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What has changed

We are implementing a new process to receive the annual reports from auditors
through Connect.

Reports were submitted by email. But now, please submit the reports using our
preferred method via the Connect platform, which firms use to submit authorisation
requests or change permissions.

This makes it quicker for us to assess reports and follow up on any points/breaches
you report to us. It will also make this data more secure.

The rules in the FCA Handbook will not change and the deadline for the reports
remains the same.

Thereis no change to the rules and guidance that CASS audit reports on insurance
intermediaries need to be submitted to us: you only need to submit these if we ask
for them or if you consider the breaches significant enough to require notification,

eg where the opinion is adverse.

To submit any other communications and notifications, please continue to email us at
CASSAudit@fca.org.uk.

What you need to do

To submit your report, you will need a 'Principal User' for your firm to:
e register your firm's details

e  add additional users to the system and manage the access and level
of permissions for those users

Those users will then submit an audit report by attaching a PDF to a submission
template, giving us initial details to identify potential issues.


mailto:CASSAudit@fca.org.uk
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Connect —how toregister

Register an individual as a Connect user

Go to Connect: https://connect.fca.org.uk/firms/aupo_sitelogin

First, register an individual: this user will become the Principal User (PU) for your Firm
for Connect. They will be responsible for giving access to additional users and manage
their level of permissions.

Select 'Register to be a Connect User".

Login to Connect

Need Help?

Password

Forgot Your Password? | Register to be a Connect User

You will be asked to complete the following form; please select a security question that
you willremember the answer to.


https://connect.fca.org.uk/firms/aupo_sitelogin
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When you submit this form, you will receive email instructions to verify the application
and to set up a password (the email address you use will be the user ID access for all
future logins so make sure the person who intends to be the Principal User registers
themselves).

FCA CONNECT - New User Registration Page

User Datail

Reguired fields are prefived with a red line

Title

First Names

Last Name

Job Title

Email Address

Confirm Email Address

Phone Country Code

]
Mobile Number

Security Question  |[yynat was your chiianood nickname? b

T —

Register your firm

Once registered as a user you need to register your firm.

Login
Go to the log-in page (the same one you registered as a user from).

Login to Connect

Email Need Help?
Password &
Forgot Your Password? | Register to be a Connect User



https://connect.fca.org.uk/firms/aupo_sitelogin
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After logging in, you will see the Connect home page.

Start your application
Select 'Start an application’ (menu on left side).

5 o
(,\._5'\ Call Me 71 Alerts

B Pre-appll

O Financal Services Register

8 rCa Handbook

& Renato Cantone

B Export List 10 Search in U records

[ Logout rilter by Application Filter by Status

@ To view the individual applicant’s name, click the Application Filter above and select Approved Person

Application Number Application Type Submitted Date status

The next screen gives you the following options:
COI’I I'Iect FE;\ E%‘:ﬁ‘(’ @ imﬁ(or';fwnroumon

Start an application

Search here ta start a new application or notification

start an Application

Latest Updates

Pra-Application Meatings

These are the apphcations that do oot reguice selection of a Tome Yoo can use the below agplic e a new fiem, notify
FCA etc.
Financial Services Regisler AIFMD >
AUTHORISF OR REGISTFR A NFW FIRM >
FCA Handbhonk
BEMCHMARKS >
Renato Cantong
CHANGE IN CONTROL >
Logout ) )
COMMOUDLTIES LIML] EXEMPIION ?
FUND OR FUND MANAGERS (TNCLUDING NATIONAL PRIVATE PLACEMENT REGIME) >
NOTIFICATIONS >
SEMSITIVE BUSIMESS NAMES b
TEMPURARY PERMISSIONS (EU WITHDRAWAL}) ?>
WATVERS MODIFTICATIONS AND CRR PFRMISSIONS >
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Then:

a. select the ‘Authorise or register a new Firm’ option; you will now see two options ‘New
Authorisation’ and 'Client Assets Audit Firm Registration’

b. go to the 'Client Asset Audit Firm Registration' and select 'Show more'

c. onthe 'Client Assets Audit Firm Registration’ section select 'Start application’

AUTHORISE OR REGISTER A NEW FIRM N

New Authorisation

Create and submit FSMA New Authonisation (including Consumer Credit activities, Claims Management & Benchmark
Administration applications), Registered Account Information Service Provider {(RAISP), Small Payment Institution (SPI),
Authorised [lectronic Money Institution (ACMT), Small MNectronic Maney Institution (STMT), Autharised Payment Institution (APT)

and Money Laundering New Registration

Show more...

Client Assets Audit Firm Registration
Create and submil a Client Assels Audit Firrn Registralion application.

Show more. ..

+ Start an Application

i Latest Updates

an
Pre-Application Mecnings These are the applications that do not require sebection of a firm. You ca w the below spplica to authorfye 3

al Services Register AIFMD >

FCA Handbaok AUTHORISE OR REGISTER A NEW FIRM : ~

New Authorisation

Hitesh Tongia reate and iy ation (incduding Ct mér Cre act Clain Ma ement & Banch ik
Logout APlaind Honey Laundering New Rigestratio
Client Assets Audit Firm Registration

CASS Audit Firm Registration

v bess
BENCHMARKS >
CHANGE IN CONTROL F
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You will get a list of the information you need to complete your registration:

Before you start

You will need the details as follow to complete the next steps:
» Applicant Details (you as submitter- this will default you as principal user);
» Your work location (if different from the registered address)
» Firm details (what type of Firm eg LLP, Ltd company, Sole trader etc); ot
+ Firm name (Registered firm name and address); o
+ Contact details (Email and phone number)

Helpline: 0300 500 05927 from the UK, or +44 207 066 1000 from abroad

| Start Application

Continue by selecting 'Start Application’.
You will need to complete and submit both sections — Applicant details and Firm details.

Applicant details
Click 'Start' for the Applicant details.

Firm Registration - Audit Firm Registration

v Checklist
Application Reference 0002 162575 1 ast Modified By Renato canfone
Number
FORM STATUS
Applicant Details Not Started > - *
Firm Details Mol Slarled

Complete the details for the office you (the Principal User) work in —even if this is different
from the main office.
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Mandatory fields are marked with an asterisk (*)

@ Please provide the details of the applicant’'s work location and details.

Applicant Details

2 Applicant Details

Title

First Name(s)
Renalo

Last Name
cantone

Mahile Numher

a Address and Contact Details

Post Code
Building Name/Number
* Address Line 1
Address Line 2
Address Line 3
Address Line 4
Town/City
County (if apphcable)
* Counlry
select country L 4
Phone Number Country Code
+44 -

Phone Numhber

Lmail Address

Once you've completed the first form, select Save and Next. You can use the edit
button to amend any details in this form.
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Firm details

Complete the second form for Firm details using the same process as above.

Firm Registration - Audit Firm Registration

~ Checklist

Application Reference 0002162575 Last Modified By Renato cantone
Number
FORM STATUS
Applicant Details O B Cdit
Firm Dctails Not Started
Firm Details

= What type of firm is the applicant firm?

Public Limited company

Website address @

@ Please provide the details for the audit firm's registered address.

Applicant Firm Details

ﬁﬁ Firm Details

* Firm Mame

Firm Details Test LTD
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a Firm Address

Post Code
ELL 4AW

Building Mame/Number

* Address Line 1

20 Southwest Road

Address Line 2
Address Line 3
Address Line 4

lown/ City
London

County (if applicable)

*Country
UNITED KINGDOM
Phune Number Country Code

+44

Phune Number

Fmail Address

Submitting your application

Once both forms are completed, the screen will show 'Application is Ready for

Submission' (D).

You can still amend details before submission by using the Edit buttons for each form (E).

Submit your registration by selecting 'Submit Application’ (F).

Firm Registration - Audit Firm Registration

Application Reference
Number

FORM

Applicant Details

Firm Details

Application is Ready for Submission.

STATUS
0 Complete
0 Complete

+ Checklist

Last Modified By Renato cantone

B Edit * %

g Edit

* * Submit Application

11
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From the home page you will be able to see the Submitted request and the
Application number. Use this number if you contact us with an enquiry.

Connect 7C/ A T

= Start an Application
i Latest Updatns
@ rre-application Moatings

3 rinandlal Services Reqlster

My Applications

Latest Updatas

8 rFca Handbook

& Renato Cantone B Exportlist  chew 10 o Searchin 1 records

[ Logout

Filter by Application Filter by Status

All b All - Reset to default sort

° v view Lhe individual applicant"s name, click the Application Filler above and sclect Approved Person
Appligation Number Application Type Submitted Date Status

00072 17036 Firm Registration Audit Firm Registration 10/09/201% Submitted

i3]

What happens next

Once we approve your application we will send you a confirmation email.

At this point, you will see a new option on the left side of the Home page so you can
‘Manage users'.

12
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Using Connect onceregistered

The Principal User is responsible for the firm's access to Connect. They can add and
edit additional users. A firm can only have one Principal User, but they can change it to
someone else.

Managing users

The Principal User can create new users, assign relevant permissions and re-assign the
principal user function.

From the Home screen, choose 'Manage Users' on the left-hand menu (G).
connect FEA Eé‘r:%:“ @ E%;U:E%)EH‘:;“CI“”IOH

# Home
Manage Firm Users

Select Firm: = Filter by Firm Status:
pm sl ek LT | :

Principal User:  Renatn cantone

Manage Users Reassign Principal User ‘ *
i Pre-Application Meetings

chow 10 5 Search in 1 records
O Financial Services Register

First Name Last Name Email Address Last Logged In Firm Status

+ Start an Application

@ Latest Updates

FCA Handbook
renato. cantonei@fca.org.u
Renato cantone k comm - e 03/07/2019 14:31 Frabled v

Renato cantone

Logout

Creating new users
Choosing the option to 'Create new user' (H) will open a screen to complete the new
user details.

The options at the bottom of this form enable you (the Principal User) to manage the
level of permissions for each new user.

You must grant the correct user permissions, as this will determine what any user
can see/do for the firm:

o Firm administrator: the user can create, edit and submit client asset reports and
create/edit other user's permissions (except for themselves and the Principal Users)

13
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o Submitter: the user can create, edit and submit reports

» Data entry: the user can create and edit the reports but not their submission

o Read only: the user will have access to the system but cannot make any changes

You can tick the options Submitter and Data entry together —they are the default
optionin the system. If you want to grant Administrator permission level you will need

to tick the specific box below (X) as well.

The users with access level as Submitter and Data entry will be able to see only the
client asset reports they have submitted personally. Only the Principal user and the
users with access level Administrator will be able to see all reports submitted by the

same firm.

Connect

Homea

Start an Application

Latest Updates

Manage Users

i Pre-Application Meatings

-] Financial Services Ragister

FCA Handbook

Renato cantone

Logout

When you create a new user, they will get an email inviting them to register to Connect

m PRUDENTIAL REGULATION
Wl AUTHORITY

Manage Firm User

User Detall

Firm  Firm Details Test LTD
Title None
First Name
Last Name
Job Title

Email Address

Cenfirm Email
Address

Phone Country Code

Telephone Number

Firm Permissions

Firm Administrator o

Applications Permissions

Enable Advanced User Management o
Application Type Data Entry
All vl

and create their own password.

Once loggedin, they will receive a prompt to highlight their connection to the specific

firm.

14

Requined feids are marked with *

Read Only
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Reviewing existing users and changing permissions
To edit/review the user permissions user the drop down below (Y) clicking on the
option 'Edit".

Use this to amend an individual access, as well as an option 'Disable’ to fully remove
access.

Connect FOA 5 O oo g
AUTHORTT \ MITHERITY
#A Home
Hanage Firm Users
5 icatio
+ St an Appicaton Select Firm: Filker by Firm Status:
Firm Details Test LTD- ] Al Sl ~roly Filters
B Latest Updates
Principal User:  Renato Cantann
Manage Users Reagsign Principal User
Fre-application Mestings
Shew 10 3 Search in 2 records
Financial S Legister
First Name Last Name Email Address Last Logged In Firm Status
FCA Handbook
Renars Cantong CMEDANTMEOTRN U 11/059/2015 12:25 Enahbled -
k.comm
Renato Cantone
Jamos. loe2@fea.org.uk.co
James Lee ! 0z ! Reguesled d

mm

» Il'h]ﬂll' Edat
> -

Reassigning the Principal User
Choose the option to 'Reassign Principal user' (J).

This will open a screen to complete the details for the new Principal User. Only the
existing Principal User can do this. If the PU leaves before locating a new one, you will

need to contact the FCA for further guidance.

The new Principal User will need to be picked from the existing users. They will get an
email and willneed to log in to Connect to accept/reject the new responsibility.

15
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Manage Firm Users

Selecl Firm:
Firm Details Test LTD- |

Principal User:

Renato cantone

FirsL Name Lasl Ndme Email Address

renato.cantone@fca.org.u

Filter by Fitmm Slalus:

Create new user Reassign Principal User * *

All - Apply Filters
Show 10 ¥ Search in 2 records

Lasl Loyyed In Firm Sldlus

Renato cantone e 09/07/2019 09:27 Enabled v
j Jee2@fca.org.uk.
James Lee 1::95 ee2@ica.org.uk.co 27/06/2019 12:46 Requested v
Connect ——
FA®YA =5,

A Home

+

rt an Application Current Principal User

Firm

test Updates
First Name
Manane Us Last Namea
Email Address

Pre-Application Meetings

Financial Servic

eqglster

FCA Handbook

Select Flr<t Name

Renato canlone i lames

Logout

Last Name

Raassign P pal Usar

Firm Details Test LTD
Renatn
cantone

renato.cantone@fca.org.uk.comm

Search in | records

Emall Addrecs Firm Status

james.lea2@tca.org.uk.co
mm

Enabled

= - |

16
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Submitting an audit report

Send thereportinaPDF format.

Each registered user can submit client asset reports depending on their level of
permissions.

Inthe Connect Home Page select 'Start an application’ (K)

PRUDENTIAL REGULATION
£ AUTHORITY

Connect

Latest Updates

Start an Application

Latest Updates

Manage Users

Pre-Application Meetings

My Applications

= Financial Services Register

FCA Handbook B LuportUist  show 10 2 Searchin 1 records

e
RonavCafong Filter by Application Filter by Status

Al - All » Reset to default sort

o To view the individual applicant’s name, click the Application Filter above and sclect Approved Person

Logout

Choose the option 'Firm notification’ (L) and then select the drop down ‘Client Assets
Report Submission application’ clicking on 'Start application’ (M)

FINANCIAL LA OF INGUAND
F A CONDUCT g FRUDENTEAL REGULATION
AUTHORITY e AUTHORITY

Start an application

Start an Application

t & new application or notification

Latest Updates
Applications for: Rencanto LLP Test

Manage Users

APPOINTED REPRESENTATIVES >
i Pre-Application Meetings APPROVED PERSONS >
: s DIRECTORY PERSONS ¥
Financial Services Register
CANCEL YOUR FIRM AUTHORISATION OR REGISTRATION ¥
FCA Handbook
BENCHMARKS >
R: t: ke
slolbiain E-MONEY (ELECTRONIC MONEY) FIRMS >
» Logout FIRM NOTIFICATIONS »
PASSPORTING >
PAYMENT SERVICES FIRMS >
UPDATE YOUR FIRM DETAILS >
VARY YOUR PERMISSION (VOP) >

17
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FIRM NOTIFICATIONS v

Client Assets Report Submission application

This form is the means by which an auditor can submit the client assets report under SUP 3.10

Client Assets Report Submission application

This form is only for the use of Auditors and should not be used by authorized firms. When completing this form you
should ensure all mandatory fields are completed and attach a pdf copy of the client assets report before submitting.

% * Start Application

Show less...

A prompt will appear showing what you need to successfully submit the Audit report.

You will need the following information to complete the fields required in this form: [
= Firm reference number (FRN)
=+ The period end date of the client assets report
= What type of firm your opinion relates to e.g. Designated Investment Business (DIB), General
Insurance Intermediary (Gll), Debt Management Firm (DMF) or Claims Management Company (CMC)
= What type of opinion the client assets repart contains

+ Client assets report in PDF format sting this form yo

before submitting
Further information to help you complete this form can be obtained from: )
https:/www.fea.oreuldfirms/resulatory-reporting/client-asset-reports
cassaudit@fca.org.uk
Helpline: 0300 500 0597 from the UK, or +44 207 046 1000 from abroad Sho!

% * Start Application o

Click on 'Start application’ (N) and this will open a page with the Application reference
number (P) and option to 'Start' (Q) :

Connect

udit Report - CASS Supervision

Start an Application

Ll * w Checklist
@ Pre-Application Meelings ’

Application Releremoe: 0002155543 Laxt Modified Ry Renato Cantone
— 3 Number
=l Financial Services Reqlster
FORM STATUS

FCA Handbook
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The next screen will ask you to complete the basic details of the Firm and Audit report
that you are submitting:

e FRN (Firm registration number)
«  Period end date of the report (select by clicking on calendar button)
What type of firm does this submission relate to? (Designated investment

business, General insurance intermediary, Debt management firm, Client
management company or Others)

TS » STAIT AN appucation » (NTZ TSS90 ) AT Form v

Latast Updates Current Status In-Progress Last Modified By Renato Cantone

Start an Application

Pre-Application Meetings

Back to Application Previous Save Save and Next

FCA Handbook = Firm Heference Mumber * *
CA Handbook e
Search FRN l * * | Scarch |

Financial Services Register

Renato Cantone

B

You will now be asked questions with yes/no answers to identify the audit opinion:
Q1:lIs the client assets report unmodified?
This is for reports having a 'clean’ opinion: if you select 'yes' you will not be asked
any further question and the screen will direct you to upload your PDF copy of

the report and submit to us.

If your answer is 'no’, you will move on to the next question.

Client assets report opinion

Is the client assets report unmodified? @

Yes v

Q2:Is any part of the client assets report adverse?
This is for reports having an ‘adverse' opinion in any part of your report: if you

select 'yes' you will not be asked any further question and you can upload your
PDF copy of the report and submit to us.

19
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If your answer is 'no’, you will move on to the next question.

Client assets report opinion

Is the client assets report unmodified? @

No

I= any part of the client assets report adverse? 0

l Yed|

Q3:Is any part of the client assets report qualified or modified?

This is for 'except for' opinions: please choose 'yes' for all other opinions not
previously included in any of the above questions (eg qualified reasonable
assurance and/or modified limited assurance reports).

If you select 'yes' you will not be asked any further questions and you can upload
your file and submit the report to us.

Client assets report opinion

Is the client assets report unmodified? @

No

Is any part of the client assets report adverse? @

No

Is any part of the client assets report qualified or modified? @

Yes

If your answer is 'no’ we assume that you are unable to form an opinion on the
audit and you will move to the last option to give your reasons for this and submit

the report (screen b). (Z)

Client assets report opinion

Is the client assets report unmodified? @

No v
Is any part of the client assets report adverse? @
No v
1s any part of the client assets report qualified or modified? @
v

No

If you are you unable to form an opinion please attach and submit the client assets report @
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Once you have completed the questions upload the audit reportin PDF format: click
on 'Save and next".

Document Upload

The document uploaded cannot be deleted - please upload a new one here to replace it

* This document is required.

A, Upload Files | Or drop files

Comments *

For any further information, please contact "CASSAudit@fca.org.uk™

Back to Application Save and N

[rrovions | [[sove |

You can add up to five different email addresses to receive the same confirmation
email but these will be sent without the report attached.

Send additional email confirmation of this submission to:

Enter email address

+ Add email address

Once you have uploaded the client asset report click 'Submit Application'.

Renato Cantone

Application Reference 0002155943 * Last Modified By
Number

FORM STATUS

Audit Form @ cComplete B Edit

Application is Ready for Submission.

Submit Application

The submission is now complete. You will get a confirmation email with a copy of the
report.

21
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Please record the application reference number (W) as you will need it if you email the
CASS team with an issue or question.

Application Reference 0002155943 Last Modified By Renato Cantone
Number

FORM STATUS

Audit Form @ Complete ® View

You can now return to the Home page, which will show the status of the application and
a dashboard of all applications in progress and/or fully submitted from the drop-down
option on the right side of the screen.

Lonhect CER-Y

Latest Updates

CULATION

Start an application

Latast Updates

Manage Users

Pre-Application Mectings

Applications by foms  All Applications
Financial Services Hegister
FCA Handbook Show 10 5 Search in & records
Renalo cantona Flrm Namp FRM Diraft Applications open Applications Awaiting your Response
Audit Testing Firm 210603 1 i 1] -

Click on the specific application to review details of any submission.

22
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Changing/deleting an application
You cannot delete a fully submitted application, but if you have made an error, you can
re-submit your application, highlighting in the comments field when submitting.

The status will show as "submitted” when the report has been sent to FCA. This field
will then change to "Closed".

Connect

f Home
Start an Application
Latest Updates
Manage Users
Pre-Application Meetings
Financlal Services R
FCA Handbook
Henato cantona

Logout

Further support

FINANCIAL A G Ui
F A CORDUCT E PRURBTHTIAL RECULATION
ATROAITY N ALITHORITY

Huomee / Applications

n= tor Audil Testing Finm (910603)

B Export List | Show 10 Search in 6 records

Filter by Application Filter by Status

an v all v Heset to default sort

o To view the individual applicant’s name, click the Applicativn Filter above and select Approved Person

Application Number Application Type Submitted Date Status
oO0Z L6R1A] CASS Audit Report CASS Supervision Draft
DODZ1S 7707 Firm Registration Audit Firm Registration Infos/2o1e Closed
0002163655 CASS Audit Report CASS Supervision 08072019 Closed
0002163656 CASS audit Report CASS Supervision 08/07/2019 Closed
000 3093 CASS Audit Report CASS Supervision 0B/07/2019 Closed

0002163954 CASS Audit Report CASS Suparvision 09 fosf2019 Submitted

Please contact CASSAudit@fca.org.uk.
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