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Introduction

Introduction

In this instruction we will explain how to start or complete the KUARIO Payout process, formally known as the Know-
Your-Customer process at KUARIO. This process has been changed with the update of January 19th 2020. Although it
is still a part of a process we internally call Know-Your-Customer, this process is now called KUARIO Payout.

For Whom?

This document is meant for KUARIO Partners that are creating an new (Merchant) Site and want to start or complete
the KUARIO Payout process, formally known as the Know-Your-Customer process. It is also for the user they assign to
manage that site that may finish the Merchant Onboarding process.
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5

Create a new Merchant Site

Create a new Merchant Site

A KUARIO Site is a location/environment or any group of KUARIO outlets. Take for example a building that houses
multiple businesses, A Site could represent that building, one of it's businesses, a department in that business, a floor
in that building or even aroom. But the parent cooperation could also be a Site. Sites can have a parent-child
relationship. A Merchant Site is similar to a Regular Site, but it has that Site's merchant info stored as well.

You need to create a Merchant Site and make sure that the money is collected in your organisation.
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Money Collection - how does it work?
As the owner of a KUARIO Site you would like to collect the money that is generated on your site.
Payout
To do that Payout should be configured. We will do this later in manual.
All the required credentials and billing data will be collected.
Money Flow

When the current Site has no Payout it will be 'send up' the Site until a Payout Site is reached.
That Site will collect the money that was generated on the original Site.
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Merchant Onboarding

1 Merchant Onboarding

The manager(s) will then be able to start the Merchant Onboarding process, you will also be able to finish it yourself

1. The manager will get an email and should just click the included link to the KUARIO Manager site.

Dear.

You have been invited to become a manager on the site: John Smith No KUARIO
‘account exists for your email address yet. but you can create one simply by clicking
the link below

Click here to create your KUARIO account t

Kind regards.

The KUARIO team

When they log in they should see this screen, the first screen in the Merchant Onboarding wizard. At this or any other
point you can use 'Save Draft', saving your changes enabling you to finish later or leave it to the manager you
assigned in the previous chapter to finish these steps.

In this first screen we will determine what Outlets we will use on the Site. Outlets are the KUARIO elements
representing the goods or service outlet, like an MFP or vending machine. We will also determine the business type
and the logo of our Site. In this case an example of a school was chosen, so the Business Type is 'Education’ and it has
Printing, Vending, Catering, Lockers, Access and Coffee Outlets.

2. Selectthe Outlets (good and or services) for your Site.

3. Fillin the Business Type.

4. Optionally add a logo for this Site and click 'Save and Next'.

4 merchant onboarding

Info » Exploitant » Contact Person e.

o Goods or services, select one or more

L}
VENDING CATERING

[

LOCKERS ACCESS

Business type Education

Site code

40B1491B

©

®

&,

TOEVOEGEN +
SAVE DRAFT + OPSLAAN EN VOLGENDE -

5. Fillin the Merchant data and click 'Save and Next'.
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[#" merchant onboarding

« Exploitant 3» Contact Person

Organisatienaam

B JU High School (<]
ul dit veld alstublieft in
Adres
[2=] 33 School Lane o
dit veld alstublieft ir
Adres
= Nowhere Else (<]
Adres
[==] Pitcairn Islands -]
Postcode
& PCRN 127 ©
t veld alstublieft in
Stad
[1::) Nowhere Else (<]
ul dit veld alstublieft in
Provincie
= Pitcairn ©
ul dit veld alstublieft in
Land
& Pitcairn Islands @
ul dit veld alstublieft
E-mail
@ j. roger@skull-and-bones.com (<]
it veld alstublieft in

Telefoonnummer
. 6457890123 -]
it veld alstublieft in
BTW-nummer

®  Brw-Numme

O De adresgegevens van de factuur verschillen van deze adresgegevens.

6. Finally add the data for contact Person and click 'Save".
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[#" merchant onboarding

« Exploitant 3» Contact Person

Titel

& M o
Initials
& OF o
it vel
S.
-r
First name
& Fletcher (<)
t veld alstublieft
Achternaam
&+ Christian (]
dit veld alstublieft
E-mail
@ f.cristian@skull-and-bones.com [ <]
dit vel
Telefoonnumme
. 6457890123 (<]

dit vels

O De contactpersoon voor de facturering is een andere dan deze contactpersoon.

© ANNULEREN B SAVE DRAFT ¢ TERUG

7. Click 'OK' when you get the confirmation message. Your data has been registered.

KUARIO Manager

Your onboarding application
has been submitted

The Merchant Site is now pending to be activated and the screen below will be shown.

) ONBOARDING

© merchant onboarding

When the last phase 'Payout’ has been finished, the Merchant Site will be fully functional. So let's get started!
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New Site

You, as a Partner of KUARIO want to open a new Site,

1. To do this, first go to Sites (Click on the text right between the cube icon and the user icon).
2. Now click on the cog wheel icon to open the context menu.

Q  Search

Example Site &

Koos's screenshot factory — %@
KUARIOEN - Site1 v [E3)
KUARIO NL - Site 1

19% default

Demo tree 4 %~

3. Click Add new site.

Q  Search

KIUIARIO ENI - Site 1 == o/

[# Site profile
M| Site profile info

4+ Add new site

The site type determines what kind of site will be created.

Regular Site
A KUARIO Site is a location/environment or any group of KUARIO outlets. Sites can have a parent-child relationship.
A Regular Site that has no Payout (no money is generated from the Outlets on the Site or that money is not claimed). A
Regular Site may also function as a container (a parent) for other child sites, In that case it also would have no Outlets.

Merchant Non-Payout Site

A Merchant Non-Payout Site is similar to a Regular Site, but it has that Site's merchant info stored as well. Most
importantly, is has no Payout, thatis, the money collected on this site is not processed on this Site.
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«- Merchant Payout Site

A Merchant Payout Site is like a Merchant Non-Payout Site with the exception that it will receive Payout. These are the
Sites that will receive the money that is made through Payout. Make sure to include at least one of these Sitesas a
parent of any Merchant Non-Payout Site, if your KUARIO Outlets are generating money (selling products or services).

4. Selectthe Site Type. (In order to also explain the Payout process we will follow the example of the Merchant
Payout Site).

A Make sure to at least create one ‘Merchant Payout' as otherwise your money can not be
collected.

Please specify the new site

i

Thisis where the name and other details of the Merchant site are set.
5. Name the Merchant site, set the VAT and other fields and click 'Next'.

< Add new site

« Info » Extralanguages » Management

New site under site
KUARIO EN - Site 1

Merchant name

[ John Smith (<]
e o
Select the currency

[} Euro v

Vat

% 22% v #" MANAGE VATS

Select the timezone

[ Europe/Amsterdam v

Select the default language

=] English (United Kingdom) -

©canceL | €Baci ‘

11 - KUARIO Onboarding process for Partner with new Site - https.//kuario.com



6. Optionally select extra languages that are supported on the Merchant Site. Click 'Next'.

Add new site

« Info » ExtralLanguages » Management

(] Dutch (Netherlands)
English (United Kingdom)
Catalan

German

Spanish

Basque

French

Hungarian

Italian

Polish

Portuguese
Swedish

Chinese (S)

Chinese (T)

00OO0OO0OO0OOODOODOOoODoOODoOODo

Papiamento

=

In the final step Management, set up the user that will manage the Site, and optionally more.
The users that you add must be known KUARIO users!

7. Add an email address after the '@’ symbol and click the '+ symbol to add it. You are allowed to add multiple users.

8. Click 'Save'

Add new site

« Info » ExtralLanguages » Management

Send invitation to new administrator(s)

Q  Search

E-mai

@ JohnSmith@histradingcompnay.com

Jjohnsmith@histradingcompnay.com O O O (] O

e

An email will be sent to the users assigned here with an invitation to log in and complete the process.

You can finish the Merchant onboarding process that is explained in the next chapter yourself or leave it to the user(s)
you assigned as manager in the last step. You are also able to finish it partially and then use 'Save Draft' to save the
changed without finishing the process. For more info continue with the next chapter.
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Payout

- Payout

1. You should have a message telling you that you are able to start the Payout process. Click that message.

If you do not have the message, you can start the Payout process in this way:
2. Click your site, in this screen shot 'Example Site'".

3. Click the gear icon, and in the context menu click 'Payout'.

Q  Search

Example Site %~
Koos's screenshot factory ==&~ o
KUARIO EN - Site 1=+

[# Site Settings

Jack Smitth &~ .
John Smith 4~
¥ Payout KUARIO NL - Site 1
19% default
+ Add new site Demo tree 4 &v

4. You should see the welcome message below. Click OK.

KUARIO

Nice that you are creating a
new customer (merchant). For
automatic payouts, the
customer must go through the
"Know Your Customer® process
and complete it successfully.
After this KUARIO is authorised
to pay out. If payments are
accepted earlier and the KYC
process is not completed
successfully, KUARIO is n|ot
entitled to pay out. This is
entirely at the risk of the

customer

OK
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5. Select the Outlet types that you would like to use, for example Printing and Lockers.

6. Select your Business Type from the list. Click 'Save and Next'.

Please complete the required onboarding data in the cards
below by clicking the cards and provide all the requested

data.

Sales category v SAVE AND NEXT x

@  Goods or services, select one or more

—
—
-
VENDING CATERING LAUNDRY
FII O
LOCKERS ACCESS COFFEE OTHER.

= Businesstype Education >

7. Fillin the Merchant data. Click 'Save and Next'.

Please complete the required onboarding data in the cards
below by clicking the cards and provide all the requested

data.
Merchant *
Sales category T
Merchant | B Raymond Reddingon [
Bank L] B
.
Contact person B apivetDive °
Invoicing details @ A i
Invoicing contact @ Address
B Little Whinging. Surrey (-]
Documents .
Address
=] Great Britain [}
postalcode
& WDs7LR o
ciy
ih  Little Whinging (]
state
| = Surey () |
Courtry

8. Fillin your bank data. This should be the bank that you want to receive the money on. Click 'Save and Next'.

Please complete the required onboarding data in the cards
below by clicking the cards and provide all the requested

data.
Bank x
= (-]
aic
@ ABCi3 o
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9. Enter the data of the contact person. Click 'Save and Next'.

Please complete the required onboarding data in the cards

below by clicking the cards and provide all the requested
data.

Title

Sales category
Merchant I & ™
Bark
Contact person
Invoicing details
Invoicing contact
Documents ~ © Firstname

Raymond

Sumame

Reddington

&-mal

RReddington@hsowaw.com

Phone number
+44 567890123

.
L O
e © o o o ©

—

Please complete the required onboarding data in the cards
below by clicking the cards and provide all the requested

data.
Invoicing details ¥ NEXT x
Sales category
- Same as merchant details? )
Bank v Address 4 Privet Drive
Conlectperd v Address Little Whinging, Surrey
Invoicing details
v Address Great Britain
Invoicing contact
v Postal code ‘WD25 7LR
Documents L]
v City Little Whinging
v State Surrey
v Country Great Britain
v E-mail kdgraaf@ineprocom
v Phone number o

11. Fillin the Invoicing Contract details. Click 'Next'.

Please complete the required onboarding data in the cards

below by clicking the cards and provide all the requested

data.
Invoicing contact ¥ NEXT *
Sales category
o Same as contact? L ]
Bank v Initials #
Cosiact Rty v Firstname Raymond
Invoicing details
v Surmame Reddington
Invoicing contact
v E-mail RReddington@hsowaw.com
Documents .

‘ v Phone number +44 567890123 ‘

12. A couple of documents are needed to complete this process. Please provide a Clearing Agreement Click 'Save'.

[ suaMrT | Please complete the required onboarding data in the cards
below by clicking the cards and provide all the requested
data.

ocuments .

Salescategory @
l @ CLEARING AGREEMENT TEMPLATE
Merchant ‘
Bank @ ~  Clearing Agreement v
Al  documents
Contact person l
[ v =
Invoicing details T
Bank Statement ~
Invoicing contact T A rk satement for account dated within 3 months preceding °
Documents ®  —  Otherdocuments v
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13. Your company has one or more Ultimate Beneficial Owners (UBO's), you fill in his or her name here. Click 'OK'.

Please give the full name of a

Ultimate Beneficial Owner
within your company @

|Albus Percival Wulfric Brian Dur

CANCEL ~ OK

14. If there is more then one UBO in your company, click 'OK' to repeat the last step If there are no more UBO's, click
‘Cancel’.

Is there another UBO? (If
there is no other just
cancel)

Please give the full name of a
Ultimate Beneficial Owner
within your company @

15. Add the required documents for all the Ultimate Beneficial Owners.

16. A message should appear to inform that all onboarding data is complete. Click 'Submit'.

All onboarding data is
complete. you can submit your

application.

17. Another confirmation message pops up. Click 'OK'.
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