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01 CHAPTER 1

Welcome to MyComuApp

What the app is, what problem it solves and what you can do with it.

MyComuApp brings all the information of your building, condominium or neighborhood organization
into a single app. Management posts once and every neighbor gets it on their phone, with history,
records and traceability.

Fewer scattered chat groups, a more organized community: what matters in the
building, in one place and within everyone’s reach.

MyComuApp puts your building’s information in your pocket, wherever you are.

| The problem it solves

In many communities information is scattered: notes taped in the elevator, a chat group with hundreds
of messages, paper booking sheets and emails not everyone reads. Important notices get lost, nobody
knows if the BBQ area is free and management repeats the same thing over and over.

MyComuApp puts all of that into a single official channel: every notice is posted and dated, every
booking shows on a calendar, every parcel and every issue has its record, and each person sees only
what concerns them.

MyComuApp - User manual 3



| What you cando

i 7 W

Stay informed Book Get notified

News and priority notices, with BBQ areas, rooms, the gym and When a parcel or a visitor
photos, reactions and any common space. arrives for you.
comments.

X &

Report Talk Manage

What is broken, with a photo, Messages and video calls with People, units, spaces and

and follow its repair. neighbors, the committee and content (depending on your
the front desk. role).

[ O J

® ® @ MyComuApp

Search MyComuApp... b & My profile 22 Community B Messages Favorites O .Q @

-@ MyComuApp

Home
B BBQarea2
My profile

Rules and documents

The rules for each space, the meeting minutes and the community
certificates, always at hand.

Favorites
Community
B Seedocuments
Messages
Wall

News

Hi Administracién, new for you

Nothing new has arrived since the last fime you were here.

2 Notices

Bookings

+/  You'reup to date
Documents

Parcels .
Quick access

24 Neighbors
< a Book = Messages E News o Notices

L5
Shared spaces Chat and video calls What's new General notices
Edificio Alto Mirador

Unit Administracién

See the community profile
©2026 MyComuApp | Al rights reserved ® Online:1 A Openis:

5t — B My parcels; —

MyComuApp on a computer: the same information as on the phone, with more room.

MyComuApp - User manual 4



CHAPTER 2

Key concepts

Community, units, people and roles: how everything is organized.

Before you start, four ideas are worth knowing. They explain why you see what you see and why some
things only management can do.

o o I o 1 o 7

Community > Units > People > Role
Your building, condominium Apartments, houses or Those who live or work Defines what each one sees
or organization offices there and does

How a community is organized in MyComuApp.

Concept What it is Who sets it

Community The building, condominium or organization. It has its name, MyComuApp, when the
address, spaces and active sections. service is hired

Unit Each apartment, house, shop or office. A person can have Management
several.

Person Each neighbor, committee member, staff member or Management

administrator, with their profile and account.

Role Neighbor, committee, front desk (staff) or management. It Management
decides which sections you see and what you can do.

Section Each module of the app: news, bookings, wall... The Management
community chooses which ones it uses.

MyComuApp - User manual 5



| One app, four points of view

Neighbor Committee Front desk Management
Read news and notices ° 0 0 0
Post news and notices = 0 - 0
Book common spaces ° 0 - 0
Approve bookings - o - °
Log parcels and visitors - - ° Q
Report issues ° 0 ° Q
Manage people and units = o - Q
Configure permissions = - - 0

v can do it - e can oversee it, depending on how management configures it - — not applicable.

ﬁ The exact permissions of each role are configured by your community's management; the table
shows the usual setup.

MyComuApp - User manual



03 CHAPTER 3

Installation

Requirements and how to install the app on each device.

Platform Requirement Where to get it

Android (phone and tablet) Android 7.0 or later Google Play

iPhone and iPad iOS / iPadOS 15 or later App Store

Mac macOS 12 or later Mac App Store

Web Up-to-date Chrome, Safari, Edge or Firefox www.mycomuapp.com/app

| Onan Android phone or tablet

0 Open Google Play.

° Search for MyComuApp and tap Install .

o When it finishes, tap Open or find the green icon on your home screen.

| OnaniPhone oriPad

0 Open the App Store.
o Search for MyComuApp and tap Get ; confirm with Face ID, Touch ID or your password.

° Open the app from your home screen.

| OnaMac
o Open the Mac App Store.
e Search for MyComuApp and click Get .

° Open it from Launchpad or the Applications folder. You can keep it in the Dock.

| Ontheweb

Nothing to install: go to www.mycomuapp.com/app in your browser. It is the same app, with the same
account and the same information.

MyComuApp - User manual



| Permissions the app asks for

Permission What for If you decline

Notifications To alert you about notices, parcels, You will still see it under the bell, without
bookings and calls. an alert on the phone.

Camera and Video calls, photos for the wall and Those features won't be available.

microphone issues, voice search.

Photos To attach images to posts and issues. You can post text only.

Location To sort the area’s public cameras by Distances are measured from your
distance. community.

v You can change permissions at any time in your phone's settings, under MyComuApp.

MyComuApp - User manual 8



o ﬁ CHAPTER 4

Your account and signing in

How to get your account, sign in, recover your password and sign out.

Accounts are not created from the app: each community’s management creates them and gives you a
username (or your email) and a password. That way nobody outside the building can get in.

o 4 o o & o =

Download > Get your account > Signin > Done
Install MyComuApp Management gives it to you User, password and You land on the Home
community screen

From day one to everyday use.

| Signingin

° At the top, keep the Community tab selected
( Management and Unit are for other kinds of access). @

Enter your email or username and your password. MyComuApp

Y mmunity, mo ected

Under Community , pick yours from the list.

@ &
Tap Sign in . Community  Administration

Email / Username

8  Your username or email

v The eye next to the password shows or hides it, so you
can check you typed it right. Password

& Your password

Community

#  1.- Edificio Alto Mirador —

Forgot your password?

Don't have an account? Sign up here

The sign-in screen.

MyComuApp - User manual 9



| If you forgot your password
0 On the sign-in screen tap Forgot your password? .
e Follow the instructions sent to your email.

e If your email isn't registered, ask your management to update it.

! What about “Sign up here”?

It explains how to get an account: since management creates it, there is no open sign-up. That protects
the community.

! Signing out

Open the side menu (the three lines, top left) and tap Signout at the bottom of the list. Always do it on
a shared computer.

L. After several wrong passwords in a row, the app asks you to wait a few minutes before trying

again. It is a protection against unauthorized access.

MyComuApp - User manual 10



05 CHAPTER 5

The main screen

Getting around the app: bars, menu, bell and assistant.

After signing in you land on Home, which brings together what -

matters most: community highlights, what's new since your last
= ) MyComuApp Q

visit, shortcuts, video calls and important notices.

Rules and documents

' The ll.op ba r The rules for each space, the meeting

minutes and the community
certificates, always at hand.

« = Menu: every section of the app.

& Search: find anything.

« () Favorites: what you marked with a heart.

A Bell: updates you haven't read yet. HiAdministracion; new.for you

Nothing new has arrived since the last fime you were here.

» ©Settings: your account, language, theme and alerts.

+  You'reup to date

Quick access

8 Book o Messages

Shared spaces Chat and video calls

- Video calls
Start a video room with your community

Home: what matters in your building

when you open the app.

MyComuApp - User manual 1



| The app map

MyComuApp

[ Bottom bar j [ Everyday j [ Your community j [ Your account j
Home Bookings Neighbors My profile
Community Parcels Staff Settings
News Issues Documents My data
Notices Wall Businesses Management*
Messages Favorites Polls
Cameras

* Only if your role allows it. Each community chooses which sections it uses: if you don't see one, your
community doesn't have it enabled.

| The bottom bar

At the bottom you have the five most used sections: Home , Community , News , Notices and

Messages . The active one is highlighted. On a computer, the menu is always on the left.

| The assistant

The round button with sparkles

, bottom right, opens the assistant: tell it what you're looking for in
your own words (“l want to book the BBQ area”, “did my parcel arrive?") and it takes you to the right

section. It works in English and Spanish.

MyComuApp - User manual
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MyComuApp

Q, search MyComuApp... 2k L & Myprofile 22 Community BX Messages Favorites O ﬂ @

@ MyComuApp

@ Home Ediﬁcio AI'!'O Mirador Unit Administracién
My profile 22 lonline - [ 3buildings + [ Since 2021

Favorites Explore the communi‘l'y

Community

o
= e
=] V) @ a
Messages
Neighbors Forum Book Groups Local businesses Services
Get 1o know your )

Join the conversation Shared spaces Join a group Local businesses Providers and mare

Wall neighbors

News

Notices Upcoming bookings Open calendar Community staff @ Seeall
! Jorge Marin
Bookings No upcoming bookings. M Moj,dm >
Documents "
P Luis Provoste N
Aseo
Parcels Edificio Alto Mirador
Unit Ad tracié
nit Administracién RE Rosa Elgueta >

. Conserje turno dia
Neighbors 22, 9 neighbors

1 3buildings
7\ Edificio Alto Mirador i 1online
Q&

Unit Administracin B Since 2021

See the community profile

uApp | All rights reserved ® Online:1 - b My parcels; —

On a computer the menu is always visible on the left.

MyComuApp - User manual 13



CHAPTER 6

Notifications and updates

How you find out what's new: the bell and phone alerts.

MyComuApp lets you know in two ways: with a phone notification as soon as something happens, and
with the bell & , which keeps everything you received and haven't seen yet.

Q0 < 2] o © o A

Posted > Sent > Received > Kept
Management posts a notice MyComuApp delivers it A notification on your Under the bell until you
instantly phone open it

v
o
Read

Marked when you open it

The journey of a notice, from management to your phone.

| What we notify you about

» New notices and news.

» Parcels and visitors for you.

» Bookings approved or declined.

» Status changes on your issues.

» Incoming messages and video calls.

» Replies to your comments.

| Thebell
0 Tap & in the top bar; the red number tells you how many updates you have.
a Tap an update to go straight to it.

° If you like, mark them all as read.

MyComuApp - User manual 14



| Choosing which alerts you get

In Settings you can turn alerts on or off by type. The bell still keeps everything, even with notifications
off.

v Not getting notifications? Check that MyComuApp has notification permission in your phone's
settings.

MyComuApp - User manual 15



07 CHAPTER 7

News and notices

What management and the committee post, instantly.

9:41 all & 1% 9:41 ull ¥ %
= @ MyComuApp Q O 4 = ) MyComuApp Q O N ®
i 5
News 5 L Notices o
Important messages from the management and the
Keep up with what is new and what is happening in your committee.
community.
Q_  Search notices by title or content
Q  Search the headline or the summary...

© Category v ! Priority v B From v [=H8
© cCategory v EY Unread only B From v

MANTENIMIENTO  Importante 6 5ep. 2026

Corte de agua programado Q>

é v | COMMUNITY 75ep. 2026
N : o

1| Quedélistalanueva zona de Q>
'\'l g L1 jvegos © Read
© Read L Like
Like as
MANTENIMIENTO - Informativ 3sep. 2026
BT COMMUNITY 4sep. 2026 ; Mantencién del ascensor @ 3
Bajé un 12 % el consumo de Q > norte
@ Read
Like
& Like
ASAMBLEAS - Evento 1sep. 2026
MEDIOAMBIENTE 2sep. 2026
. o ] Citacién a asamblea ordinaria  ~ ~
b " Operativo de reciclaje el QD>
,

sabado ke
© Read L Like

News Priority notices

| News

These are the community’s announcements: updates, events, finished works. Each item has its
category, date, photo and sometimes a video.

0 Tap News inthe bottom bar.
o Tap an item to read it in full.

o React with Like or leave a comment at the end.

| Notices

Notices are what's urgent or can't be missed: water cuts, maintenance, meetings. Each notice has a
priority:

MyComuApp - User manual
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Priority What for Example

Important Something that directly affects you. Water cut on Friday from 9:00 to 15:00.
Informative Something worth knowing. Six-monthly maintenance of the north elevator.
Event An activity or a meeting call. Ordinary meeting on Thursday the 20th at 19:30.

| Reactions and comments

Below each post you can react and comment. Comments are single-level; if management turns them
off on a post (for example, a meeting call), the comment box doesn't appear.

| Search and filter

Above each list there is a search box and filters for Category , Priority , date ( From ) and
Unread only . Filters add up.

2 ® @ MyComuApp

Q, Search MyComuApp.. sc| & & Myprofile 22 Community B Messages Fovorites © [ 2

@ MyComuApp

g —

Keep up with what is new and what is happening in your community.

2 My profile

Favorites Q, Search the headline or the summary.

Community © Category v E! Unread only (B From ~

Messages

wall COMMUNITY - 7 sep. 2026 V) -~
Queda lista la nueva zona de juegos = o
ea
News Terminaron los trabajos del patio interior: piso de caucho, dos juegos y
sombra. Ya se puede usar. Stay in the loop
2 Notices e as Turn notifications on to get important notices
N right away.
Bookings
( Set up notifications J
Documants COMMUNITY -4 sep. 2026 v
Bajé un 12 % el consumo de agua T >
e
Parcels El consumo del edificio bajé respecto del mes anterior tras cambiar las llaves
de las areas comunes. Se nota en el gasto comin. Popular categories
24 Neighbors . .
& Like Community 3
Administracién o
77\ Edificio Alto Mirador Medioambiente 1

WY ynit Administracién MEDIOAMBIENTE -2 sep. 2026

See the community profile

©2026 MyComuApp | All rights reserved

On a computer, news with popular categories on the right.

v What you've read is marked Read . Tap the heart O) on a news item to save it to Favorites.

MyComuApp - User manual 17



08 CHAPTER 8

The community wall

A space for neighbors to share, with moderation.

On the wall neighbors post recommendations, pet notices, - |
B all & %
things to buy or sell, or simply a greeting. Management

= ) MyComuApp Q ¢ 4o ®

moderates it.

What do you want to share with your neighbour

Tap Post . 4rvin s QRS

Vendo bicicleta aro 26 en muy buen estado. Unidad 1204,
pregunten por mensaje.

| Posting
R Reports
o Open WO" from the E menU. o General Buy and sell Pets Recommendatio
. o Administracién @
e Tap What do you want to share with your neighbours? . A omines. RS
iGracias al comité por organizar la limpieza de las Greas
e Write your message, choose a topic and add photos if you MRS
& Like O comment
like.
n Administracién @

& Like O comment

Administracién &%
4 min ago ((Pets

A

Se encontré un gato atigrado en el estacionamiento -1,
Estd en conserjeria, tiene collar azul.

& Like [m} ccme

The community wall.

| Topics
General Greetings, thanks and everything else.
Buy and sell What you sell, give away or are looking for.
Pets Lost, found or adoptable pets.
Recommendations A plumber, a shop or a service that worked for you.

MyComuApp - User manual 18



| How moderation works

© - |0 - |0 ~ (0
You post —> Report —> Review —> Decision

Your post is visible Someone reports it with a Management reviews it It stays or is hidden
reason

What happens when a post is reported.

. Everything you post on the wall is seen by all members of your community. Don't post personal
data about yourself or others.

MyComuApp - User manual
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CHAPTER 9

Booking common spaces

BBQ areas, rooms, the gym and more, with no paperwork.

Each common space has its photo, its rules and its calendar.

Each space shows its photo, capacity, opening hours and slots -

(for example, 4 hours each), plus its rules.

@ MyComuApp

Bookings

L] ] e =
| Making a booking S e
o Go to BOOkingS (or tap Book on Home). Q. search a space: BEQ area, function room, laundr...
&b Category v Available only

e Find the space or filter by Category or Availableonly .

i Sharedspace 5

Quincho 1
22t Capacity 20 © 10:00-22:00
@ Slotsof4h

e Read Beforeyoubook and Terms .

v Before you book (2)

Quincho 2
22t Capacity 15 (O 10:00-22:00
@ Slotsof 4h

v Before you book (2)

— Sala de eventos
W = Capacity50 (O 10:00-22:00 °
@ slotsof 4h

o Tap Book , pick the day and slot, and confirm.

Common spaces and their terms.

MyComuApp - User manual 20



| Thelife of abooking

o - CBE o - o ©

Choose > Check > Book > Confirmed
Space, day and slot Rules and quotas Pending if it needs You get a notification
approval

v
QO & o a

Enjoy > Or cancel

The space at your time From My bookings

From searching to using the space.

| Quotas and approval

Some spaces have quotas (for example, 2 bookings a month per unit) or need approval: in that case
your booking stays pending until management confirms it, and we let you know when it does.

| Your bookings

*  Mybookings : yours, upcoming and past; you can cancel them from there.
e Cadlendar :the occupancy of each space, day by day.

» Requests : bookings waiting for approval (management).

MyComuApp - User manual
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2 ® @ MyComuApp

Q, search MyComuApp... 2k L & Myprofile 22 Community BX Messages Favorites O ﬂ @

@ MyComuApp

Home Bookings

Book and manage the use of the building's shared spaces.
My profile

Favorites ifi Sharedspaces > Q, Search a space: BBQ area, function room, laundry..

Loy My baokings db Category ¥ Available only
Messages Calendar

i Shared space 5
wall 6 Requests

Quincho 1

Equipado con parrilla, mesas y sillas. Vista exterior.

News

. 2 Capacity20 @ 10:00-22:00 @ Slotsofé4h
Notices

£3 2/month per unit

Bookings
Documents

Parcels

Quincho 2

= Equipado con parrilla, mesas y sillas. Interior climatizado.
Neighbors quips [ ysi i

22 Capacity 15 @ 10:00-22:00 @ Slotsof4h
3 2/month per unit
/A Edificio Alto Mirador

Unit Administracién Book

See the community profile
uApp | All rights res

Bookings on a computer: spaces, my bookings, calendar and requests.

v Check the terms before booking: they list capacity, hours and what needs to be left tidy afterwards.

MyComuApp - User manual 22



CHAPTER 10

Front desk: parcels and visitors

We let you know when something or someone arrives for you.

The front desk logs every parcel and every visitor; you get the notification.

When the front desk receives a parcel for you, they log it and

9:41 all & 4
you get a notification. Under Parcels you see everything that
. . = M\ 5~ 1
arrived for you and its status. = @ihcomvier & OF & &
Parcels :
S-'-a-'-US Meaning A record of everything that arrives in your name at the front
desk: who took it in, where it is kept and who collected it.
To pick up Waiting for you at the front desk. g o
1 1
T,“,Fivc'_“’p I‘vfﬂ'unsi:r )
In transit Announced or on its way. e sthe e frneesere
@ “
Collected You picked it up, with a record. o 0
;olle:fed Returned
Returned Sent back to the sender.

Q_  Search by sender, courier or tracking number

b status v

)
.

Tienda online
= Starken - ST-448120

) Arrives Sep 29

Tienda online At the front desk
= Chilexpress - 998123004...
=l

The parcel log.

MyComuApp - User manual 23



| The journey of a parcel

0 & 0 =~ o © 0O e

Onits way > Received > Alert > Pick-up
The courier brings it The front desk logs it You get a notification You collect it, with a
record

From the building's door to your hands.

| Visitors

The front desk logs who enters and leaves the building. If your community uses it, you can pre-
authorize your guests so they get in faster.

o - o © = o &

Pre-authorize > Arrival > Log > Alert
Say who is coming They check in at the front The front desk records the We tell you they arrived
desk entry

How a visitor gets in.

ﬁ If the front desk denies entry, they must record the reason: every decision is on record.

MyComuApp - User manual
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11 CHAPTER 11

Issues

Report what's broken and follow its repair.

A burnt-out light in the hallway, a door that won't close? Report it - ,
2 all T %

from the app: it goes straight to management and you can follow
= ) MyComuApp aQa O A ®

its status.

Issues

Report what isn't working and follow each repair.

| Reporting =
Report an issue

o Open lIssues fromthe = menu (or Report on Home).

s 2 unresolved 2¢ 1 inprogress @ 2 resolved

e Tap Reportanissue .
Q_  Search by title, place or who reported it...

e Describe the problem, say where it is and add a photo. & corgory vt prony v

e Send the report.
©

No issues match that filter

Everything reported has been resolved. If something breaks,
report it and the management will pick if up.

2. What Ireported

® Open (o]

® Reported in total !

Your issues and their status.

| Thelife of anissue

O = ® © e O @

You report > Unresolved > In progress > Resolved
With a photo and location It reaches management Assigned and being worked We tell you it's done
on

Every status change reaches you as a notification.
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| How to write a good report

D A clear photo of the problem.
D The exact place: “tower B, 3rd floor, next to the elevator”.
C] Since when it happens and whether it's getting worse.

D If it's urgent (water, electricity, security), also call the front desk.

At the top you see how many are Unresolved , Inprogress and Resolved ; yours are under
What | reported .

MyComuApp - User manual
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12 CHAPTER 12

Messages and video calls

Talk with your neighbors, the committee and the front desk.

Messages and video calls with your community, without leaving the app.

| Messages g:an

all & 0%

Under Messages are your conversations: your unit's and = QMyComuApp QA © A &
private messages with other people in the community. Tap +

Messages
to start a new one. You can see who's online. Community messaging, like WhatsApp.

- Videollamadas

Start a video room with your community

+ Createaroom

| Creating avideo call

Q  Search your chats...

0 Tap Createaroom (or Goto Videocalls on Home).

Omar

No messages yet.

a Give it a name and invite whoever you want. i
odrigo

No messages yet. Desconectado

° Allow the camera and microphone when the app asks.

RE Rosa Elgueta

No messages yet Desconectado

-y

Messages

Messages and video call rooms.

MyComuApp - User manual 27



0o + |08 )0 & | (0 *

Create aroom —> It rings —» Talk —» Hang up

With a name and guests On the guests’ phones With camera, chat and The room closes
reactions

A video call from start to finish.

| During the call

o Turn your microphone and camera on or off.

» Share your screen to show a document.

Apply background effects to your camera.

Use the chat, send reactions or raise your hand to speak.

| What works on each device

Android iPhone/iPad Mac Web

Video call (/] o O (/]
Screen sharing ° _ 0 °
Background effects (/] O (/] O
Flip camera o O i )

Keep going in background 0 a

v On Android, leaving the app during a call keeps it in a small floating window.

MyComuApp - User manual 28



13 CHAPTER 13

Your community

Neighbors, documents, staff, businesses, polls and cameras.

Community |, in the bottom bar, brings together the building's
profile and shortcuts to everything that keeps it running:

9:41

= 7

Neighbors , Forum , Book , Groups , Localbusinesses and = & MyComuipp
Services , plus the staff and management with their contact

Edificio Alto
details. Mirador

Unit Administracion

22 Tonline

[ /" Edit community J

Explore the community

2 =
Neighbors Forum Book
Q (=] a
Groups Local businesses Services
Community See details

Edificio Alto Mirador

@ Address

- =]

Community News

Exploring the community.
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9:41 all & %

= @MyComuApp Qa O A =

Neighbors -

Get fo know your neighbors, browse the community directory
and stay in touch with whoever lives next door.

(ol s by name o
z2: Committee only @ Online now
Omar Q
OM
o/ tinit Vecino/a
Rodrigo Q@
RO 2
gt etk Comité
Sandra Q
SA
o W Vecinola
Test ©
TE
o RLintr Vecinola

Neighbors

| Neighbors

9:41 all T %

= @MyComuApp Q O A -

Documents © £

Get the co-ownership rules, meeting minutes, financial
statements and other official papers.

Q,  search by title or description

0 Category v B File type v

& Presupuesto del aiio Q
Finanzas- 210 KB 09/08/2026 TS

Acta de la Ultima asamblea Q
Actas - 640 KB-30/07/2026 PDF

Reglamento de copropiedad Q@
Reglamentos-1.2 MB - 10/07/2026 [
Seguro de contenidos Q

:

Seguros 980 KB 25/06/2026 —

Documents

The community directory: each person's name, unit and role, and whether they're online. You can filter
Committee only . For privacy, the directory never shows sensitive data.

| Documents

The co-ownership rules, meeting minutes, financial statements and other official documents, with their

category, size and date. Tap one to open or download it.
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9:41 ol T % 9:41 all T %

= ) MyComuApp Qa O A = = {2 MyComuApp Q O A -
Staff : Local businesses
The people who run the building and ifs services. Local businesses and your neighbors' ventures: what they sell,

when they open and where they are.

Q  Search by name or position &, Addabusiness
3,

©) Position v Daysonduty v @ Online now
M O cercadeti @ O abiertos ahora
0 condespacho
3 Jorge Marin v
Mayord
° QY OREOme: 08:00 - 17:00
( Q Search by name or by what they sell: bread... ]

Luis Provoste @ -
o/ fiste 07:00-15:00
With delivery

Rosa Elgueta Q@
s Conserje turno dia ) B

No businesses on file yet

Know one nedrby? Add it so the rest of the community has it

at hand

© Perks for neighbors

Staff Businesses

| Staff

The building's staff (manager, doormen, cleaning) with their position, office hours and whether they're
available now.

| Businesses, services, polls and cameras

» Businesses: local shops and your neighbors’ ventures, as a list or on a map, with opening hours and
delivery. Tap Addabusiness to suggest one.

« Services: providers recommended by the community.

« Polls: vote in community consultations; your opinion is recorded.

» Cameras: the building’'s entrance cameras and the area'’s public traffic cameras, if your community
enabled them.
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1 ﬁ CHAPTER 14

Search and favorites

Find anything and keep what matters to you.

| Search

Tap A in the top bar and type: search covers news, notices,
documents, neighbors and more, all at once. On a computer, use
the 38K shortcut.

| Search by voice

Tap the microphone in the search box and say what you're
looking for: the app turns it into text.

| Favorites

Tap the heart O) on any news item, notice, neighbor, service or
poll to save it. Under Favorites you have them all together, with
search, type filters and sorting.

9:41 all T %

= ) MyComuApp Q ¢ 4o ®

Favorites «

Everything you tapped a heart on, together and at hand.

Q. Search your favorites

do Type v & Saved v [z With a photo " Soi

B Notice today @
oL
\/.' Corte de agua programado

El viernes se realizard un corte de agua entre
las 09:00 y las 15:00 hrs. para trabajos de ma...

Notice foday
5 — N b
Citacién a asamblea ordinaria
Se cita @ asamblea ordinaria de copropietarios
para el jueves 20 a las 19:30 hrs. en la sala mul.
5 yﬂ News  foday @

\d g ; Quedés lista la nueva zona de juegos

Terminaron los trabajos del patio interior: piso
de caucho, dos juegos y sombra. Ya se puede u.

&= (MNews  today e

Bajé un 12 % el consumo de agua

Your favorites.

v Save the building rules or the next meeting's notice to Favorites: they'll be one tap away.
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CHAPTER 15

Your profile and settings

Your profile, your account and how to personalize the app: language, mode, colors

and more.

9:41 all F 1% 9:41 ol T %
= @ MyComuApp Qa O A = = @ MyComuApp Q QO aQ
My profile N Settings N
< My profile 2 My account 2

Your details, your password and how you sign in
Administracion

[ m—
@ Unit Administracién 2 Administracién
Edificio Alto Mirador - Unit Administracion

Edificio Alto Mirador

Cllpras

Administracion

(> Profile 50 % complete Role in the community

v and know who lives Management &
L

£5 Add your date of birth 2, Add who lives with you Email

administracion@altomirador.cl
£ Add your vehicle, if you have one

Phone

i +56 91234 5678

Identity o

= e youare 7 Edit
Unit

Tax 1D )

p
Notonirile ‘ Administracién 5]
Recorded by the managemen (

By Dateofbirth Assigned by your building management
Not on file

My profile Settings

| My profile

From the = menu> My profile you see your profile: your role, your unit and how complete your profile
is. Mypass shows your resident pass and Edit lets you complete your details: date of birth, who
lives with you, vehicles and pets.

| How Settings is organized

Tap @ in the top bar. Settings opens with an index of sections; on a computer they also appear in a bar
on the left, and on the phone you can jump between them with Switch section .

Section What you find

My account Your name, email, phone, photo and password. Also "Delete my account and my data”.
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Section What you find

Notifications What we alert you about and how. Saved instantly.

Appearance Language, light or dark mode, color theme and how many items you see per page.
My sign-ins Where you sign in from and which devices are connected now.

My data What we keep about you, who sees it and how to ask for changes.

My community The condominium’s and its management’s details.

System Connection status, app version and “Reset".

| Changing the language

° Open & Settings > Appearance .

e Under Language , choose Espaiiol or English.
e The app switches instantly, without signing out.

ﬁ The language is saved on that device: if you use the app on your phone and your computer,
choose it on each one.

| Light, dark or system mode

Light Dark System
White background, great by day. Dark background, easier on the eyes at Follows your phone or computer.
night.

a In Appearance , find the mode selector.

e Tap Light , Dark or System .

v With System , the app turns dark by itself when your phone switches to night mode.
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| Choosing the color theme

The theme sets the app’s main color: the top bar, the menu, buttons and selected items. There are 13 to
choose from:

. MyComuApp 2 PN . P
Classic green - 1. Ocean Blue Biue 1. Crimson Red 1. Forest Forest green
default 3
Royal Purple :. Sunset Orange 1‘ Teal Teal | Rose Pink
Purple 4 4

‘ Slate Indigo Gold Gold ' Coral Coral . Lilac Lilac
TN Graphite, no
. Clean colored bars

° In Appearance , scroll downto Themes (“Choose the main color of the app”).
e Tap the color you like: the app repaints instantly so you can see it.

e Done: it is saved. You can change it as often as you like.

Clean is different from the others: it leaves the header and bars uncolored, on the background, and
uses the accent only where it matters (selected items, buttons, alerts). It is ideal if you prefer a sober
app. Every theme works in light and dark mode.

| tems per page
In Appearance > General you choose how many items are shown in the News, Notices, Bookings,

Staff and Community lists. Fewer items load faster; more items save you from paging.

| Discreet widget (Android)

The home-screen widget can be seen by anyone holding your phone. With Discreet widget on, it only
shows how many updates there are, without titles.

| Back to factory settings

° Goto System > Reset .
o Confirm Restore factory settings .

o The Classic theme comes back and the other preferences saved on that device are cleared. Your
account and data are not touched.
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2 ® @ MyComuApp

Q, search MyComuApp... 2k L & Myprofile 22 Community BX Messages Favorites O n @

@ MyComuApp

fir Home Seﬂ'ings

Your details, your password and how you sign in
My profile

Favorites & My account > Py s
o Administracién

Edificio Alto Mirador - Unit Administracién

Community 0 Notifications
Messages € Appearance
Fullname
T
Wall D Mysign-ins Administracién
News © Mydata Rolein Hhe comeinity
. _ 5 My community Management &
2 Notices |
. @ system Email
Bookings
administracion@altomirador.cl
Documents
Phone Unit
Parcels 2 )
+56 91234 5678 Administracién 5}
2. Neighbors Assigned by your building management.
Profile photo

7\ Edificio Alto Mirador 2 Upload photo
Unit Administracién

See the community profile

©2026 MyComuApp | All rights reserved ® Online:1 b My parcels; —

Settings on a computer: sections on the left.

| My account

In Settings > My account you change your name, email, phone, photo and password (at least 8
characters, mixing letters and numbers). Your username, role and unit are assigned by management,
which is why they appear locked.
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1 6 CHAPTER 16

Privacy and security

How your data is protected and how to exercise your rights.

MyComuApp processes your data in accordance with Chile's Law 21.719 on personal data protection. It
is used only to run your community: no ads are shown, and your data is never sold or shared for
advertising.

2 ¥ =

Only what’s needed Encrypted connection Role-based access
Your profile is trimmed HTTPS/TLS and, in calls, DTLS- Everyone sees what concerns
depending on who asks. SRTP. them.

& | o

Private calls Access log No advertising
Video calls are never recorded. Kept for 12 months, then No ads and no data sales.
deleted.

! Your rights

In Settings > Mydata you can request access, rectification, deletion, objection or portability of your
data.

© = 0O = @ =X o 9

Request > Logged > 30 days > Answer

From My data With a date and deadline Legal deadline to answer We tell you the outcome

The journey of a data request.
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| Deleting your account

o Open Settings .
o Right below your account, tap Delete my account and my data .

e Confirm. Management handles the request within the legal deadline.

ﬁ What the law requires the community to keep (for example, meeting minutes) is kept, but you will
no longer be able to sign in.

| Good practices

Use a password you don't use for other services.

Don't share your account: each person should have their own.
Sign out on shared computers.

Don't post personal data or photos of others on the wall without permission.

00000

Keep the app up to date.
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CHAPTER 17

Management

For administrators and the committee: the building in one panel.

All the building's management, organized and on record.

If your role is Management or Committee, Management appears in the = menu. It works on the
phone, but a computer (Mac or web) makes the most of it.
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2 @ @ MyComuApp

Q, search MyComuApp... 2k L & Myprofile 22 Community BX Messages Favorites O ﬂ @

@ MyComuApp

Home Management

Everything this community keeps is managed from here. The groups follow the order you work in: what needs

My profile looking at today first, and what you must be able to prove at the end.

Favarites

Q  Search .
. 0 Quick user setup
ommunity
Create the person, give them access and leave them ready to work. It is all saved at once: either it is complete, or nothing
[H Allgroups
is left half done.
Messages
PANEL
@ Who they are 2 Their access 3 Their units 4  Review
all 2 AHa de usuario 9
News LA COMUNIDAD Who are they?

- 5 The role decides what you are asked and what they can do in the app.
- : @l Comunidad 1
2 Notices

ROLE

ot B8 Secciones de la app 27
ookings {fr Resident 2. Committee @ Staff member & Management [ Lobby screen

PERSONAS
Documents

:&. Personas ? £ Fullname *
Parcels

iii Convivientes

# TaxID

2. Neighbors

Vehiculos .
a it goes on certificates, minutes and proxies.

26 maintainers
/A Edificio Alto Mirador 5 Email *

Unit Administracién

See the community profile

6 MyComuApp | All rights reserved b My parcels; —

The management panel on a computer.

w

| What you can manage

20 »t

People and units Spaces Content
Neighbors, their units, roles and Common spaces, slots, quotas News, notices, documents and
access. and terms. polls.

v o -

Day to day Permissions Compliance

Parcels, visitors and issues. What each role can do and see. A panel that checks what the
law requires.

| Quick user setup

To add a person in one go use Quick user setup in the panel. Everything is saved together at the end:
either they're fully set up, or nothing is left half done.
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0 = ® /- © ¢ O O

Who they are > Their access > Their units > Review

Role, name, ID and email How they'll sign in Which units they're linked Confirm and save
to

The four steps of quick user setup.

| Posting a notice

0 Goto Notices andtap + ( New notice ).

o Write the title and content, choose category and priority.

o Add photos if you like and decide whether comments are allowed.

o Publish: every neighbor gets the notification.

| Permissions by role

Which sections each role sees and what it can do is configured from management, without touching
the app. The committee can oversee without editing.

v The legal compliance panel checks your community's profile against Chile's co-ownership Law
21.442 and tells you what's missing, without blocking anything.
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18 CHAPTER 18

Quick guides by role

The essentials for your first day, depending on who you are.

| If you're a neighbor

D Install the app and sign in with the account management gave you.
D Allow notifications so you don't miss notices.

C] Complete your profile: phone, who lives with you, vehicles and pets.
O Check the important notices and save the building rules to Favorites.

C] Look at the common spaces and their terms before your first booking.

| If you're on the committee

D Check the management panel to see how the community is doing.
D Post the committee’s announcements with the right priority.

D Create a video call room for committee meetings.

D Keep an eye on open issues and pending bookings.

| If you work at the front desk

D Log every parcel as soon as it arrives: the neighbor is notified instantly.
D Log visitors' entries and exits; if you deny entry, record the reason.

D Check the directory and the building’s contacts whenever you need them.
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| If you'’re management

D Complete the community's profile and check the legal compliance panel.

Load the units and add people with quick user setup.
Set up the common spaces with their slots, quotas and terms.

Define the active sections and each role's permissions.

0000

Post a welcome notice to launch the app with the whole community.
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19 CHAPTER 19

FAQ and troubleshooting

The most common questions, by topic, and how to solve them.

Look up your question by topic. If it is not here, write to us from www.mycomuapp.com/en/soporte.php
or ask your building management.

| Account and access

Question or problem What to do

| don't have a username or Accounts are created by your building’s management: ask them to set you
password. up.
| forgot my password. Tap Forgot your password? on the sign-in screen. If your email isn't

registered, ask management to update it.

It says “invalid credentials”. Check the selected community, username and password (the eye shows it).
After several attempts in a row you have to wait a few minutes.

Can | use the same account Yes: phone, tablet, computer and web, with the same information.

on several devices? My sign-ins shows where you are connected.

I want to change my unit or Management assigns them: ask them for the change. Your name, email,
role. phone and photo you change yourself in My account .

Can | have several units? Yes: a person can be linked to several units at once.

| Notifications

Question or problem What to do

| don't get notifications. Check MyComuApp's notification permission in the phone settings and the
alerts you chose in Settings > Notifications .

| get too many alerts. In Notifications , turn off the types you don't need. The bell & still keeps
them.
The red number on the bell Open each update or mark them all as read from the bell.

won't go down.
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| Bookings, parcels and visitors

Question or problem What to do

| can't book a space. There may be no quota left this month, the slot may be taken or the space
may be closed that day. Check Calendar and the terms.

My booking is still That space needs management approval; we notify you when they confirm

“pending”. or decline it.

How do | cancel a booking? In My bookings , open the booking and cancel it. Do it in advance to free
the slot.

| was notified of a parcel | Check the sender and courier under Parcels ; if it isn't yours, tell the front

wasn't expecting. desk.

| Messages and video calls

Question or problem What to do

The video call has no Allow camera and microphone permissions. On a Mac, screen sharing also
audio or video. needs the Screen Recording permission.

| can't find someone to The directory only shows people your role can see; ask management if
message. someone is missing.

Are calls recorded? No. Video calls are encrypted and never recorded.

| Appearance and language

Question or problem What to do

The app is in another Changeitin Settings > Appearance > Language . Itis saved per device.
language.

The app turned dark by You have System mode: it follows the phone's night mode. Choose Light
itself. to keep it light.

| want a different color. Choose one of the 13 themes in Appearance > Themes . Reset brings

back the original green.

The text looks too small. The app follows the system text size: make it larger in your phone's
accessibility settings.
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| Costs, privacy and your account

Question Answer

How much does it cost for Nothing. The app is free in every store; the service is subscribed to by the

neighbors? community or its management.

Is it only for buildings? No: also for condominiums, neighborhood associations, companies and
institutions.

Is my data safe? Yes. It is processed under Law 21,719, travels encrypted and is never sold

or used for advertising.

Who sees my phone or Only those who need it according to their role. In the neighbor directory
email? your profile appears trimmed.
How do | delete my account? In Settings > Myaccount > Delete my accountand mydata . The

request has a 30-calendar-day deadline.

Is there a version without Yes: www.mycomuapp.com/app, from any browser.
installing anything?

v Many problems are solved by updating the app to its latest version from the store, or by signing out
and back in.
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20 CHAPTER 20

Support and glossary

Where to get help and what each term means.

| Contact
Email contacto@mycomuapp.com (we reply within 24 business hours)
Website www.mycomuapp.com - support at www.mycomuapp.com/en/soporte.php
Manual www.mycomuapp.com/en/manual.php (this guide, in English and Spanish)
Social Facebook, Instagram and YouTube: @mycomuapp
Your management For accounts, units, roles, bookings and everything about your building.
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| Glossary

Bell Where the updates you haven't seen yet appear.

Committee Neighbors elected to represent the community.

Community Your building, condominium or organization within MyComuApp.
Front desk The staff who receive parcels and control access.

Issue A problem reported for management to fix.

News A general community announcement.

Notice An announcement with a priority (important, informative or event).
Parcel A package received at the front desk for you.

Quota How many times a unit can book a space in a period.

Role Neighbor, committee, front desk or management: defines what you see and do.
Slot A time block in which a common space is booked.

Unit Your apartment, house or office.

Wall Where neighbors post, moderated by management.
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MyComuApp

Your whole community, in one app.

www.mycomuapp.com contacto@mycomuapp.com

Available on Google Play, the App Store, the Mac App Store and the web
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