal Code:
Town:
Physical Addreas(Building):
Phyzical Address (Street/Road)
Telephone 11 Telephone 21

Naw Location & Addrass

Postal Address) 250 Postal Coder | 02000
Town: [Kitale
Physical Address(Building) | Sitale Plaza
Physical Address (Street/Road) llalo Stieot

Telephone 11 012346678 Telephone 21

Reasons for Relocation  jaw location

Effective Date: |01 o || Jan « [ 1954 o/

Remarks: 744

Click the Submit button to submit the application if there is no workflow enforced
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We declare that all the information given in this application and in the attached documents is true and correct.

Previous Submit Close

If a the workflow was enforced under Profile Setup the following step will be displayed before the
declaration page

Current Statuz Manager Approval
Approval Notes *

[Maximum characters: 500} “ou have 500 characters left,

Send to * | Manager Approval W

Click on the Send to drop down menu to send it to the approver. The approver will get a
notification both in him email address and under the correspondence module telling him/her to go
and approve a request before submission.

Leave an approval note for the approver to view notes concerning the No objection Request
application
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II. Pending Submission
This contains all pending no objection requests

No Objection Request List

Pages: 1
3 Objection Request Name Status
1 Change in Shareholding Awaiting Submission Edit Delete
12 Change in Shareholding Awaiting Submission Edit Delete
Pages: 1
111 Submitted
This contains all submitted no objection requests
Acteo Veru
ot , Pages 1
T — Geqen sl Name Sutur
lgromes
| wige » Sraretciy
Z u 11 Dvoctions and Ky Peraonael
i Crangs o Saltory
.y Clomare of Market mtermedary s Branem oty
'F rayrge & S1o kY
1

Click on View to view the application,but one cannot edit any submitted applications
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V. Approved

This contains no objections request that have been approved by CMA

Actae Mery
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7. Reporting Obligations
All companies licensed by the CMA and all issuers of securities are required by law to file a number

of financial returns on a regular basis. These include

1. Financial Information for Market Intermediaries
2.

This is where licensees and approved institutions submit their returns .It has the following

functions

e New Reporting Obligations
¢ Pending Submission
e Submitted

I. New Reporting Obligations
Click on this link to submit a new reporting obligation

Category * | —FPlease Select Category— v |

Fill in the required fields from the drop down menu and click Next button

Cungm'_l,'*l Licencee V|
Licence Type # | Investment Bank hal |
Repudee*| Financial Information for Licensees V|
Report Period *| Quarter 1 v

Year #| 2010 v
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Click on the Download Template button to download the template and save it to your local
machine .In the Excel document provided after fill in the required fields thereafter upload the

template.
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You are logged in &s: R=d Kol Lozee

1.0 Income
1.1 Broxerags Commissioss
1.Z Adwsory jconsultancy Fees
1.3 Irker=st Income
1.4 Cividend Incom=
1.5 Fund Nacagement Fess
15 Adminstaton Fees
1.7 Exchange ganz/{loss)

1.5 Reafized profis/{ioss) on mvestments

o

Unrealized profisiiicss) on mvestments
Gairs!loss] on dsposal of assets
Rectal Income

[
o

'
==Y

.12 Custodial Fees

b

II.  Pending Submission
These are returns reports that are yet to be submitted to CMA

Pending Submission

Pages: 1
A N A N
HNo Report Name — Year — Period — Status —
1) Financial Information for Licensees 2010 Quarter 1 Awaiting Submission Edit Deletg
Pages: 1
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III.  Submitted

These are return reports that have been submitted to the Authority

Pending Submission

Pages: 12 [Next] [Last Page]
No  Report Name Year Period Status

1}  Financial Information for Licensees 201 Cuarter 3 l:l Viey

. Pages: 12 [Mext] [Last Page]

8. Internal Approvals

This is where approvals are made internally before the applications are submitted; the approvers
log in to their account and check under pending submission to review the application then
submitted.

It has the following functionalities

e Approved
e Pending approval

I. Approved
This contains all application that have been approved through the company policies and procedures
(that is through the workflow created)
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August 26, 2013

Profile Groups

Search: Search
Pages: 1
Ho. Approvers Name Approval Type
1 Kinobi Harry Applications Edit Delete
2 Kinebi Harry Applications Edit Delete
Pages: 1

II.

On clicking the Edit button the user will be able to view the approvers’ notes and the applications
details

Status Assitant Manager Approval
Notes *| BIDS i the tool that we use to develop reports. It provides an intuitive interface based on Microsoft's Visual Studio
product which has been used by developers for many years. The SQL Server 2008 version of BIDS has some nice
enhancements to the user interface for designing, developing and testing reports. You will e these enhancements as
we go through this tutorial

[{Maximum characters: 500] “ou have 500 characters left,

| cwc

Application Details

Details of the Applicant
Capital Structure
Shareholders

Directors

Company Secretary
Key Personnel

Auditors

Checklists

Documents in Support of

Application
Declaration

Pending approval
This contains all applications that are to be submitted to CMA that are pending approval because
they need to be approved first
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Profile Groups

Search: Search
Pages:

Ho. Approvers Hame Approval Type

Mo Records Found
Pages:

9. Enquiries

This is where help is provided for questions that users want to ask about the CMA online portal.

Users click on the Frequently Asked Questions link and types the question thereafter the users
clicks on the Search button for an answer to be displayed

Agticn Meny

T Quetm E==3

Makm an Enguiry
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10. Error Reporting
This module allows users to send errors or issues they encounter when using the system. The
errors are sent to CMA to be reviewed and corrected. There after CMA will get back to the users

Issue *

A~

(Maxirmum characters: 5000 You have 500 characters laft,

Fill in the required fields and then click the Save button your error will be received




