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INTRODUCTION

Attorney firms are obliged to comply with FICA as well 
as various other regulations. In an attempt to ensure 
that full compliance and due diligence is undertaken 
by the attorney firm, we have decided to integrate 
nCino KYC & LegalSuite.

Know Your Customers (KYC) is the process businesses 
execute to verify the identity of their clients either 
before or during the commencement of business.

By integrating nCino KYC & LegalSuite, we are speeding up the KYC process - you can send 
your party’s details directly to nCino KYC from the LegalSuite Address Book, upload documents 
to nCino KYC, request a party to upload documents directly to nCino KYC as well as download 
any documents into the party’s Document Log that were uploaded directly to nCino KYC.
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Setup

Key requirements:

§ Register with nCino KYC and 
advise them that you are a 
LegalSuite Client

§ Send a request to sales.kycafrica@ncino.com 
or your account manager for assistance or 
questions on getting the integration to work.

Key requirements:

Obtain LegalSuite licenses from your LegalSuite 
agent or contact jennifer@legalsuite.co.za .  
Each user who will be uploading parties to nCino 
KYC will require a license. The current costing is 
R89.00 excluding VAT per user per month.  If you 
have 10 users, for example, on LegalSuite who will 
be uploading parties to nCino KYC, you will need to 
register the same number of users with nCino KYC.

nCino KYC will send through a nCino KYC Secret and Key – these are codes that are unique to each user and 
should never be shared.  In LegalSuite, these will be added to each employee under Setup | Employees | Advanced.

mailto:sales.kycafrica@ncino.com


Templates

Templates are setup by yourselves with the assistance of nCino KYC. They are the 
requirements that your firm would like, per entity.  In other words, if you are verifying an 
individual, then your template requirements may specify that an email address and a cell 
phone number are requirements.  If this information has not been filled in in LegalSuite and 
you try to upload a Party to nCino KYC, you will get an error. The user will then be required to 
complete the information on the Party and attempt to upload to nCino KYC again.

LegalSuite clients will have a standard set of templates with nCino KYC and these should not 
be amended to make other fields compulsory, as LegalSuite may not accommodate these 
fields and this will result in errors when uploading parties.
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User uploads a party 
from the address book 

in LegalSuite & 
completes the

required data fields 

L E G A L S U I T E  &  N C I N O  K Y C  I N T E G R A T I O N  F L O W

nCino KYCLegalSuite

YES

NO

FICA documents 
uploaded to LegalSuite 

and automatically 
sent to nCino KYC

Request Document 
Link sent from 

LegalSuite for Client 
to Upload documents

User Completes Risk 
Rating & Watchlist 

Screening 
in nCino KYC

FICA documents 
validated 

by nCino KYC

Officer Final 
Approves Application 

in nCino KYC

The party is marked 
as 'FICA compliant' in 

LegalSuite once the 
application has been 

approved in nCino

PDF Summary 
generated and saved 

in LegalSuite

'Send to nCino' button 
selected to create a KYC 
application in nCino KYC 

together with the Primary 
Contact details 

Client FICA 
documents 
on hand?
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Uploading a Party (Individual) to nCino KYC from the Address Book

Parties have to be uploaded individually 
from the Address Book.  

§ The templates that you have setup in nCino KYC for 
the different party types will determine what 
information is required.  
For example, if your firm have setup the template for an individual 
and specified that an email address is mandatory, then you will get 
an error uploading the party to nCino KYC if you do not have an 
email address filled in on the party.

§ Make sure all the relevant information on the party 
is filled in (based on the templates you created on 
nCino KYC).

§ Double-click on the party in the Address Book 
and click on the FICA Compliance tab. 
Provided that you have a valid Key and Secret setup on your 
employee and you have been licensed for the nCino module in 
LegalSuite, a Send to nCino button will be visible.  

§ Click on the Send to nCino button to upload the party



Uploading a Party (Individual) to nCino KYC from the Address Book

A window will open asking you to select the entity of the 
party you are uploading. This list is populated based on the 
templates that your firm has created in nCino KYC.

For this example, I am uploading an individual who is a South African 
Citizen, so I am going to click on South African Citizen and then click 
on OK.

If the party has successfully been uploaded to 
nCino KYC you will get the following message:

If information is missing, or is in the incorrect format, you will get 
an error message.  The error messages do provide as much 
information as possible and as you use the system, you will be 
able to troubleshoot these messages on your own.  If you are 
unsure, please contact Jennifer at LegalSuite on 0861 711150 or 
jennifer@legalsuite.co.za for assistance.



Uploading a Party (Juristic) to nCino KYC from the Address Book

The uploading of a Juristic Entity such as 
a PTY or a CC works in the same way as 
uploading an individual, save for 
information that must be completed on 
the Signatories tab of the party.
For example, if you are uploading a CC, your template will most likely 
specify that you have to have a duly authorised signatory.

To capture this information, double-click on the party in 
the address book and click on Signatories on the left.



Uploading a Party (Juristic) to nCino KYC from the Address Book

When you add the Signatory, the Position must reflect the 
wording Primary Contact as reflected in the screenshot.  
This is very important as when you are uploading the juristic entity to 
nCino KYC, we use this information to ensure that the signatory is 
uploaded with the juristic entity.

If the “Primary Contact” wording is missing from the Position field, it 
will cause an error uploading.  

All of the information that you would ordinarily capture for an 
individual must be captured for the Primary Contact, for example First 
Name, Last Name, ID Number, Mobile Number (must be captured in 
international format on the signatory only, e.g. 27825556633),  Email 
Address etc. (this information has been left out of the screenshot 
below for privacy purposes)



Uploading Documents
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Uploading Documents to nCino KYC from the party’s document log

§ Double-click on the Party and click on the FICA 
Compliance tab, then click on the Document 
Log icon.

§ Drag and drop your saved FICA document into the 
party’s Document Log and name it appropriately 
and click on OK so that the document is added.

If you have received FICA documents for the Party you have uploaded, they must be added to the Document Log of the Party.



Uploading Documents to nCino KYC from the party’s document log

§ Tag the entry, right-click and click on 
Upload to nCino (documents have to be 
uploaded individually).

§ A window will then open asking you details on 
the Document you are uploading.  Follow the 
on screen prompts and once the document 
has successfully been uploaded to nCino 
KYC, it will appear with an arrow next to it 
in the Document Log.

§ Verification of the document uploaded must 
then be done on the nCino KYC system.
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Requesting FICA Documents

Once a party has been uploaded to nCino, the icons on the 
FICA Compliance tab changes. The Send to nCino button 
no longer appears as you cannot upload the same party 
twice and in it’s place, the following two icons are now 
shown:

§ Request FICA Documents.
§ Download Documents from nCino.

Request FICA Documents -  when you click on this button, an 
email is generated from nCino KYC and addressed to the 
party you uploaded.

Notice that once you have clicked on the Request FICA Documents button, the button then changes to “Cancel Request for FICA 
Documents”.  If you have sent the request for documents in error, clicking on Cancel Request for FICA Documents will cause the link 
in the email that was sent to the Party to become invalid so they will not be able to upload any documents:



Requesting FICA Documents

The party will receive an email with a link that they can click 
on and they can upload the required FICA documents (this 
email is generated from nCino KYC – any changes to the 
layout and wording of the email must be done through 
nCino KYC)

When the party clicks on the CLICK HERE or GET STARTED 
link in the email message, they will be taken to nCino KYC’s 
document submission portal.

*The email & nCino KYC client portal will be white-labelled 
with your branding



The party is shown a list of documents to upload. The information displayed on this screen is determined by the Entity 
that was uploaded. In other words, a South African Citizen will have different FICA requirements to a Close Corporation.

Requesting FICA Documents



When the party clicks on the ”Begin Upload” 
link, they are prompted to select the type of 
document they are uploading. 

For example, if they are uploading a Proof of 
Address, the following options will appear 
for them to choose from.

Requesting FICA Documents



Specific guidelines are given on documents. 
For example, “Document must have been 
issued within the last 3 months” is a guideline 
for an address document.

Requesting FICA Documents



Once all required actions have been 
completed, the party can log out.

If the party needs to return, they can 
follow the link in the email invitation

Requesting FICA Documents



Once the party has uploaded their FICA documents, nCino KYC automatically validates these documents in the 
background and compares them to 3rd party data sources.

Documents that do not pass the analysis are rejected back to 
the party who can then upload alternative documents. 

Once document validation is complete, the person in your 
firm who is assigned to receive notifications from nCino KYC, 
will get an email advising them that the application is ready 
for review. 

They can log directly into nCino KYC by clicking on the link in 
the email, and proceed to approve the documents and the 
application.

Approving FICA Documents



Complete your screening and risk rating within nCino KYC by working from top to bottom through the tabs. 

Perform the rest of the FICA process
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Downloading FICA Documents

Once you have approved the documents on the nCino KYC 
platform, If you click on the Download Documents from 
nCino button on the Party, the documents that have been 
approved on nCino KYC will be downloaded and added to 
the Document Log for that Party.  Downloading the 
documents from nCino KYC may take a while depending on 
the size and number of documents.

Once the documents have been downloaded, a 
message will appear advising the user of the number of 
documents that have been downloaded and that they 
can view then in the Document Log for the Party



Downloading FICA Documents

To view the downloaded documents, click on the Document 
Log icon.  Documents that have been downloaded from 
nCino KYC appear with a blue and white arrow next to them

The party in LegalSuite is marked as FICA 
compliant if the FICA requirements setup 
for that entity have been met.



Requesting a PDF Summary

A PDF summary request can be sent through to nCino KYC 
by clicking on the Request PDF Summary button. 

Once the request for the PDF Summary has been processed 
on nCino KYC’s side, it will be available for download.  
To download the PDF summary, click on the Download 
Documents from nCino button.  If it has been processed and is 
available to download, a message will appear advising you.

The PDF summary appears in the Document Log:



Contact Us

Email 
kycafrica.sales@ncino.com

Visit 
kycafrica.ncino.com

Email 
info@legalsuite.co.za

Visit 
legalsuite.co.za

mailto:kycafrica.sales@ncino.co.za

