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Preface

In this manual you can learn about the actions
a Corporate Administrator can take when
managing users of the InsideBusiness Portal.
You can also check InsideBusiness Knowledge
Centre for more information.

Before you begin your new Corporate Administrator role,
ING will need you to sign a Corporate Administrator
Power of Attorney form. This will allow you to manage
your company's users and their access rights, and
perform the following actions:

1. Add, modify or deactivate users

2. Set up user groups

3. Maintain payments and reporting permissions
4

Provide access to functionality for Cash balancing,
Lending, Financial markets, Trade Finance,
Transaction management and Service request

5. Request ING Scanner, activate or deactivate access
means (ING Scanner, the InsideBusiness App or
mToken)

Corporate Administrators cannot create new Corporate
Administrators themselves. This can only be done by ING,
based on a signed Corporate Administrator Power of
Attorney.

InsideBusiness Trade

If you have been appointed as a Corporate Administrator
for an InsideBusiness Trade subscription, find additional
information in the InsideBusiness Knowledge Centre
(category: InsideBusiness Trade).

InsideBusiness Payments CEE

InsideBusiness Payments CEE (Central and Eastern
Europe) is not included in the Self - Service options.
Access can only be provided by ING based on a signed
set up request. See chapter 3.

ING Trade

ING Trade is not included in the Self-Service options.
Access can only be provided by ING based on a signed
set up request. See chapter 4.

-
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How can I:

1. Add and modify users
[.  Add user

Il.  Request user verification
lIl.  Modify user

2. Manage user groups
|. Add user group
Il.  Modify user group
lll. Assign and modify account permissions
IV. Sign permissions
V. Copy user group
VI. Remove user group

3. Provide access to InsideBusiness Payments CEE

4. Provide access to ING Trade

5. Request ING Scanner

6. Activate access means (ING Scanner, mToken)

7. Deactivate access means (ING Scanner, mToken)

8. Deactivate user

9. Authorise Admin changes

10.Download reports

AN
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1. Add and modify users

In this chapter you will find the instructions
to add a new or existing user, request user
verification and modify a user in
InsideBusiness Portal.

@ InsideBusiness

| ES Dashboard
@ Profile and settings v

ﬁ Account reporting

] Payments -
& Cash management v
L=, Trade finance v
3?. Financial markets v
ﬁ Lending services v
& Services v
ﬁ] My companies -

11 i Download centre

Loginto

InsideBusiness .ty - :

Portal and click —> i® Administration v

Administration.
“

AN
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I. Add user

{® Administration a
Accounts

Account groups

1.2

> Users
Select Users.

User groups

Admin changes

1_3 2 Administration 4 = Q| UATestCompany v | | 5]logout

% Accounts Users User groups Admin changes @ Adduser  [) Auditreport 7 Fiter
Click Add user.

1.4

Select New user —_—>
or Existing user.

GO

15

When adding an

existing user, fill >
in the gser ID

and the email of

the user.

N\
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/You can add a \

user in few
steps:

1. Personal
details

2. Subscription
settings

3. Permissions

- J
(16 N

The Personal
details section is
used to
complete the
channel user
data.

Section
Subscription
settings is only
visible for
subscriptions
with an IBP
agreement.

- J
(17 N

You can copy
the permissions
from an existing
user (option
‘Yes') or select
the applicable
user group for
this user (option
‘No’) or leave the
user unassigned.

The user group is
used to assign
and modify
access to
applications,
companies and
account
permissions.

If you need to
create a new
user group, the
instructions to
add and modify
user groups can
be found in

\Chopter 2. j

N\

X Personal details

First name *
Surname *

Display name * @
Date of birth *

Email * @

Mobile phone @

Office phone @

Prefill

A Please do not use a group mailbox.

A plagse use the international phone format: first the plus sign "+" followed by the
national country code followed by the full phone number with leading zeroes
stripped.

Initial language * @ English v
2 Subscription settings
Synchrenization to InsideBusiness ® Yes
Payments @ No @
£ Permissions
Copy permissions from existing user * [ ] ® Yes
No
Select existing user * User name
# Permissions
Copy permissions from existing user * @ Yes
& Mo
User group Atestl -

A This user group requires users to be verified by ING. The user cannot be assigned directly
to this user group, but will be setup as an unassigned user. ING will assign the user to this
user group after completing the user verification. €

User group type Standard
# Permissions
Copy permissions from existing user * @ Yes
& No
User group Unassigned v

A Selecting a user group is preferred as this will guide you through the required user
verification steps. If the user group does not exist yet, please create this first.

K1.8

Based upon the user or user group selection, the User group type and
User group verification will be shown. If additional verification is
required by ING, this will be indicated in a warning message.
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(1 )

Depending on
the
permissions
selected for
this user the
country
verification
section will
automatically
appear.

N /

/110 )

The section
Country
verification
shows the
country
verification
flags which are
(mandatory)
prefilled based
on the user

group.

N /

111 )

If additional
verification is
required, you
can continue
with filling in
verification
details.

£ Permissions

Copy permissions from existing user * i)

User group

User group type

User verification applicable * @

ING counitry specific user verification applicable

Yes

Atestl
A This user group requires users to be verified by ING. The user cannot be assigned directly
to this user group, but will be setup as an unassigned user. ING will assign the user to this
user group after completing the user verification. @
Standard

" Yes (required for selected user group)

" 'fes (required for selected user group)

-

[:I Austria C] Hong Kong C] Poland & Spain
O Belgium O Hungary O portugal O switzerland
O Bulgaria O ireland O romania O Ukraine
O czach Republic O tealy [ Russian Federation O united Kingdom
« France 0 Luxembourg [ singapore
O Germany O Metherlands O slovakia

1 User

Disploy name

& |D Docurment details

Guiddlines i0 document

Upload i document

@ Home address
Address bne 1
Addrezz lime 2

Fostal code

talan tox code (Codke fiscale)

Folish personal ID (FESELY

Fomanion CNF rrmber (Cod Sumeric Personal]

elect oun:
D User does not have @ Crech Birth number (rodné Sislof
D..H.”.:{’f":'.' @ German tax I [T,

[usser dioes not have @ italion bax code [Codice fiscale:
[ trser does nct have o Follsh personcl I [PESEL

[ user does rot have @ Romenian C4F number [Cod Kumersic Persanal)

[ rmer dioes; nct hiove o Siowckacr birth number (rodne el
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(112 N

By uploading a
copy ofan ID
(Passport or
National ID, no
driving license)
you declare that
you have seen
the original
document. The
identification
document
should be
readable, valid
and contain a
signature of the
owner.

For detailed
information on
local user
verification
requirements
check
Knowledge
Centre article:
Corporate
Administrator -
Verification of
InsideBusiness

2 User

Display name

& |D Document details

Guidelines ID document

Upload ID document *

Ann Test

1. Only passports and national ID cards are allowed as ID documents
2. The ID document must be valid. Expired ID documents will be rejected

3. Allfour corners of the ID document pages must be visible, all information must be visible and

readable and the photo must be of good quality.

& For passports the upleaded file must contain the pages with the helder's nationality, personal
infermatien, photo and signature and the relevant ID document informatien such as expiry

date, ID document number, issuing authority.
5. For national ID cards the uploaded file must contain the front and back side of the card.

6. Ifthe ID document does not include the holder's signature, then the holder must sign o copy of

the ID document which must be uploaded.
& selectafie

A Additional verification requirements might apply. If required, ING will reach out to obtain
this information.

users.

J

(113 )

Depending on
the permissions
of the user
additional
verification
details may be
required.

- J

N\

@ Home address

Address line 1 *
Address line 2
Postal code *
City *

Country of residence *

@ Other personal data @

Czech birth number (rodne Cislo) *

German tax 10 (TIN) *

Italian tax code (Codice fiscale) *

Polish personal ID {PESEL) *

Romanian CNP number (Cod Numeric Personal)

Slovakian birth number (rodné cislo) *

< Previous

Select country

(D user does not have a Czech Birth number (rodné islo)

() user does not have a German tax ID {TIN}

(D) User does not have a Italion tax code (Codice fiscale)

() user does not have a Polish personal ID (PESEL)

() user does not have a Romanian CNP number (Cod Numeric Personal)

(D user does not have a Slovakian birth number (rodne tislo)
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Access means: 2 User

Information screen

/1.14

Case 1:

Display name

\ 8 Access means

When the user is
added without
direct or
intended user
group not
having mToken
permissions OR
the user is
intentionally
unassigned, the
options for
access means
are as stated.
Either assign the  Prevous
user proper

Ann Test

This user has no permissien yet te use the InsideBusiness App with mToken
There are two options:

1. Recommended: assign the permission “InsideBusiness App mToken” to the user group of this user.
mToken is the preferred access means for InsideBusiness

& Fast and easy log in and signing
& Noneed to wait for the delivery
+" No expiration date

& Environmentally friandly

«” Avoilable in 14 languages

2. Request an ING Scanner
First complete the onbearding of this user before an ING Scanner can be requested. For more
information on how to request an ING Scanner, please visit the Knowledge centre.

W Save

permissions for

mToken in user
group at later

chapter 2 OR
Request ING, see

k / - No extra costs

\_

KI’IP: Why does ING recommend using mToken ?
stage, see + Environmentally friendly

+ Meets global security standards

+ Easy self-activation within minutes
chapter 5. - No expiration date

(115 )

Case 2:

X User

Display nome
When the user is
added with
direct or
intended user
group
assignment AND
the mToken
permissions is
part of that user
group, the user
will receive an
email to register
to
InsideBusiness
App with < Previous

8 Access means

Ann Test

Congratulations! After completion, this user will receive an email te register the InsideBusiness App
with mToken. The app has the following benefits:
« Fastand easy log in and signing

" Noneed to wait for the delivery

" No expiration date

& Environmentally friendly

« Available in 14 languages

W Save

mToken.

N /

1.16

In both cases, Save and then Sign to complete, see chapter 9.

-
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Il. Request user verification

1.17

< Dashboard. Accounts Account groups. Users User groups Admin changes. © Adduser  [) Auditreport Y Filter
Click on a user to el
request a user ergroup Latiogn
verification.
5 cc:@a‘ua com 00000111 07-May-1963 X
Actions ~
(+] Request user verification
'ﬂ' Request ING Scanner
1.18 _— q e
Select Request (i:rEpe
user verification = N
in the upper £ Modify user
right corner.
. Deactivate user
Request user verification 0
(@ References
/1. 19 \ An optional description about this admin
change
In the Request 100 choreces
user
verification
section, you £ User
can specify if
UOU WOUld llke User ID WB 9064 0024
to Chonge the Display name Mr. Brown
country
verification.
> £ Verification
Do.l,'cm want to change the country Please select e
If no new
verification is
requested, you
can also select
the option to
updqte the & Verification
verification
detGIIS ThIS IS ?:r‘lézzt:;i;:tocr.ur-ge:r-:e country Please select ~
not possible for | —>
users with “No
verification”.
_
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(120 )

In the next screen
verification
methods are
displayed and the
screen will extend
based on the
selection

(121 N

Based on user
group - selected
countries that are
checked reflect
the current set of

countries for
which the user is
already verified.

The user group is
only a helper to
detect the
required info for
which  countries
verification must

Qe requested j

1.22

Based on the
permission of
another user

(123 N

Manual country
selection - the
countries are

checked for which
a user is already
verified, and
verification  can
be requested for

2 User

User ID

Display name

£ Verification

Methed *

< Previous

WB 9064 0024

Mr. Brown

Please select

£ Verification

cher countries. j

N\

Met Based on user group v
Select user group * Atestl v
User group type Standard
User verification applicable * @ o Yes
NG country specific user verification applicable o Yes
O Austria O Hong Kong O Ppoland ] Spain
O e lgium O Hungary O Portugal O switzerland
[:] Bulgaria [:] reland [:] Romania [:] Ukraine
[0 czech Republic O raly [0 russian Federation O united Kingdom
@ France ] Luxembourg ] Singapore
O cermany O netherlands O slovakia
£ Verification
Aetho Based on permission of another user v
Select existing user * WB11220018 v
test_poc@ing.com
User group CA Basic
User group type Administrator
User verification applicable * @ W Yes
NG country specific user verification applicable o Yes
O Austria ] Hong Kong O roland ] Spain
8 selgium O Hungary O portugal O switzerland
O sulgaria O rrelond O romania O ukrgine
C] Czech Republic C] ftaly D Russian Federation [:] United Kingdom
O France ] Luxembourg ] Singapore
O Germany [ Netherlands O slovakia
£ Verification
Method * Manual country selection v
User verification applicable * @ o e
,NE country specific user verification applicable ® ves
No
O austria m] Heng Kong O poland O Spain
C] Belgium C] Hungary C] Portugal D Switzerland
O Bulgaria O rreland O romania O ukraine
O czech Republic O italy O russian Federation O united Kingdom
O France O Luxembourg O Singapore
O Germany [ Netherlands O slovakia
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In the next step
you can continue
with filling in the
verification
details.

If user verification
for additional
countries was
required,
depending on
whether the data
has been
delivered before
the appropriate
sections (copy-ID,
home address,
taxid's) are
mandatory or
optional.

By uploading the
copy ofan ID
(Passport or
National ID, no
driving license)
you declare that
you have seen
the original
document. The
identification
document should
be readable, valid
and contain a
signature of the
owner.

(124 N

2 ID Docurmnent details

delines I0 document

Uplood ID docurment

@ Home address

Countny of nesidence

@ Other personal data @

Crech birth numiber jrodné 2sia)

aD

[0 eser s ot brarem

\ J D-:er.::esr_-_-:..c(—::-"—._ b 1D [T
I:I..'.e e WIvE O nde [Cod
. I:I_:c e aee o Fof = PEZE
Depending on
the permISS|onS Fomanion CHP romber [Cod Nomernic Personal
Of the. User I:I_'.c:'.'_-:e ot have @ Fomonian ONF number {0od Mumeric Persona’
additional
VerIﬁCCltIOI"I oreaichan birth number frodné Sisiod
detalls mag be D..ce = e o Sio h number (rod
required.
Complete the e SR S
USGI’ dCltG Gnd Addtional veriication requirernentts might opply. If reguired, ING will reoch cut 1o obicin this iInfarmction
click Save. -
1.26
The request needs to be authorised, see chapter 9.
S J
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l1l. Modify user

Kl.27

\

Accounts  Accountgroups | Users  Usergoups  Adminchanges
stous: acive % s Uncasigned
Click on the
pencil icon next User Date of tirth Lostlogin
to the name of I
can@ooncom 074y 1963 & X
the user.
You can modify
all user data. j
@ References
An optional description about this admin
change
100 characters left
4 Personal details
User ID \WB 5064 0024
First name * Mr.
1.28 Surname * Brown
Com p[ete the Display name * @ Mr. Brown
user data and
1 Date of birth 11-Feb-1953 i
click Save. sreer ’
Email * @ mrbrown@reservoirdogs.com
A Please do not use a group mailbox.
Mobile phone (i}
Office phone @
& plegse use the international phone farmat: first the plus sign "+ followed by the national country
code followed by the full phone number with leading zeroes stripped
synchronization to InsideBusiness Payments Yes
® N @
Cancsl H Soque

1.29

The request needs to be authorised, see chapter 9.

N\
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2. Manage user groups

2.1

Log into
InsideBusiness
Portal and click

Administration.

!

AN

Add and modify user groups to assign and
modify access to application permissions,
companies and account permissions. Copy
the permissions of an existing user group to
a new user group to save time and ensure
consistency.

@ InsideBusiness

B5 Dashboard

@ Profile and settings v

i Account reporting

| Payments -
& Cash management v
L2, Trade finance -
EB Financial markets -
ﬂ Lending services -
& Services v
ﬂ My companies -

4 Download centre

Administration -

InsideBusiness Portal Corporate Administrator User manual
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(22

Go to the User
groups tab.
Click Add user

group.

N

/Corporate

Administrator
can only add
Standard user
groups. If you
wish to add a
new CA, do so
via Initiating a
Corporate
Admin SR in the
Client Services

wenu.

AN

/

l. Add user group

2» Administration -

=

Lo

B UAT Test Compe

Accounts Users User groups Admin changes © Addusergroup

any v 5] Logout

&5 Download S Filter

User group details

User group name

Type Standard

References

An optional description about this admin
change
100 characters left

X Concel 8 sae

1

/Tip

In the
Reference
field you can
add specific
information
you think the
authoriser
should know.

2.3

Complete the user group details and click Save. Once you have created

the new user group, follow the steps under Modify user group to
complete the setup

Il. Modify user group

Status

Accounts Account grougs Users User groups Admin changes

Bumber of users

!

2.4

To modify a user group, go to the third tab, User groups, and click

the pencil icon next to the group name.

User group details

User group name

Type

11

Standard

An optional description about this admin

change

X Cancel

100

characters left

Next >

N\

InsideBusiness Portal Corporate Administrator User manual

15

~

—_



(25 N

The first screen
allows you to
add or remove
companies from
the user group.
Select a
company to
grant users
access to the
accounts.

Select companies

2/10 Q, ipartial) company name or GRID

LASTNAME_52278010, FIRSTNAME_522780.

= Netherdands

name_24007945
s Poland

name_36000374_EIP, BRANCHNAMESUFFIX.

name_36013552

Limited access

Limited access

Limited access

Subscription holder,

Contact your 132z Rullacess
ING Service Desk name_36034495

to add a O i
company to the

Ksubscription.

Select permissions per application
(26 )
Then .SeleCt 2+ Administration
permissions for w adeministrction
each application
you would like to o7 areount oroues
enable for the InsideBisiness Agp
user g rou p (5 Use InsideBusiness App with all fectures @ [
j 5 Use InsideBusiness App mToken @ 0
% Services [ ]
initiate standard requests []
eBusiness Payments CEE users and accounts L ]

/ \ Select permissions per account 000
2.7 ——
The next screen 2 = % e & & X . » I8
will show all ey e o o o o T
accounts the S— . B -k ) ) i
user group has —> | Emmze ® © o o o - . .
access to. rome sz s N .

K j rame 3740354 10 EUR

Displaying 5 resuits

[2.8 \ Select users

00000

The final screen

allows you to s S :

add or remove mmm =T o

users from the e &

user group. All g et

users within the it i

subscription are o Mestiest s e A AARA ey 2%

shown. Selecting e .

or deselecting a Testied 9

user allows you B

to add or remove o

them from the —_— ——

user group. @t

Finish and click e,

Save. S
\ j ancel e = W

N\
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l1l. Assign and modify account permissions

Corporate Administrators can assign and
modify account permissions in InsideBusiness
for users created in chapter 1. Before you
start, check if you have access to all the
necessary accounts.

Select permissions per account 0000 Tlp
Click on
2.9 P o= ® s & x » 5 ° theiin
] F— o o o o the top
Click on the 5 o o left
switch, next to —> | === =N - - - B corner
the account, to N - for an
assign the ' - Il - 5 explanati
account to the on of the
users in the user . icons.
\group. j
Z& Account reporting
210 Allowed to view balances and transactions and several reports related to this account.
p
Select the boxes ¢ Payments
fOr the pl’eferred ; Allowed to access the payments functionality for this account.
permissions.
Click Save to € Credit transfers
ﬁnish. QOutgoing payment transactions
€ Direct debits
Incoming payment transactiens.
@ View transactions
Allowed to view transactions for this account
g Initiate transactions
Allowed to initiate transactions manually for this account.
<% Upload files
Allowed to upload payment files for this account
X Reject transactions
Allowed to reject transactions for this account.
/211 )
There are IV. Sign permissions
several options
for signing —
perm|SS|OnS bg Select permissions per account ° ° ° 0
account and .
creating the ‘
signing : P = ® ¢ & X » > s °
perrr_\|55|ons [y ] 0O o o
Gppllcable to 26007545 300 £UR EN o WG o
Equr company. e a g . . ) )
lick on Set e © B
defuu_lt . e B -l - - BEN o NE - o ,
permissions to * ol o B % x
set the default
limit for all - .
accounts you
have selected
for the user
group.
& J
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Select permissions per account 0 ° 0 °

n

2.12

kT a - @ fH & X w '] ] o
[epm—— o & o o o Click on the
pEp— H .01 c i . ; " - pencil icon to set
e ' L - Y PN e i . [ the limit for an
. N individual
T wil N BT : © B account.

BT84 4RO

/2.13 \

You are now. —_—>

able to modify

the sign,
ermissions for
he accounts

you have Sign permissions
énabled for the
user group. © Credit transfers 2 Direct debits

S S
j 2 single signature 7 Single signature

No permission No permission

® 2 ® 2
Unlimited Unlimited

Ags Ags
2 psignature 2 asignature

o Nopermission ®  Nopermission
Set limit EUR Set limit
Unlimited Unlimited
Ba Ba
2 Bsignature 2 g signature
©  Nopermission @ No permission
Set limit EUR Set limit

Unlimited Unlimited

Sign permissions

€ Credit transfers “© Direct debits

Sa S
2 Single signature 2 Single signature
Ne permission Mo permission

. 2 El - 2

2_14 Unlimited EUR = Unlimited.

. . A/’ signature A’ signature
Set the limit as —> .o . -
necessary. Click

Apply.

Unlirmited AL Unlimited

B A B
Ld B signature g Ld B signature

*  Nopermisson ar *  Nopermission

Unlimited Unlimited

( 2.15 )

Click Save down below to complete.
N J

( 2.16 )

Sign to complete. To do so, see chapter 9.

. J
- J
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V. Copy user group

@ InsideBusiness

| B8 Dashboard
@ Profile and settings -
ﬁ Account reporting
i} Payments -
%, Ccash management -
L=, Trade finance -
Eﬁ Financial markets e
iti Lending services -
2.17 & Services -
Click on the 8 My companies -
menu option
Administration 4 Download centre
and then Users .
groups. —_— i® Administration -
|
Accounts Account groups. Users User groups Admin changes
Status Mame Type Number of users
(2.18
Click on the pencil icon next to the user group you would like
to modify. Note that the copy user group function can only
be used when the user group you have selected is empty. In
addition, the user group that you would like to copy should
Kbe the same type of user group.
User group details 1]
2.19
Then click Copy i e
in the lower right | ——> e —_—
corner.
An optional description about this admin
change
100 characters left
X Cancel 5 Copy Next >

N\
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Copy user group

Copy from user group Select user group

2.20

Now select the
user group you
would like to

copy.
Copy user group 291
Copy from user group 00000111 E Cllck Applg
to confirm.
User group details (1]
2.22
. User group name 1111test
Then click Next
tO Vle.W or Type Standard
modify the ot descrptonabout i
copied user e
group
permissions. — Bl -
( )
2.23
. In the final screen click Save to complete )
2.24
Sign to complete. To do so, see chapter 9.
V1. Remove user group
2.3 S =
To remove a user
grou , go to the Status MName Type Number of users
tab User groups, : s x
and click the
icon next to the
group name.
User group details
/ Corporate \ .
o ser group name Agroup 12345
Administrator
can remove only e snde
Normal user References 2.31
g rou p : An optional description about this adrin script .
e €| Click Save
To remove to confirm.
Corporate
Adm|n user X Cancel 8 soe
group contact
\ING. j
2.32
Sign to complete. To do so, see chapter 9.
. J
20
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3. Provide access to
InsideBusiness Payments CEE

If a new user needs access to one of the
InsideBusiness Payments CEE modules, you can:

1. Create the new user in the admin
module.

2. Add the user to a user group with the
InsideBusiness Payments CEE country
permission the user requires.

3. Ask your ING service desk to prepare a
set-up form and arrange it to be signed
by your company.

4. Inform your ING Service Desk about the
pre-created user and their user ID.

5. ING will complete the access rights in
InsideBusiness Payments CEE.

6. When the new user logs in, one or more
InsideBusiness Payments CEE countries
will appear in the user’'s menu.

-
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4. Provide access to ING Trade

If a new user needs access to ING Trade, you
can:

1. Create the new user in the admin
module.

2. Add the user to a user group with the ING
Trade permission.

3. Ask your ING Financial Markets
representative to provide all the required
documentation and arrange them to be
signed by your company.

4. Inform your ING Financial Markets
representative about the pre-created
user and their user ID.

5. ING will complete the access rights in ING
Trade.

6. When the new user logs in, ING Trade will
appear in the user's menu.

-
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5. Request ING Scanner

This sections shows how you can
request ING Scanner for a user.

@ InsideBusiness

Dashboard

Profile and settings v

" ©

Account reporting

i Payments -
E@ Cash management v
L= Trade finance v
& Financial markets v
E Lending services v
& Services v
ﬂ] My companies v
1 Download centre

51

Log into S i® Administration -

InsideBusiness
Portal and click
Administration. ¢_|

-
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5.2

Select Users.

5.3

Click on the
applicable user to
see the user
details.

(54 )

Select Actions in
the top right
corner and click
Request ING
Scanner.

o J

N\

—

{ ] P -
i@ Administration a
Accounts
Account groups
Users
User groups
Admin changes
ot Accomigows | Uss | Uergous | Admincanges
mmmmmmmm i
User User group Date of birth Last login
u
G2-2an 2580
2 User details
T Subscription details
Status ® Active
Subscription ID 2000 001

Subscription name
GRIDID
User group

Primary subscription

2 Personal details

User ID
Name
Display name
Gender

Date of birth
Email

Mobile phone

office phone

UAT Test Company

1000 0235

WB 1702 2009

Support Ext 5, Channel (C )

Channel Support Ext 5

Male

01-Jan-1980

testuser129@ing.nl

[+ Reguest user verification

L+ Request ING Scanner

3 Audit report

r o
£ Modify user

#. Deactivate user

Actions
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& )

Complete the
details in order to
request ING
Scanner.

Note: all details
are mandatory
the optional fields
are indicated with
(optional).

Good to know:

» Choose
between
Company or
Private
Address.

+ If Company
Address is
selected, fill
also the name
of the
Company.

« If Private,
Address is
selected,
Company field
will disappear.

¢ Email address
will be used to
receive Track&
Trace number
for the
shipping of the
packageé

* ING Scanner
can be shipped
only to the
countries that
can be
selected from
Ih’ce dropdown
ist.

* Forsome
countries,
additional
fields will
appear for Tax
Details .

Request ING Scanner

Ship to

Address type Company Address )(_Private Address

— |

Recipient I

Email address I

Address

I I Delivery is not available to a PO. box address. |

Country

Postal code

Address line 1

city

I
I
I
Address line 2 [optional) I
I
I

{Mobile) phone number

Always start with the country prefix. On|
used for delivery

Request ING Scanner

Tax details

Tax number

Provide your company's tax number

N /

5.6

When you
completed the
data, click Request
ING Scanner.

N\

Request ING Scanner
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6. Activate access means

» In case of ING Scanner, user can activate it:

 Vie Self -Service activation in combination with one time password/ ID
document number/ another access means.

+ Via Self-Service activation in combination with Corporate Administrator
activation.
 In case of InsideBusiness App and mToken, user can activate it:
+ Via their ID Document number.
* Via Corporate Administrator.

The Corporate Administrators will receive email notifications in case their intervention is
required, proceed according to the instructions below.

% InsideBusiness

| BS Dashboard
@ Profile and settings v

ﬁ Account reporting

H Payments -
y
%, Cash management -
L=, Trade finance -
6.1
Log into @B Financial markets v
InsideBusiness >
Portal and click . ) .
Administration. i Lending services S
& Services -
ﬂ My companies v

4 Download centre

«® Administration v

AN
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6.2

Select Users.

(63 )

Select the user
to activate the
access means,
then click on the
name to see the
user details.

Do not use the

{® Administration -
Accounts
Account groups
Users
User groups

Admin changes

encil icon.

O J

(6 N

Click Activate.
This request
needs
authorisation,
see chapter 9.

- J

N\

Pt o Tremr e
SR — =
vse g Doteof it Lestiagn
o7t
2¢ User details &
[ia Subscription details
Status. ® Active
‘Subscription ID 2000 001
‘Subscription name UAT Test Company
GRID ID 1000 0235
User group Al
Primary subscription Yes
2 Personal details
UserlD W8 1702 2009
Name SupportExt5, Channel (C)
Display name Channel Support Ext 5
Gender Male
Date of birth 01-Jan-1980
Email testuser129@ing nl
Mobile phone
Office phone
& Access means
To be activated
Registered on 14-May-2018 13:12:21 v Activate X Deactivate
Unknown device e N -
. Registerec on 20-5ep-2016 134017 v Actuete X peactivae
Installation ID: 564C
# Access means
Tobe activated
B Apolrequesed Requested on 14-4pr-2073 17:1008 Actvate X Deactiate
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/. Deactivate access means

7.1

Loginto
InsideBusiness
Portal and click

Administration.

—_ -0

AN

Deactivate ING Scanner or mToken. For example,
this is needed in case the access means device is
stolen or lost, so it cannot be used by unathorised
people, or the user has left the company (in this
case you also need to remove the user from user
group and deactivate, as described in chapter 8).

% InsideBusiness

| %% Dashboard
@ Profile and settings v

ﬁ Account reporting

B Payments v
& Cash management -
L=, Trade finance v
& Financial markets -
i Lending services v
& Services v
ﬂ My companies v

4 Download centre
i@ Administration -

I
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7.2

Select Users.

Select the user
to deactivate
the access
means, then
click on the
name.

Do not use the
pencil icon.

(73 N

(74

Click Deactivate
to deactivate
the access
means. This
needs to be
authorised, see
chapter 9.

-

~

{& Administration
Accounts
Account groups
Users
User groups

Admin changes

Subscription nome
GRID ID

User group

Primary subscription

Synchronizotion to InsideBusiness Payments

2 Personal details

UserlD
First name
Surname
Disploy name
Date of birth
Email

Mabile phane.

Office phane

B 7600 4852

+4305696669

o = T
EEr) Ermp—
e serroup Do ofben tesiogn
e 071565
iz Subscription details
Status ® Acti
Subscription ID 0 487

& Access means

® Active

] NG Scanner Active sinct

Deactivate

X Deactivate

J

N\
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8.

8.1

Loginto
InsideBusiness
Portal and click

Administration.

> i® Administration v

AN

Deactivate user

If a user has left your compcng or no longer
needs access to InsideBusiness Portal, you can
deactivate the user in InsideBusiness Portal.
Before you do so, first you need to make sure
that the access means have been deactivated
as in chapter 7. This is because, once you have
removed the user from the subscription, you
will not be able to deactivate their access
means.

@ InsideBusiness

| ES Dashboard
@ Profile and settings v

i Account reporting

B Payments v
& Cash management 4
L=, Trade finance v
& Financial markets v
i Lending services -
& Services v
,ﬂ] My companies v

4 Download centre
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8.2

Select Users.

(&3

Xicon next to
their name.

-

To deactivate a
user, click on the

~

{® Administration -
Accounts
Account groups
Users
User groups

Admin changes

J

(84

Click save to
deactivate the
user. This
change has to
be authorized,
see chapter 9.

N

~

J

-

Please note, by deactivating the user, the registered access means will not automatically be deactivated as well, if you also
want to deactivate the access means, please do this first.

References

An opticnal description about this admin e
change

100 characters left

= o

e e B T e
m—— =
s - - Lot
H Chi 1 S rtExt5
3 Deactivate user S s
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9. Authorise admin changes

All changes that are initiated in the
Administration module of InsideBusiness Portal
must be authorised.

(91 )

To authorise
G(jmin changes,
fgﬁf(f\g‘?nﬁ?,”rth & Administration

changes, in the

Administration — Accounts Users User groups Admin changes
section. The most
recent (initiated)
admin changes
will be displayed
at the top.
\ j Filter * / \
Tupe & Tip: Use the
filter to search
Al - for specific
s . changes. You
<—— | can search by
O completed tg pe (eg ‘Add
O refected user') and/or
DWuitmg.forvul\dutlon stqtus (eg
g:;:jm ‘waiting for
Otspired validation’)..
% Reset T Apply \ /

(o2 )

Click on the admin
change you (or
another Corporate
Administrator)
have made.
Review the details

and, if everything .
is ok, click Accept. ——> *. Reject  « Accept

If not ok, click
Reject.

You will have to
sign this request
with your access
means. If
applicable, a
second person will
need to log in and
sign this request.

N /

-
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10. Download reports

10.1

Log into
InsideBusiness
Portal and click

Administration.

AN

InsideBusiness Portal offers two different types
of reports you can download. The user audit
report can be created on user level or for all
users in the subscription and contains user
details, access means and permissions. The
download user group report contains
information on user groups, users, companies,
permissions and account permissions.

% InsideBusiness

| %% Dashboard
@ Profile and settings v

ﬁ Account reporting

B Payments v
& Cash management -
L=, Trade finance v
& Financial markets -
i Lending services v
& Services v
ﬂ My companies v

4 Download centre

% Administration -
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10.2

Select Users.

/10.3

Select Audit
report in the
upper right

corner for an

users in the
subscription.

"

~

audit report of all

J

10.4

Select the
language of the
audit report.

AN

—

i® Administration a
Accounts
Account groups
Users
User groups

Admin changes

Users User groups ‘Admin changes. © Add user [] Auditreport Y Filter

Date of birth Last login

02-Jan-1380 & X

11-Feb-1953 & X

Please select the language for the documents that will be generated

wm Bulgarian
b Czech
= Dutch
® EEEnglish
Ll French
= German
= Hungarian
B B ltalion
wm Polish
B HRomanian
i Russian
2w Slovak
I Spanish
™= Ukrainian

10.5

Once you click Continue a zip file will be created. This file contains a
PDF user report per user in the subscription with user details, access
means and permissions on account level for the user.
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/ 10.6

A user report
can also be
created at user
level by first
selecting the
user in the
user's screen.

10.7

Select Audit
report from the
Actions menu in
the upper right
corner.

10.8

Select the
language of the
audit report.

AN

¥ @ O | UNTstCompoy v | 53] logout

4] Request user verification
[+ Request ING Scanner

RUGIT report

[

& Modify user

X Deactivate user

wm Bulgarian
e Czech
= Dutch

® EEEnglish
[ BFrench
= German
= Hungarian

> I 1 ltalian

wm Polish
I 1 Romanian
mm Russian
em Slovak
= Spanish
™= Ukrainian

Please select the language for the documents that will be generated

Accsunts users User graups Ademin changes @ Addwer [ mdtepot Y e
—r
. — S S -
0 oo 91301980 Fll it (D) 13402019 06 2852 & x
e
e
Actions

10.9

Once you click Continue, a PDF user report for the selected user will be

created. This report contains user details, access means and

permissions at account level for the user.
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10.10

Select User
groups.

(10.11

For a user
groups report,
select Download

~

right corner.

in the upper
N J

10.12

Select the format
(Excel or CSV).

—

Accounts
Account groups
Users

User groups

Admin changes

i®& Administration -

User groups Admin changes

Number of users

© Addusergroup s Downlond Y Filter

‘s = 0 UATTestCompany v

Download user groups
Ny
® Excel

sV

< Download

3] Logout

@ Add user group é Download ? Filter

Please select the language for the documents that will be generated

(10.14

An Excel or CSV

~

mm Bulgarian i

b Czech report will be

=Dutch created. This

® EEEnglish report contains
10.13 :ench information on

— H‘“—‘"”””_ User groups,
Select the i Tyl Users,

L1 ltolian .
language of the > i Companies,
report you want I Permissions and
to download. = Russian Account

i Slowak permissions.

I Spanish

== Ukrainian

- /
AN J
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