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i accourt? Register now to oSECURE.

e To access the HARBOR platform, visit harbor.sec.gov.ph and
proceed to Log-in with eSECURE.

e If a Filer is not yet registered, click the “Register Now to eSECURE”,

to create an account.
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Select Type of Residency Select Type of Residency

Choose if residing in the Philippines or Abroad {1) Select if the applicant has
residency in the Philippines or
Abroad

{2) For Foreign applicants resicding in
e  Philippines. ¢haose Local

~ Resident
e (3) For Filipino applicants residing
~ Abroad, chose Forelgn Resident

For applicants For applicants
residing in the residing abroad Contact Information

Philippines

OTP Verification

PROCEED = Account Information

Upon clicking "Register Now to eSECURE" you will be redirected
to a new page where you must select your residency status:
"Residing in the Philippines"” or "Residing Abroad."

After selecting their residency, click the "Proceed" button to
continue.

Securities ana ’
B wmseconon @@ Q@@ wesisecoriopine




\SER GUID,

@‘ REGISTRATION

HARBOR

Registration for Applicants residing in the Philippines

a eSECURE

Contact Information Select Type of Residency
Provide a valid and working email address and mobile number

Contact Information
(1) Provide an active email address

and mobile number.

{2) Mote: Email address and mobile
number should be umque to the

v : person who is applyiing for an
Input valid email address eSECURE accaunt,

£ Email Address”
OTP Verification

Input valid mobile number

e
[] Mobile No.* r‘:

e To register a new account, provide a valid email address and mobile

number.
e After providing the information, click the "Next" button to proceed.

Account Infermation
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Verify OTP

Input the OTP received on your provided email and mobile number.

Enter the &-digit code sent to LIVCENTENO24@GMAIL.COM

& Email Verificatio... Expiresin: 01:08

8

Crter the ¢-digit code sent 1o 09567353159

[] Mobile Verificati... | Expires in:01:08

;_H—J

- .:

e A One-Time Password (OTP) will be sent to the provided email address
and mobile number. Enter the OTP within three minutes, as it will expire
after that period.

e After entering the OTP, click the "Nexi" button to proceed.
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Account Registration
Frovide the following information for your account creation

Account Information

- Username* =~ Email Address*

Lisername

& Password* [] Mobile No.*

Password

@& Confirm Password* & Nationality™*

Confirm Password Select Nationality

e In the next step of the registration process, provide the account
information.

e The Username must be at least six characters long, while the Password
must contain a minimum of eight characters, including one uppercase
letter, one lowercase letter, one number, and one special character
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Personal Information | have a BIR-Registered TIN.

- Firstname* B Personal TIN

Firstname

= Middlename* Gender*
Middiename Select Gender

Tick the checkbox If not applicable [MA).

@ Birthdate*

[
= Lastname* dd/mmsyyyy ]

Lastname
Dy M onth Y ear

mMatre: Please use the carrect format above to avoid

nnecessary date mismatching

e Nexi, fill out your personal information.

e By default, the Personal TIN field is required. However, if you do not
have a BIR-Registered TIN, untick the checkbox labeled "l have a BIR-
Registered TIN" to make this field optional. All other fields are required.
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| HEREBY CERTIFY that all the information
provided are complete, correct and true
to the best of my knowledge and | agree
terms of service and privacy policy
agreement.

* In the final step of the registration process, review all the provided
information and tick the checkbox confirming that all information is

complete and correct.
e Once the checkbox is selected, click the "Create Account" button to

complete the registration process.
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Registration for applicants residing abroad

Contact Information
Provide a valid and working email address and mobile number

Input valid email address

& Email Address*

* To register a new account, provide a valid email address.
e After entering a valid email address, click the "Next" button to
proceed.
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Verify OTP

Input the OTP received on your provided email and mobile number.

Enter the 6-digit code sent to livcenteno24@gmail.com a
& Email Verificatio... Expires in: 02:34 % % %k & %

B

e A One-Time Password (OTP) will be sent to the provided email address.
Enter the OTP within three minutes, as it will expire after that period.
e After entering the OTP, click the "Nexi" button to proceed.
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Account Registration
Provide the following information for your account creation.

Account Information

= Username* = Email Address™

Username

& Password* [l mMobile No.

FPassword Mobile No

& confirm Password® & Nationality*

Confirm Password Select Nationality

BB Passport ID No.*

Passport 1D No.

e In the next step of the registration process, provide the account
information.

e The Username must be at least six characters long, while the
Password must contain a minimum of eight characters, including
one uppercase letter, one lowercase letter, one number, and one
special character.
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Personal Information

= Firstname*

Firstname

= Middlename*

Middiename

Tick the checkbox if not applicable (NA).

& Lastname*

Lastname

REGISTRATION

| have a BIR-Registered TIN.

H pPersonal TIN

Gender*

Select Gender

i Birthdate*
dd/mm/yyyy m|

Day/Month/Year
Note: Please use the correct format above 10 avoid

unnecessary date mismalching

¢ Next, provide your personal information

e By default, the Personal TIN field is required; however, if you do not have a
BIR-Registered TIN, untick the checkbox labeled "I have a BIR-Registered
TIN" to make this field optional. All other fields are required.

Foreign Location Information

& Country™

Select Country

& Foreign Address*

Foreign Address

Fareign Address (Unit/ House Noof Strest)

Securities ana /
Exchange
Commission

Next, provide your Location
Information, including the
Country and Foreign Address.
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| HEREBY CERTIFY that all the information
provided are complete, correct and true
to the best of my knowledge and | agree
terms of service and privacy policy
agreement.

e In the final step of the registration process, review all the provided
information and tick the checkbox confirming that all information is

complete and correct
e Once the checkbox is selected, click the "Create Account" button to

complete the registration process
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Hierarchical and Applicable
Relations and Beneficial
Ownership Registry (HARBOR)

To log in, click on “Log in with eSecure”

A. Login Validation

(@cn ] Enter a valid username or email address
" and password, and then click the “Sign In”

Securifies su

i, button to proceed.
eSECURE R R .
In case of incorrect log-in credentials, an
error message will appear stating: “Invalid
username or password.”

Enabling the “Remember me” feature
allows Filers to stay logged in unless their
browsing history is cleared.
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Successful Login

Dashboard

Note that there is a validation process that will check if the Filer is still a valid
filer before they can log in to the system.

e Upon successful login, you will be redirected to the dashboard, where you
can access various features based your roles and permissions.

e From the dashboard, you can proceed to create a Beneficial Ownership

Declaration (BOD) application.
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Account Settings

Dashboard

e On the top right side of the dashboard, the only available options within the
account dropdown are Terms of Use, Privacy Notice, and Logout.

e Filers are not permitted to alter personal information within the HARBOR

platform.
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Account Settings
Terms of Use and Privacy Notice

Tawma of Use
of the
Hilerarchical and Applicable Relations and Beneficial Cwnership Regiutry (HARBOR)

= s i et Regprciny (=ARERCR ) Th (AT pyaiam i tha ordim piacd oo 1t

Application ter Registration or Licenss

i Submizuion of True snd Correct informaiion

T wayant of Fean ard belemi i o Didws

¥ ol g e OGS o s, Bt € ooy s Dot mbenct Ermiesy S0t Fufilirmend of 88 DGl 100 regLp s, s uding e

PRIVACY NOTICE
Hierarchical and Applicable Relations and Beneficial Ownership Registry
(HARBOR)

1. Wt b HARBDSET

o A e s P b

B et rliy we rliiert e neruenal infrrmasinn®

* The Terms of Use highlights the legal agreement between the SEC
and its users

e The Privacy Notice states how the SEC collects and manages the
data that is coming from its users
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Account Settings
Forgot Password

Securities oo
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Commission
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eSECURE
Mana J€ YOUr OO ViS5 ared secunty

informaticn for the SEC Onbine Services

Username or Email Address

Password

e You may reset your password through the Login Validation tab,
using the credentials they normally use to access the website

e To initiate the reset process, they must click the "Forgot Password?"
link and follow the provided instructions
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Account Settings
Forgot Password

Securities ans
Exchange
Commission
Y] i FPrPINEN

eSECURE

Manage your acoounts and secunty

informaticn for the SEC Onbine Services

Lsername or Emall Address

Password

e The Filer can reset their password through the Login Validation tab,
using the credentials they normally use to access the website

e To initiate the reset process, they must click the "Forgot Password?"
link and follow the provided instructions

o After clicking "Forgot Password?", you will be redirected to a new
page where you will be prompted to enter their registered email
address to proceed with the password reset process
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Creation of Beneficial Ownership Declaration Form

e
e L |

e To create a Beneficial Ownership Declaration Form, click "Create

Application” in the top right corner or select "Forms" from the left-side
menu. You will be redirected to the appropriate page to proceed with the
application.

o After clicking Forms or Create Application, you will be redirected to the
BOD Form Application. However, before you can input their details, an
Instructions Modal will appear.

o After reading and understanding the instructions, scroll to the bottom of the
modal to enable the “Okay” button and click it to proceed to the
application section.
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Beneficial Ownership Declaration Form © | Choar o fieids

A, Akl DesEnie

SCC regiair AR Py

* Under the Basic Details section, provide the key information including
applicable year from a dropdown menu, which lists years from 2019
onwards. The data available in the Corporate Name dropdown is based on
the corporations that are linked to a filer's eSECURE account, after which
the SEC Registration Number, Filing Type (Original or Amendment), and

Company Type will be automatically populated based on the provided

Corporate Name.

If you enter a Year and Corporate Name that matches an existing
Beneficial Ownership Declaration form, the Filing Type should
automatically be set to Amendment. Otherwise, it should default to
Original.
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Personal Details - Filipino Applicanis

hlciells e

Dt of Barsh TIN b

deimmn vy [ =

15 the el icual Owner & Pobtically Copossd Peryon (FLEY

Tosav TRl

* The next section of the registration process, Personal Details, requires key
identifying information such as name, date of birth, civil status, TIN number,
etc.

e You must also declare whether you are a Politically Exposed Person (PEP)
by choosing either Yes or No. Please note that a Politically Exposed Person
refers to an individual who has been entrusted with a prominent public
position.
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Residential Address - Filipino Applicants

C. Specilic residential address

Cioundry

Phdippines

Provinge

Region Cityhunicipaliny Teraary/ District

e ||.J|I1I|n,g name | SabdrisionAfiilsge fone

l.'r'llﬁlmm?myn’l!mhlu:; Lot ockPhase/House na, | Wosappiabie  Zip code

The next section of the registration process requires Location Information.
Select your Region, which will determine the available Province options.
The City/Municipality options will then be based on the selected province,
and the Barangay options will be filtlered according to the chosen
city/municipality.

If applicable, please also provide the Town/District, Street Name, Building
Name, Subdivision/Village/Zone, Unit/Floor/Room/Building,
Lot/Block/Phase/House Number, and Zip Code. If certain fields do not
apply, you may select the "Not Applicable™ checkbox.
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Personal Details - Foreign Applicants

8. Porsondl Delailby

Wt onaliy

Chngis

Inglish nama

Slarmame Blakde marme 1] W cxfension

Blvklw rarre § e galeion

Dot o ERiLm Ceprtleer af balr PESsport Pty

odimmanny =]

5 the BeneSelal Dwner 3 Padincally Expoted Person (PEP)?

* Under Personal Details, select your Nationality and enter your English
Name (Surname, Given Name, and, if applicable, Middle Name and
Name Extension). Provide your Local Name as well, or tick “Same as
English Name” if applicable.

Enter your Date of Birth, Gender at Birth, Civil Status, and Passport
Number. Indicate whether you are a Politically Exposed Person (PEP) by
selecting Yes or No.
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Residential Address - Foreign Applicants

C. Specilic reskdentlal address

Country

Blgeris
Address |ire 1

Address e 2 foptional

Adldress e 3 jopoo

The next section of the registration process requires providing a
Residential Address. Select your Country from the available
options and provide the details of your address.
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Contact Information

The next section of the registration process is Contact Information
where you will be asked to provide an email address. Additionally, you
may also enter your mobile number and landline number, though these
fields are optional.
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Ownership Details

The last part of the Beneficial Ownership Declaration (BOD) form is the
Ownership Details section, which aims to determine the Filer's category
of Beneficial Ownership.
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Ownership Details

E. Oramership dotails
Effactivty Dats

B T ey

Categnry of beneficial pvnership f;‘!

+ Add another baneficial ownership declaration

e The applicant must provide the Effectivity Date of when they became a
Beneficial Owner and select all applicable Categories of Beneficial
Ownership that accurately describe their role within the organization.

* Next, select the category of Beneficial Ownership.

o |If Category A is selected you will be asked to specify whether their type of
Beneficial Owner is Direct or Indirect and provide their total ownership or
voting rights.
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Ownership Details

e If Category B to H is selected, input the percentage of
ownership/voting rights.

o If Category I, is selected, input the percentage of ownership/voting
rights along with the position held.

e Multiple categories can be selected. However, If Category | is
selected, they cannot select any other category. On the other hand, if
a category is selected other than |, then Category I will be disabled.
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If Direct Beneficial Ownership

If Category A (Natural person/s owning, directly or indirectly, at least 20% of the
voting rights, voting shares, or capital of the reporting corporation) is selected,
specify the Type of Beneficial Owner as either Direct or Indirect.

For Direct Ownership, indicate the percentage of ownership rights held.

After making the necessary changes and all the required fields have been
filled, click the "Submit" button to save the changes then a validation process
will check if you are still an authorized filer. If not, a message will appear
stating, "You've been deactivated as an authorized filer of this company." You
will then be logged out of the system.

If you click "Cancel,” you will be redirected to the dashboard, and all the data
entered in the Beneficial Ownership Declaration Form will be reset.
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If Indirect Beneficial Ownership

If Indirect Ownership, is selected,
click the "Click to Add Indirect
- _ | Ownerships"” button to proceed
"y with providing the necessary
details.

For Indirect Ownership, you must

provide details of the ownership

chain in which you have indirect e =
ownership, as well as the corporation : S =

you are applying for. This includes the

SEC Registration Number, after which

the Company Name will be auto-

populated, and the Percentage of

Ownership Rights.

You may click “Add More” in the top-
right corner of the modal to include
additional entries.
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If Indirect Beneficial Ownership

For indirect ownership of a foreign company, tick the checkbox on the
top right. Instead of inputting the SEC registration number, input the
corporate name.

Once dall relevant information has been entered, click "Save” in the
bottom-right corner to finalize the details.

If “Cancel” is clicked, you will be redirected to the Beneficial Ownership
Declaration Form.

Data that has been previously saved will be retained even if you reopen
the Indirect Ownership modal and click the ‘Cancel’ button.
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ATTESTATION CLAUSE

B_.l :v-:r.‘te:r'! with B SUSMRTInA, the JeCasant cetifes that

1. The information provided i true, Corfect, and compiete bo the best of My KRowiedge:

a2 Thi infarmation provided refiecs the Witess beneficial oenerineg information of the repaming company, and

31 iy e e ld Labie for Sy criFningl, saminigtrative, o civil .u-'\ll:;, that iy b impoted for oy falze declarsvan i ohe
ADrfiridadn

I heredy agree (0 the above altesiations

Tick the checkbox to certify that you agree with
Attestation Clause then click “Submit”.
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VERIFY THROUGH EMAIL

wihentlcaie the subrmdsslon throwph Ehe

After submission, a Verify Through Email modal will be displayed. This
will inform you that your Beneficial Ownership Declaration has been
tentatively submitted and must be authenticated through the eSAP to
complete the filing.

A confirmation email containing the authentication link will be sent to
your registered email address. Please check your inbox, including
your spam or junk folder, and follow the instructions provided.
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Viewing of Created Beneficial
Ownership Declaration Form

M siibmes

e Once you have submitted a form or application, you
may view, manage, or filter forms in the dashboard.

e To view the details of the Beneficial Ownership Form,click
the SEC registration Number
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Filter Beneficial Ownership Declaration Form

. oo

FLEERE——

B

000000

e The forms can be filtered based on date range and filing type,
selecting from "All," "Original,” or "Amended." Once the ‘Filter
button is clicked, the relevant forms will display on the dashboard.

e There is also a field where you can input the Corporate Name to
perform a search.

e If a date range is set, all the data within the date range will display. If
not, all submitted BOD will display.
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Download the Beneficial Ownership Declaration Form

If you wish to download a selected
Beneficial Ownership  Declaration
Form, click the “Download” bution
located on the right side of the screen.

Please note that the form can only be
downloaded once it has been
authenticated.

Banwlicial Cramae ybeg fiwsisn pdion Fecm

Alternatively, clicking the SEC Registration Number will open a web view of
the Beneficial Ownership Declaration Form. From there, click the “Download
Form” button at the top-right corner of the dashboard to begin your
download.

The downloadable Beneficial Ownership Form shall contain a QR Code that

enables verification that the document corresponds to a record stored in the
SEC official database.
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Amending a Beneficial Ownership Declaration Form

ooo0o0¢p0de

If you wish to amend a form, click "Create Application" in the
top right corner or select "Forms" from the left-side menu.
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Amending a Beneficial Ownership Declaration Form

[ N e e e el

e Fill out the For the Year and Corporate Name fields. This will allow the
system to validate whether there is an existing submission for the
corporation for the selected year. If an existing form is found, the filing
type will be automatically tagged as Amended.

On the Beneficial Ownership Declaration Form, provide a Reason for
Amending by selecting either Change in BO (Replacement or Removal)
or Additional BO.

After selecting the reason for amendment, proceed to encode the
Beneficial Owner’s details. Once completed, submit the form and
authenticate the submission through the eSAP to finalize the amended
filing.

Securities ana ’
B wmseconon @@ Q@@ wesisecoriopine




HARBOR

Hierarchical and Applicable
Relations and Beneficial
Ownership Registry (HARBOR)

USER GUIDE

CREATION OF MULTIPLE BENEFICIAL
OWNERSHIP DECLARATION FORMS

www.sec.gov.ph o Q@ ® @ linkir.ee/secphilippines



\SER GUID,

()

HARBOR

LT

To create multiple Beneficial Ownership Declaration Form, click
"Create Application” in the top right corner or select "Forms"
from the left-side menu. You will then be redirected to the
appropriate page to proceed with the application.
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Beneficial Ownership Declaration Form ©

Al Deriails

Far the yoor Corponaie narme () SIC regiv-aten mumblr

Fill out the basic details, personal details, specific residential
address, contact information, and Ownership Details first.

After providing the necessary deiails,
click Add Another Beneficial
- Ownership Declaration at the bottom of
the page. A new form will then be
il generated, which must also be
‘ completed.

The newly added beneficial ownership
. form will automatically populate the
Basic Details portion from the original
forms and will be non-editable.
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ATTESTATION CLAUSE
By proceeding with the submasion, the declarant certifies thar

1, The information provided s true, cormect, and camp e to the best of iy ke dpe;

L Tre information provided reflects the lacest beneficis gwnership infarmation of the report ng company, end

3 I'may be held Babie for sny criminal, sdministrative, or ¢ivil penalty that may be imposed for any false declaration in the
T gl b

| Bereby agree to the sbove slieslabons

o After clicking “Submit”, An Attestation Clause modal
will then appear, confirming that the information you
provided is true, correct, and complete.

* Tick the checkbox to indicate your agreement, and
click “Submit” to proceed with the application.
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VERIFY THROUGH EMAIL

1 authenticate the submission the gh the

o After submission, a Verify Through Email modal will be displayed. This will
inform you that your Beneficial Ownership Declaration has been tentatively
submitted and must be authenticated through the eSAP to complete the
fiing. A confirmation email containing the authentication link will be sent
to your registered email address. Please check your inbox, including your

spam or junk folder, and follow the instructions provided.

Once authentication is completed, please allow up to five to ten minutes
for the application status to be updated. You may proceed with the GIS
submission only after the status changes to Completed. If you do not
intend to submit the GIS, you may exit the system.
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Once a form or application is submitted, you can view the forms
along with the Beneficial Owners associated with the Beneficial
Ownership Declaration
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