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This User Manual for the Grupo Insur Client Area has been
prepared to guide our clients in properly accessing and using the
platform designed for managing and submitting the documentation
required for anti-money laundering and counter-terrorist financing
(AML/CFT) purposes.

Through this platform, our clients can provide all the information
necessary to comply with current legal obligations in a simple, secure,
and centralized manner. This manual explains, step by step, how to
access the Client Area, navigate its sections, upload the requested

documentation, and monitor the status of the verification process.

Our commitment is to provide a clear, intuitive, and secure
environment, facilitating regulatory compliance while ensuring the

confidentiality of all data submitted.

1. Registration in the Client Area

Once the client accesses the portal, they will find the “Register” tab,
where their invitation code will already be redeemed, and the Email and

Username fields will be pre-filled.
To complete the registration process, the user must:
1. Setapassword.

2. Click the “Register” button, as shown in the image below.
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iSmsur Area de Clientes Pégina principal | ES + | Iniciar sesién

43 Imcar semon Regisirarsa Canjoar FwEackn

Codign de canje: 50708dba-$11d-4346b-a783-c 793465870039

Registrarse para una nueva cuenta local

Escriba el cédigo de la imagen

Responsable de tratamiento: INSUR PROMOCION INTEGRAL, 5.L.U., (B91416438). Finalidad: gestionar su accesa sl portsl y el intarcambio
seguro de documentscidn necesaria pars la relacidn contractusl y el cumplimients de obligacionss lsgales. Ejercicio de derechos: pusds
revocar los consentimisntos y efercer sus derschos en: i . Infermacion Adicional: Politica Privacidad.
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This registration process is only required the first time the client
accesses the portal.

Once their account has been created, they can log in directly via the
“Log in” tab.

i_','msur Area de Clientes Pégina principal | ES - | Iniciar sesién

Iniciar sesién con una cuenta local

*Nombre deusuario |

* Contrasefia |

iRecordarme?

[ eva onidade 1 contrasenar

°
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Upon logging in, the system will send a verification code to the
provided email address. The client must enter this code on the
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corresponding screen to complete the authentication process and

securely access the portal.

Sinsur Area de Clientes Pagina principal | ES - | Iniciar sesién

Escriba el codigo de seguridad

Cediga |

Compruebe si ha recibido el cédigo de seguridad por correo electrénico.
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2. Profile settings

Once the registration process is complete, the Profile section will

open. On this screen, the client can view:
« Their name, displayed in the upper-right corner.
« Their contact details, shown in an editable form.

If desired, the client can update their email address and mobile phone

number. To save any changes, they must click the “Update” button.

The Profile screen will appear similar to the one shown in the image
below.
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3. Uploading documentation

When accessing the “Documentation” section, the client will see

their purchased property. By clicking on it, they can access the page
designated for uploading the required documentation.

Smnsur Area de Clientes Pagina principal Documentacién | ES - |
Gngo Oportunidsd
Contacta Pramaociin Codiga Unidad de Venta
PINEDA PARGUE 3 FASE BLOOUE S VIW-00-04-00-002-4 | i
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To upload a document, the client must follow these steps:

1. Click the “Upload Documentation” button to open the upload
form.

2. In the form, select the appropriate Document Type.

3. Click “Choose File” and select the document to attach from their
device.

- Allowed file types: PNG, JPG, JPEG, and PDF.

- Once thefile is selected, the “Document Name” field
will be automatically populated with a prefix
indicating the document type, followed by the

uploaded file name (this field is read-only).

4. Click “submit” to save the uploaded document.

Grupn Insur Oporunided > Oporunidad documentos > Mis - detalle

MNombre documento *
CING-Proyecto INSUR - Portal PBC - Disefio funcional_v4.pdf

Tipo de documento

Certificado de ingresos de compaiiia
ocumento *

Proyecto INSUR - Portal PBC - Disefio funcional w4 pdf B Delete

After confirming the submission, the client will return to the main
Documentation screen, where they can view the newly uploaded file
and its creation date, as shown in the image below.
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Grupe Insur = Oporunidad = Oportunidad documentos

Razénpara el Fecha Creado FechaValidado

MNombre Documento Unidad Venta Validade
estado

L VIV-00-07-00- 09/07/2025
SIN NOMBRE . 002-B Mo Activo 045

DREP - Proyecto INSUR
R o VIV-00-07-00- 09/07/2025 09/07/2025
- Portal PBC - Disefio . Si Active
002-B 9:13 9:19

funcional wd.pdf

The system allows downloading any of the uploaded documents by
clicking the icon located in the “Document” column.
Once the client has uploaded all the required documentation, they
must click the “Submit for Validation” button.

iSmsur Area de Clientes Pagina principal | Documentacién | ES - |

Grupo lnsur = Oporlunidad > Oportunidad documentos

Fecha Creado Fecha Validado

Razén para el
estado

L WIV-00-07-00- 09/07/2025
SIN NOMERE . 002-8 Mo Activo 945

DREP - Proyecto INSUR
_ . VIV-00-07-00- 09/07/2025 09/07/2025
- Portal PBC - Dissfio . Si Activo
002-B 9:13 9:19

funcional vd.pdf

VIV-00-07-00- 0%/07/2025 -
Mombre Documento No Activo
002-B 12:58

Mombre Documento Unidad Venta Validado
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This action will send an email notification to the sales
administrator responsible for the operation. Once the submission is
completed, a message will appear indicating that the documents have

been successfully sent for validation.
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After the Grupo Insur sales administrator reviews the submitted
documentation, they will proceed with its validation. If everything is
correct, “Yes"” will appear in the “Validated” column, indicating that the

document has been accepted.

If any issues prevent the validation of the documentation (for
example, incomplete information, illegible files, or incorrect documents),
the Grupo Insur sales administrator assigned to the operation will
contact the client to inform them of the issue and request the necessary

correction.



