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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. Set a password. 

2. Click the “Register” button, as shown in the image below. 

 



 

 

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. 

 

 

Upon logging in, the system will send a verification code to the 
provided email address. The client must enter this code on the 



 

corresponding screen to complete the authentication process and 
securely access the portal. 

 

 

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. 

 



 

 

 

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. 

 

 



 

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 the file 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. 

 

 

 

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. 



 

 

 

        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. 

 
 

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. 



 

 
 

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. 

 

 


