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1 Introduction 

Our solution helps to simplify your AML/CTF checks and meet your obligations under the Anti-Money 

Laundering and Counter-Terrorism Financing Act 2006 (AML/CTF Act). 

Your AML/CTF checks go through one seamless workflow, covering: 

 Know Your Customer (KYC) and Verification of Identity (VOI) – Verify your clients’ identities quickly 

and accurately and ensure compliance with robust identity checks. 

 Politically Exposed Persons (PEPs) and sanctions screening – Identify high-risk individuals and 

entities 

 Built-in risk scoring – Automatically assess and manage client risk levels 

 Continuous monitoring – Stay compliant with ongoing tracking and updates. 

Checks are also compliant with ARNECC and AUSTRAC, and our system has built-in workflows and 

records of each AML/CTF step. 

You can easily filter and retrieve required information for AUSTRAC reporting as well.  
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2 Getting Started 

You need an invoiced account to receive access to these services. 

If you’re unsure whether your CITEC Confirm account is invoiced or prepaid, or you’d like to set up an 

invoiced account, please contact our Customer Service Centre on 1800 773 773 or at 

confirm@citec.com.au. We can check the status of your account and help set you up with access. 

Once you have access, from the Confirm main menu, under Corporate and Individual Searches, select 

AML/CTF and VOI and the service you require.  

 

 

 

Note: Select the information ‘i’ icons to view details about a service.  
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2.1 Access error 

If your account doesn’t have access to these services, a Request for access screen will show when you 

attempt to use a service. Simply complete this form. 

 

Our team will check the status of your account and help set you up with access. 

Note: You need an invoiced account to receive access to these services. 

If you’re unsure whether your CITEC Confirm account is invoiced or prepaid, or you’d 

like to set up an invoiced account, please contact our Customer Service Centre on  

1800 773 773 or confirm@citec.com.au. 

2.2 Create User Profile ID  

The Create User Profile screen will display the first time you select any menu items under the 

AML/CTF and VOI Menu. 

1. To create a user profile, complete at least the mandatory fields marked with an asterisk *. The 

Email Results checkbox is selected by default. Any results will go to the email address in your 

user profile. 

2. Once you’ve entered your details, select Submit.  
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3. Your user profile will be set up, and your Profile ID will include the prefix ‘CNF’ and your CITEC 

Confirm UserID. Confirm the details are correct to proceed to the service that you’ve selected. 
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Note: Whenever you sign in to CITEC Confirm and select a service under the AML/CTF and 

VOI Menu, the Confirm Profile Details screen will display once for the session so that 

you can check your Profile details are still current. 

If the details are current and accurate, select Yes, these details are correct to proceed. 

 

To update your user profile details, contact our Customer Service Centre on  

1800 773 773, so the details can be updated immediately. Once the update has been 

made, you’ll need to close this window and go back to the AML/CTF and VOI Menu to 

ensure that your updated details apply as you pass through to the selected service. 
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3 Order AML/CTF and VOI checks 

Multiple checks are available to suit your organisation’s compliance needs, including: 

• VOI plus AML, and ID check with FaceMatch 

• AML and ID check with FaceMatch 

• AML and ID check 

• VOI only 

• PEP and sanctions only. 

To complete the check: 

1. add your matter/file reference to identify the matter among your records and select the check 

type 

 

Note: The figures above represent test data for display purposes only and are not indicative of 

actual prices. 

2. add your client/s details 
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3. provide any notes relevant to the matter, if required, and select Run Check 

Your client will receive a secure link via email and SMS from Dye & Durham to complete the check.  

The email will be sent from checks@reaml.com with the subject line ‘Verification request from Dye & 

Durham’. 
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When they’ve completed the check, you’ll receive an email with the report attached. A copy of the 

report will also be available under Check History.   

Note: If you need to resend your check to your client: 
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• select ‘Check history’ 

 

• select ‘Resend’ from the Actions menu for the relevant customer 

 

• before sending, you can update your customer’s details, as required. 
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3.1 Risk assessment 

The risk assessment tool is an internal self-assessment tool for you to determine your customer’s risk 

rating. 

To access the risk assessment tool: 

1. Select ‘Check history’ on the AML/CTF and VOI screen 

 

 

  

2. select Assess on the relevant matter. 
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3. Complete the assessment.  

 

 

  

4. Once you’ve completed the assessment, you can download a combined report of the checks 

and risk rating summary on-screen. You’ll also receive the report via email. 
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3.2 AUSTRAC Report 

AUSTRAC Report allows you to export data for AUSTRAC required reporting.To access the tool, on 

the AML/CTF and VOI screen:  

1. select ‘AUSTRAC Report’ 

 

 

2. filter your report as required and select Generate Report. 

3. A report will be available in CSV format. You’ll also receive the report via email. 
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You can use the report for AUSTRAC reporting.  

4 Track order 

You can track the status of each check via Track Order on the AML/CTF and VOI menu. From here, 

you can also download your results. 

 

 
 
  

Recent Matters display your recent orders by matter reference and date. Select the relevant order and 

the details will show onscreen.  

The Matter Details section provides key order details.  



AML/CTF and Verification of Identity – User guide CITEC Confirm 

 

 

16  of  16 
 

 

5 View my results (intelli-Doc) 

You can retrieve results associated with your orders from View My Results (intelli-Doc), which is 

available from the AML/CTF and VOI menu. 

 

 

 

To search for documents, use the date range, keyword or file reference. From intelli-Doc, you can also 

email or save documents. 
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