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Will Auto Populate Should be consistent across all STRs 

Should be unique across all STRs 

REQUIRED - The reason for suspicion must include at a minimum:                                                                                                                       
1.  What happened – a detailed description of the transactions or activities                                                                               
2.  What your suspicion is – A clear statement of the grounds on which your suspicion is held                                               
3.  Reason as to why you hold this suspicion 

If applicable – action taken in response to the suspicious event (further investigation, closed account etc.) 
Name will auto 

populate from 

your log-in 

INDICATORS REQUIRED FIELD – all indicators 

that apply to this STR. Press on white “+” to 

open 

Click on the 

white “+” to 

add a 

transaction 
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By clicking on the wheel a unique transaction 

number will be automatically generated 

OPTIONAL – your internal Ref No for this transaction 

REQUIRED – enter actual date of transaction 

REQUIRED –Location where the transaction took place. If a branch location, this should be consistent across all STRs 

If applicable – any further description or explanation of THIS SPECIFIC TRANSACTION 

REQUIRED – If the “FROM” party is your client select “My Client”.          

If the “FROM” party is NOT your client select “Not My Client” 

REQUIRED – If the “From Type” is your client click on 

the white “+”, this will open up a box (See page below) 

REQUIRED – 

Transmode Code     

Use drop down 

arrow and select 

REQUIRED – Amount 

should always be in 

Euro € 

REQUIRED – “Bi-

Party” transactions 

have a clear “From” 

and “To” side. 

“Multi-Party” is used 

for anything that has 

not a clear “From” 

and “To” transaction 

Goods & Services is 

used to report 

information on 

Goods & Services 

which relate to the 

transaction e.g. the 

purchase of a car 

REQUIRED – must be unique for each 

STR 
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REQUIRED – from Party Type select either 

“Person”, “Account” or “Entity 

REQUIRED – Use 

drop down arrow 

to select correct 

funds type 

REQUIRED – Use 

drop down arrow to 

select the “From” 

country 

If Applicable 
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REQUIRED –First Name. 

Please use Upper Case 

for the first letter then 

lower case 

REQUIRED –Date of Birth 

If known, please add 

REQUIRED –Passport No 

if “yes” has been 

selected in the passport 

field. Passport Country 

should also be added in 

the “Passport Country” 

field 

OPTIONAL OPTIONAL 

OPTIONAL – if known 

If the “From” person 

details have previously 

been used in the STR, 

you can click on the “Use 

an existing Person” box. 

Select the correct person 

and their details will 

automatically populate 

the fields 

REQUIRED –Last Name. 

Please use Upper Case 

for the first letter then 

lower case 

Residence, use the drop 

down arrow to select 

REQUIRED – Address details of your client. Click on the 

white “+”to open up a box (See below 2 pages) 
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REQUIRED – Use drop down arrow 

details of your client. Click on the 

white “+”to open up a box (See below 

2 pages) 

REQUIRED – Use drop down arrow 

details of your client. Click on the 

white “+”to open up a box (See below 

2 pages) 
REQUIRED – Add area code and then 

phone number with no spaces or 

punctuations in between  

Add if known 

(e.g. UK is +44) 

Press “Save” 
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If you have 

more than one 

phone number, 

click on the 

white “+” REQUIRED – Address, click on the white “+” to open  



 

9 
 

 

 

 

 

 

 

 

REQUIRED – City 

and Country  

REQUIRED – Please 

do not use 

Abbreviations e.g. 

Street, not St.   

REQUIRED Select 

using drop down 

arrow   

Press “Save” 
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If this is “My Client”, at least one form of identification is expected 

If you have entered a Passport or Driving Licence in the 

fields above, these also need to be added to this field  
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REQUIRED – Use 

drop down arrow  
REQUIRED  

REQUIRED  

If known, Add  
If known, Add  

Press “Save”  
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To add another 

identification, click on the 

white “+”  

REQUIRED – Use 

drop down arrow  

If known, Add  

REQUIRED  

REQUIRED  

If known, Add  

Press “Save”  
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If e-mail Address, Employer Address or 

Employer Phone details are unknown, click 

on the white “+” to open these fields  

Press “Save” once all 

fields completed  
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REQUIRED – Use 

drop down arrow  

REQUIRED – Use 

drop down arrow  

REQUIRED – Select the “from” Party 

Type – Person, Account or Entity To add a Conductor, 

click on white “+”  

Click on “Add Party 

and Save Report”  
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REQUIRED – Actual location where the transaction took place 

REQUIRED – “To” field 

click on the white “+” 
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REQUIRED – To Party “funds” and “Country”. Select using drop down 

arrow 

REQUIRED – “Party Type”, Select either “Person”, “Account” or “Entity” 

REQUIRED – If “My 

Client” selected in the 

“To Type” field, click 

on the white “+” 
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Date Account Opened 

REQUIRED – Click on white “+”to add signatory(ies) 

Branch the account is held with 

REQUIRED – Full 

Account or Customer 

Number with no 

spaces or punctuation 

Full official name or 

the account provider 

Select either “Yes” for 

non-Bank or “No” for 

Bank 

Bank = Swift             

Non Bank = Institution 

Code 

 

If account is held by 

an Entity, you would 

click on the white 

“+”  
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Select “Yes” or “No”  

REQUIRED – Click 

on white “+”to 

add Person 
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If the Person’s details 

have previously been 

used in the STR, you can 

click on the “Use an 

existing Person” box. 

Select the correct person 

and their details will 

automatically populate 

the fields 
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Press “Save”  
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Press “Save”  

You can edit the 

fields by clicking 

on the white 

pencil  

You can delete 

fields by clicking 

on the white X  
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Press “Save”  

If the Person’s details 

have previously been 

used in the STR, you can 

click on the “Use an 

existing Person” box. 

Select the correct person 

and their details will 

automatically populate 

the fields 
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Press “Add Party and Save Report”  
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Press “Save”  
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To add another 

transaction, 

click on the 

white “+”  

REQUIRED - The reason for suspicion must include at a minimum:                                                                                                                       
1.  What happened – a detailed description of the transactions or activities                                                                               
2.  What your suspicion is – A clear statement of the grounds on which your suspicion is held                                               
3.  Reason as to why you hold this suspicion 

Should be consistent across all STRs 

Should be unique across all STRs 
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Location where the transaction took place.  If it’s a branch location this should be consistent across all STRs 

REQUIRED – As per 

previous example 
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REQUIRED – from Party Type select either 

“Person”, “Account” or “Entity 
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If an account has been entered previously in this 

STR, you can click on the “Use an existing 

Account” box. Select the correct account and 

the details will automatically populate the fields 

 

Press “Save” 
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Press “Add Party and Save Report” 
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If the recipient of funds is not your client the 

“Not My Client” box needs to be selected 
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To enter foreign 

currency, click on 

the white “+” 

REQUIRED  

REQUIRED – Select using drop down arrow 
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REQUIRED – Select using drop down arrow REQUIRED – Foreign currency amount 

REQUIRED – Exchange rate on the day of transaction 

Press “Add” 



 

33 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

REQUIRED – from Party Type select either 

“Person”, “Account” or “Entity” 
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REQUIRED  - Add 

Entity Name 

Enter if known 

Enter if known 

Press “Save” 

If Phones, 

Addresses or 

Director(s) are 

known, click on 

the white “+” to 

open fields 
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Press “Add Party and Save Report” 
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Press “Save” 
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Two transactions 

have been 

completed. To 

enter another 

transaction, click 

on the white “+” 

To add an attachment, click on “Show 

Attachment”. This will open a window that 

allows you to upload an attachment 

To Preview STR, click on 

“Preview” tab 

Should be consistent across all STRs 

Should be unique across all STRs 

REQUIRED - The reason for suspicion must include at a minimum:                                                                                                                       
1.  What happened – a detailed description of the transactions or activities                                                                               
2.  What your suspicion is – A clear statement of the grounds on which your suspicion is held                                               
3.  Reason as to why you hold this suspicion 

If applicable – action taken in response to the suspicious event (further investigation, closed account etc.) 
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