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2. Procedure for Uploading Documents to a Sender’s 
Profile 
 

2.1 Overview:  

This document describes step by step processes to upload sender documents to an existing sender’s 
profile.  
 
All documents must be uploaded on the sender’s profile, not on the transaction. 
 
Uploading documents in the correct location allows the Compliance team to review documents 
easily and helps prevent delays in transaction processing. 

2.2 Steps to Upload Document to a Sender’s Profile 

• Locate a Transaction: Start by going to "Transfers" and searching for a transaction to find the 
sender ID. You can use a date filter or you can find it by searching via transaction PIN number. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click to open/edit 
transaction 
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• Copy Sender ID: Open the transaction detail view page and copy the sender ID from the 
"Sender Information”, “Basic Information" section. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• Access Sender Profile: Go back to "Transfers," select "New Transfers," and paste the sender 
ID into the sender information search field. Click the search button, this will display the sender 
look up screen, then click on the sender's name (e.g., Jeanne spes) to open the profile. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Copy the sender’s ID 

Paste the sender’s ID 

Click on the sender’s name 
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• Upload the Document: In the sender profile, scroll down to the "Documents and Notes" 
section and click on the "Add" button. 

 
 
 
 
 
 
 
 
 
 
 

• Select Correct Document Type: When uploading the document, select the appropriate 
document type from the drop-down options, such as “Identification", "Proof of Address", 
"KYC" or "Proof of Funds”. 

 

• Add Description: Enter the actual document name in the description field. Providing the 
correct description helps Compliance quickly identify the document and reduces unnecessary 
queries. 
 
 
 
 
 
 
Example: 
 
o Identification Document: 
 

▪ Document Type: Identification 
▪ Description: National ID / Passport / Residence Permit 

 
o Proof of Address: 
 

▪ Document Type: proof of Address 
▪ Description: Bank Statement / Utility Bill / or the Actual Document Name 

 
o Proof of Funds: 
 

▪ Document Type: Proof of Funds 
▪ Description: Bank Statement / Salary Slip / or the Actual Document Name 

 
o KYC Document: 
 

▪ Document Type: KYC Form 
▪ Description: KYC 

 
 
 

Click +Add button to 
upload the document 
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• Identification Document requirements: For Identification Documents only, you must enter 
the Issue Date and Expiry Date which is a mandatory step, which should match the dates 
mentioned on the ID. For documents like a KYC, Proof of Address or Proof of Funds, this part 
can be skipped as it is not mandatory. 

 
Note: The sender’s Identification document should only be uploaded once. A new 
identification document should only be uploaded when the previous document has expired. 
Currently, some sender profiles contain more than 100 uploaded documents. Repeatedly 
uploading identification documents pushes previously uploaded documents (such as Proof of 
Funds or Proof of Address) further down the list. As a result, Compliance may request the same 
documents again, which causes unnecessary delays. 

 

• Add or Update Documents: 
 

▪ Users may add or update one or more KYC documents in the same way, but only when 
needed or when requested by the Compliance or AML department. The successfully 
added document will be shown under the document and notes section as shown in 
screenshot below. 

 

▪ The added documents can be viewed or downloaded. 
 

▪ If a document has been uploaded incorrectly, the correct document must be uploaded 
again, as previously uploaded documents cannot be edited or deleted. 
 

 
 
 
 
 
 
 
 
 
 

• Submission of document: Once the documents have been uploaded successfully, they will be 
visible in the “Documents and Notes” section of the sender’s profile. 

 
 
 

3.            ****End of Document**** 
  
 
 
 


