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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
IIl.  Modify user

2. Manage user groups
l. Add user group
Il.  Modify user group
Ill.  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

11. Create a PoA ( Corporate Agent Power of Attorney)

.
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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

i Account reporting

ﬂ Payments v
& Cash management v
L=, Trade finance -
@ Financial markets -
i Lending services v
& Services v
,ﬂ] My companies -
11 4 Download centre
Loginto
Lng:sqﬁ%unséngiscsk —> i® Administration v
Administration.
|

.
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1.2

Select Users.

1.3
Click Add user.

1.4

Select New user
or Existing user.

15

When adding an
existing user, fill
in the User ID
and the email of
the user.

-

—

I. Add user

@ Permissions

() New InsideBusiness user

., P -
i@ Administration a
Accounts
Account groups
Users
User groups
Admin changes
Users
+ Adduser | | 4 Auditreport |
Unassigned X ) ( Active X Filter |
Drpogng 166
Add user X Close
Add user
o Add user
Type (®) Existing InsideBusiness user

@ Personal details
@ User verification

Existing user

This option will odd an existing InsideBusiness user outside this subscription. Make sure your user 1D always
matches the email address in order to prevent creating an unwanted double.

User ID [

Email ‘
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N

mou can add a \

user in few

steps:

1. Add User

2. Permissions

3. Personal
Details

4. User
Verification

(16

The Personal
details section is
used to
complete the
channel user

~

Personal details
First name
surname

Display name
Display nome is the name visible to other
users in InsideBusiness and activity logs.

Date of birth

Email

Email is used for user identification and
access means registration purposes. Please
do not use a group mailbox.

Mabile phone (optional)

Mabile phone can be used for communication
purposes and for receiving an unlock code for
the ING I-Dentity Card via SMS5.

Office phone (optional)

Office phone can be used for communication

l

l

l Prefill

|

EE GB - | (+44)

gEGB v | (+44)

data. purposes.
Sectior) . Initial language I English v ]
Subscription
SetEFg? IS Onlg Synchronization to InsideBusiness (®) Yes, only to this subscription
VISIDie . Or Payments () Yes, to this subscription and subsidiary subscriptions
subscriptions
with an IBP O o
agreement.
\ J References
Your awn description (optional)
S J
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(17

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
Chapter 2.

.

~

Permissions

Copy permissions from existing user

User will have the same permissions as
another user. Both users will be part of the
same user group.

Select existing user
User group type

User verification applicable

In general, user verification is required for sign
permissions and/or Corporate Administrator
permissions. If the user will not have such
permissions, there's no need to request user
verification. Mare information can be found in
the Knowledge centre.

ING country specific user verification
applicable

Due to local legislation sign permissions
and/or Corporate Administrator permissions
are subject to country verification. More
information is available in the Knowledge
centre.

(®) Yes
() No

I Q. Test User123 v ]

| |

() Yes (required for selected user group)

(®) No (not required for selected user group)

) Yes (required for selected user group)

No (not required for selected user group)

Permissions

Copy permissions from existing user () Yes

User will have the same permissions as

(® No

another user. Both users will be part of the

SamMe User group.

User group

User verification applicable

In general, user verification is required for sign

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.

() Yes (required for selected user group)

(®) No (not required for selected user group)

permissions and/or Corporate Administrator
permissions. If the user will not have such
permissions, there's no need to request user
verification. More information can be found in

the Knowledge centre.

1.8

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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/19

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

N

~

J

/1.10

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

group.

N

\ 4

y

.

A4

Permissions

Copy permissions from existing user

User will have the same permissions as
another user. Both users will be part of the
samme user group.

User group

User group type

User verification applicable

In general, user verification is required for sign
permissions and/or Corporate Administrator
permissions. If the user will not have such
permissions, there's no need to request user
verification. More information can be found in
the Knowledge centre.

ING country specific user verification
applicable

Due to local legislation sign permissions
and/or Corporate Administrator permissions
are subject to country verification. More
information is available in the Knowledge
centre.

() Yes
(®) No

Admin v

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.

CORPADMINBASIC

(®) Yes (required for selected user group)

() No (not required for selected user group)

Yes (required for selected user group)

:I I:;:I

No (not required for selected user group)

(] Austria
(] Belgium

(] Spain
(] France

(] ttaly

() Luxembourg

Bulgaria  [] United Netherlands [ Singapore

() switzerland Kingdom (7] Poland Slovako

Czech () Hong kong (] Portugal () Ukrain
Republic Hungary Romania

() Germany [ Ireland
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(1.11

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

-

~

J

(113

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

-

\

S

.

\ 4

Home address

Address line 1
Address line 2
Postal code

City

Country of residence

Other personal data

Czech birth number (rodné Eislo)

German tax (D (TIM)

Italian tax code (Codice fiscale)

Polish personal ID (PESEL)

Romanian CMP number (Cod Murmeric
Personal)

Slovakian birth number (rodné Eislo)

Please fill in

Please fill in

Please fill in

Please fill in

[:] User does not have a Czech Birth number (rodné &islo)

Please fill in

(] User does not have a German tax ID (TIN)

Please fill in

C] User does not have a Italian tax code (Codice fiscale)

Please fill in

E] User does not have a Polish personal 1D (PESEL)

Please fill in

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

Please fill in

(] User does not have a Slovakian birth number (rodné &islo)
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74 N\ Personal details
1.12
) User

By uploading a

COPU of an |D Anne de Bakker

(Passport or ID Document details

National ID, no )

.. . Guidelines 1D document .

dr|V| ng l|Cense) 1 gnlg passports and national ID cards are allowed as ID
ocuments.

U ou deClO re th(]t 2. The ID document must be valid. Expired ID documenits will be
rejected.

y ou h GVe seen 3. All four corners of the ID document pages must be visible, all

the Ol’lg | nCll information must be visible and readable and the photo must be
of goed quality.

_doc u m e nt_' Th e ; 4_For passports the uploaded file must contain the pages with the

|de ntIﬁCGtI on holder's nationality, personal inforration, photo and signature
and the relevant ID document information such as expiry date,

document 1D docurnent nurnber, issuing autharity.

5. For national 1D cards the uploaded file must contain the front

ShOUId be . and back side of the card.

red d(] ble, vd l | d 6. Ifthe I docurnen_t does not include the helder's swg!'luture. then

a nd Contain a ﬂwi\ hildder must sign a copy of the 1D document which must be
uploaded.

signature of the (=)

Upload 1D document

owner. i

FO r detCl | Ied A Additional \-'ErIfI.CG.tIOH reqq.lrements might apply. If required, ING will reach

. . out to obtain this information

information on

local user
verification
requirements
check
Knowledge
Centre article:
Corporate
Administrator -
Verification of
InsideBusiness
users.

N J

-
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Access means:
Information screen

/114 I

Case 1:

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
user proper
permissions for
mToken in user
group at later
stage, see
chapter 2 OR
Request ING, see
chapter 5.

User verification

User

Hermione Granger

Access means

This user has no permission yet to 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
«~ No need to wait for the delivery
+ No expiration date

+ Environmentally friendly

« Available in 14 languages

~

Request an ING Scanner
First complete the onboarding 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.

- J

(115 )

Case 2:

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

KI'IP: Why does ING recommend using mToken ?

Environmentally friendly

Easy self-activation within minutes
No expiration date

No extra costs

Meets global security standards

L User

Display name Ann Test

8 Access means

Congratulations! After completion, this user will receive an email to register the InsideBusiness App

with mToken. The app has the following benefits
« fastand easy log in and signing
« No need to wait for the delivery

«” No expiration date

« Environmentally friendly

&/ Available in 14 languages

App with “ soe
\mToken. J
1.16
In both cases, Save and then Sign to complete, see chapter 9.
G J
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Il. Request user verification

1.17

Click on a user to
request a user
verification.

1.18

Select Request
user verification
in the upper
right corner.

& Audit report

# Modify user

» Deactivate user

© Ace Lewis Hamitton Stondard + Admin 14-0ct-2025 08:07-07
testlewishomiton@ing.com
S
r
~+ Request user verification
~+ Request ING Scanner

Request user verification (1]
@ References
/1. 19 \ An optional description about this admin
change
In the Request T ——
user
verification
section, you 1 User
can specify if
you would like veero e s064 0024
to Chqnge the Display name Mr. Brown
country
verification.
—> | . verification
Do you want to change the country Please select ~
verification? *
If no new
verification is
requested, you
can also select
the option to
update the # Verification
verification
detClIlS ThIS |S ?:r‘gﬂocz[\it;;r:to change the country Please select ~
not possible for | ——>
uSerS With “NO No, | want to update the verification details
verification”.
_
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/1.20

In the next screen

verification
methods are

displayed and the
screen will extend

based on the
selection

~

121

checked
countries

already

detect

which

Qe requested

Based on user
group - selected
countries that are
reflect
the current set of
for
which the user is
verified.
The user group is
only a helper to
the
required info for
countries
verification must

~

J

1.22

Based on the
permission of
another user

/1.23

verified,
verification

Manual country
selection - the
countries are

checked for which
a user is already
and
can
be requested for

cher countries. j

~

-

A User

User ID

Display name

& Verification

Method *

Previous

‘WB 9064 0024

Mr. Brown

Please select

£ Verification

Method Based on user group v
Select user group * Atestl ~
User group tupe Standard
User verification applicable * @ W Yes
NG country specific user verification applicable o Yes
O Austria ] Hong Kong O Ppoland a Spain
O e gium ] Hungary ] Portugal O switzerland
[:] Bulgaria [:] reland [:] Romania [:] Ukraine
[ czech Republic O ttaly D Russian Federation O united Kingdom
@ France O Luxembaourg O Singapore
D Germany O metherlands O slovakia
- Verification
etho Based on permission of another user v
Select existing user * WEB11220018 .
test_poc@ing.com
User group CA Basic
User group type Adrministrator
User verification applicable * @ ' Yes
NG country specific user verification applicable o Yes
O Austria O Hang Kong O poland ] Spain
8 selgium O Hungary O Pportugal O switzerland
O sulgaria O ireland O romania O ukraine
[:] Czech Republic [:] italy [:] Russian Federation [:] United Kingdom
O France ] Luxembourg O Singopare
O Germany O Netherlands O slovakia
£ Verification
~

etl

Manual country selection

User verification applicable * @ W e
ING country specific user verification applicable ® ve
No
O austria O Heng Kong O poland
C] Belgium C] Hungary C] Portugal
O Bulgaria O rreland O romania
[ czechRepublic O ttaly D Russian Federation
O France ] Luxembourg ] Singapore
O Germany O Netherlands O slovakia

] Spain

D Switzerland
O Ukraine

(O united Kingdom

InsideBusiness Portal Corporate Administrator User manual
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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,
tax id’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

(124 )

£ |ID Document details

Guidelines ID document

(& Home address

@ Other personal data @

Crech birth number {rodne 2izio)

. C‘..’f e ave ach B rra
and contain a
signature of the erman tax D TN
\owner. j O zer osz not have @ Germentax ©
D..:‘. e ave n - e -
/1.25 \ e 10 ey
: [ uzer coe: ave o R or O [PESEL
Depending on
the permissions maricn ONP number [Cod Nameni Perzond
of the user S ——
additional
verification = A —
detqll‘s mqg be (O wzer does not have  Siowckicn birth number (rodné &xic
required.
Complete the e - e
user d(]t(] Gnd Additiongl verSication regurements might cpply. if required, ING will reach cut o abtcin this infarmation
click Save. -
1.26
The request needs to be authorised, see chapter 9.
. )
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lll. Modify user

Kl.27

Click on the
pencil icon next
to the name of
the user.

You can modify
all user data.

~

Accounts

User Usergroup

Acomtgows  Uses  Usergops  Adminchanges

Date ofbirth Lostlogin

0000000 000000
aoo@000com 00000111
» Active

07-May- 1963

J

1.28

Complete the
user data and
click Save.

-

Modify user

Personal details

First name
Surname

Display name

Display name is the name visible to other
users in InsideBusiness and activity logs.

Date of birth

Email

Emnail is used for user identification and
access means registration purposes. Please
do not use a group mailbox.

Mobile phone (optional)

Mobile phone can be used for communication
purposes and for receiving an unlock code for
the ING I-Dentity Card via SMS.

Office phone (optional)

Office phone can be used for communication
purpases.

Synchronization to InsideBusiness
Payments

References

Your own description (optional)

Lewis

I Hamilton

Lewis Hamilten l

06/05/1988 [

test.lewishamilton@ing.com

IEE GB | (+44)

IEGBa

(+44)

() Yes, only to this subscription
(® Yes, to this subscription and subsidiary subscriptions

() No

1.29

The request needs to be authorised, see chapter 9.
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2. Manage user groups

2.1

Log into
InsideBusiness
Portal and click

Administration.

!

.

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

BS Dashboard

@ Profile and settings -

E Account reporting

] Payments -
% Cash management v
L2, Trade finance -
@ Financial markets -
ﬂ Lending services -
& Services v
ﬂ My companies -

4 Download centre

Administration -

InsideBusiness Portal Corporate Administrator User manual

16



(22 )

I. Add user group

& Administration -
Go to the User —
groups tab. —_—
Click Add user LEH
group. I User groups
Admin changes

N /
rCorporate \

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

QAenu. J

Corporate Agent PoA

User group details

User group name

Payments

| Standard

References

In the
Reference
field you can
add specific
information
you think the
authoriser

Description (optional)
An optional description about this admin

change

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

User group

Details

— Deactivate user group

Name Standard Trade

~ Active

Nurmber of users

2.4

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

the Edit User group button.

Details

User group details

User group name

Type ‘ STANDARD

e group Id ‘ 250555

InsideBusiness Portal Corporate Administrator User manual
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(25

The first screen
allows you to
add or

remove permiss
ions for each
application and
companies you
would like to
enable for the

~

user group.

(26

Then select a
company to
grant users
access to the
accounts.
Contact your ING
Service Desk to
add a company
to the
subscription.

(27

The next
screens will
show all
accounts and
permissions
the user group
has access to.

~

Transaction
management
table and
InsideBusiness
Payments table
appear only
when the
relevant
modules were
selected
previously in
Applications

~

Applications

- Please note that some permissions are agreement based
- Please note that some permissions are user agreement based

In cose of doubt contact Tribe Digital Channels before assigning these permissions.

[ Select all permissions ]{ Deselect all permission ]

Administration

Permission

View administration

Manage account alios
InsideBusiness App

Permission

Use InsideBusiness App with all features
Use InsideBusiness App mToken

Companies

0 selected, displaying 1-6 of 6

O Company Grid Country Subscription holder
O name_24008255 2400 8255 Netherlands Yes

D name_36007767 3600 7767 Australia

O name_36128223 3612 8223 Sweden

O name_36829388 3682 9388 Netherlands

O name_37440954 3744 0954 Netherlands

O name_45852879 4585 2879 Hungary

section.

N\

.

J

A 4

Transaction management
[F Account View reporting View payments Payment type Initiate Upload
All existing accounts
name_36007767 000-HUF Credit transfers X X
HUS6 1370 0016 6200 0563 0000 0000 f HUF Directdebits X X
INGBHUHB / Loro account
name_36007767 002-CZK Credit transfers X X
(CZ15 3500 0000 0090 0036 2002 / CZK Direct debits X X
INGBCZPP / Loro acceunt
Services
Fw
—
0 (u] u)
D o o
O X X
-
Financial markets
Company single si First sign confirmations Final sign confirmations
L existing comp: O 0 O O
name_36007767 D D D D

36007767

Australia

InsideBusiness Portal Corporate Administrator User manual
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(28 N

The final screen
allows you to add
or remove users
from the user
group. All users
within the
subscription are
shown. Selecting
or deselecting a
user allows you to
add or remove
them from the
user group.

Finish and click
Save.

N J

Users

2 selected, displaying 1-14 of 14

()

Name User ID E-mail Verification Date of birth Current user grou|
group
[]  Ambaniéé Mukesh 1830529366 ambani.mukesh@test.com 02 October 1992 Standard
[ Anne Heineken 1852492717 testanneheineiken@ing com 08 September 1990 Standard Trade
q ot
Barbora ‘B8 19 barbora com 01 January 1970 Standard + Admin
(] Debpriyaral 1811705241 testdebpriyapal@ing.com 19 June 1992 standard + Admin

.

Success

l @ Flease note that this admin change still needs to be signed.

InsideBusiness Portal Corporate Administrator User manual
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(29 N

Check the box, in
front of the
account, to
assign the
account to the
users in the user

group.

- J

2.10

Select the boxes
for the preferred
permissions.
Click Save to
finish.

(211 )

There are
several options
for signing
permissions by
account and
creating the
signing
permissions
applicable to
your company.

lll. 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.

Transaction management

witiate. Singhe (51 Joiatly () Jotly ()

et defait agn persins |

x

IV. Sign permissions

Payment type Initiate

Upload

Initiate

X Close

Single (S) Jointly (A} Jointly (B)

N /

-

v

OJ

Credit transfers [
Direct debits ]

Set default sign permissions

X Unlimited  Unlimited

X Unlimited  Unlimited

InsideBusiness Portal Corporate Administrator User manual
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6.13

Click on Set
default sign
permissions to
apply the sign
permissions to
all selected
accounts for the
user group.

-

~

J

(2.14

Set the limit as
necessary. Click

Apply.

-

~

J

(2.15

The final screen
allows you to
add or remove
users from the
user group.
Selecting or
deselecting a
user allows you
to add or
remove them
from the user

group.

N\

~

J

.

!

X Close

2.12

Click on Edit to
apply the sign

Payment type Initiate Upload Initiate single (S} Jointly (A) Jointly (B)
5 0 permissionsto
o ut 5gn permissions .
specific account
for the user group.
Credit transfers () =] X Unlimited Unlimited
Direct debits (] ] x Unlimited  Unlimited
Sign permissions

Credit transfer Direct debits
single (S) single (S)
(® No permission (®) No permission
(O Unlimited () Unlimited
() setlimit (O set limit
Jointly (A) Jointly (A)
@ No permission @ No permission
() Unlimited O unlimited
O setlimit (O set limit
Jointly (B) Jointly (B)
@ No permission @ No permission
() Unlimited O Unlimited
(O setlimit () set limit

Apply permissions to (selected) account(s) Cancel

Users

( Fitter |

& selected, displaying 1-15 of 15

— . o . Current user

(=] Name User ID E-mail Verification Date of birth

group
:l Ambania4 Mukesh 1B30529366  ambani.mukesh@test.com & Insufficient verification 02 October 1992 Standard

7] Anne Heineken

+| Barbora Karbankova

Debpriya Pal

] Hermione Granger

IB52492717  testanneheineiken@ing.com
WBB6056919 barbora.karbankova@ing.com
IB11705241 test.debpriyapal@ing.com

IB43342179 test hemione@ing.com

A Insufficient verification 08 September 1990 Standard Trade

01 January 1870
19 June 1992

A Insufficient verification 14 October 2025

Standard + Admin

Standard + Admin

Standard

-

N

2.16

Click Save down below to complete.

~

g

[

N\

2.17

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

J

InsideBusiness Portal Corporate Administrator User manual
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2.18

Click on the
menu option
Administration
and then Users
groups.

(29 N

Click on create a
new user group.
Add the
necessary
details like User
group name,
type and
reference. Save
the User group.
The select the
same user group
and click on Edit
user group. On
this screen,
select the Copy
permissions
from User group

kbutton /

2.20

Then click Appl
after selecting the
user group from
the dropdown list

V. Copy user group

/& Administration a
Accounts
Users

User groups
Admin changes

Corporate Agent PoA

User group details

User group name [ Standard 2.1 ]

User group name must contain at least 1
character, with a maximum of 200

Type [ STANDARD ]

User group id [ 250734 ]

Copy permissions from existing user group

Copy permissions from existing user group

Copy from user group Standard v

001Testing Usergroup

Cancel
m Standard
Standard 3

References Standard FX
Standard New

Details

User group details

User group name Standard 2.1 |

User group name must contain at least 1
character, with a maximum of 200

Type STANDARD I

User group id 250734 |

Copy permissions from existing user group

@ Permissions successfully copied

References

‘Your own description (optional)
an enter a description which makes it
r for

r you to recognize this admin

2.21

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

-
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VI. Remove user group

/2 3 \ Administration

) User groups / User group Standard 2.1
To remove a ) )
User group, go User group / Editusergroup | — Deactivate user group
to the user ! o

. Detail:

roup details of [~ ™
the selected Name Standard 2.1 Number of users 0
user group and sttus < Active Tupe Standard
select
Deactivate user
group

N J
/ Corporate \

Confirm deactivate user group X

Administrator Name Standard 2.1
can remove onlg Type Standard 231
Standard user Click
group. Your own description Deactivate User
To remove Description added ggﬂlﬁf n:O
Corporate '
Admin user
group contact .
\ING. } Deactivate user group

Administration

User groups / User group Standard 2.1

‘ ° User group deactivation Admin change added for signing

(2.32

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

N

A\ J
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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

r ©

Account reporting

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

4 Download centre

5.1

Loginto — i Administration v
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.

e

(54 N

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

N\ J

.

& Administration -

Accounts
Account groups
Users

User groups

Admin changes

Users

+ Adduser | | L Audit report |

Filter |
Displaying 1-15 of 15
status Admin change Hame user graup Date of birth Last login
@ active Anne de Bakker Standard 01/11/1396 >
testlonnedebakken@ing com
© Active [T — Standard 1411072025 >
testhemione@ing.com
© Active Lewis Hamilton Standord + Admin 0610911988 22-001-20250628:59 >
testlewishamilton@ing com
Users / User details
Subscription details
Status @ Active
Subscription ID 2013011
Subscription name ABPDP 10
GRIDID 2400 8255
User group Standard Trade

Primary subscription

Synchronization to InsideBusiness Payments

Personal details

Yes

Yes, only to this subscription

User ID

First name
Surname
Display name
Date of birth
Email

Phone

Office phone

User verification

IB 5249 2717
Anne
Heineken
Anne Heineken
08-5ep-1990

testanneheineiken@ing.com

Verification level

Request user verification

Request ING Scanner

e + +

Audit report

Modify user

N

¥ Deactivate user
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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
Companuy.

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

+ Email address
will be used to
receive Track&
Trace number
for the
shipping of the
package

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

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

Request ING Scanner

Ship to

Address type Company Address ) Private Address

— [

Recipient [

Email address [

Address

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

Country

Postal code

Address line 2 (optional)

City

[
[
Address line 1 [
[
[
[

(Mobile) phone number

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.

-

Request ING Scanner Cancel
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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

| ES Dashboard
@ Profile and settings -

ﬁ Account reporting

] Payments v
% Cash management -
&2, Trade finance v
6.1
Log into @B Financial markets v
InsideBusiness >
Portal and click . ) )
Administration. i Lending services v
& Services v
ﬂ My companies -

4 Download centre

«® Administration v

.
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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

pencil icon.
N /

(64 N

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

Users
t Adduser | | L Audit report
Filter
Displayyng 115 of 15
Status Admin change Name User group Date of birth Last login
@ Active Anne de Bakker Standard 011111996
test lannedebakker@ing.com
@ Active TR — Standard 181012025
test hemione®@ing.com
@ active Lewis Hamilton Standard + Admin o6/ma1988 22-0012025062859 >
testlewishamilton@ing.com
User details
Users / User details
Subscription details
Status @ Active
Subscription 1D 2013011
Subscription name ABPDP 10
GRIDID 2400 8255
User group Standard Trade
Primary subscription Yes

Synchronization to InsideBusiness Payments

Yes, only to this subscription

Personal details

User ID 1B 5249 2717

First name Anne

Surname Heineken

Display name Anne Heineken

Date of birth 08-Sep-1990

Email test anneheineiken@ing.com
Phane

Office phone

User verification

Verification level

& Access means

Tobe activated

Unknown device
miToken Registered on 14-Moy-2018 131221

Installation ID: DEIC N

Unknown device

miToken Registered on 20-5ep-2016 134017
Installation ID: 564C ¢

v Activate X Deoctivate

v Activate X Deactivate

- J

-

8 Access means

To be aztivated

v Activate % Deactvate
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/. Deactivate access means

7.1

Loginto
InsideBusiness
Portal and click

Administration.

—_ -0

.

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

| ES Dashboard
@ Profile and settings -

ﬁ Account reporting

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

4 Download centre
@ Administration -

I
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7.2

Select Users.

(13 N

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

Do not use the
pencil icon.

(74 N

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

{8 Administration -
Accounts
Account groups
Users
User groups

Admin changes

Users

+ adduser | [ 4 Audit raport

Filter

Displaying 1-15 of 15

status Admin change Name User group Date of birth Last login

@ Active Anne de Bakker Standard 01/11/1996
test lannedebakker@ing.com

© Acive TR — Standard 181012025 N
test hemione®ing.com

© Acive Lewis Hai Standord + Adiin 06/09/1988 20.00-202506:2859 >
test lewishamilton®ing com

User details

Users / User details

Subscription details

Status @ Active

Subscription ID 2013011

Subscription name ABPDP 10

GRIDID 2400 8255

User group Standard Trade

Primary subscription Yes

Synchronization to InsideBusiness Payments Yes, only to this subscription

Personal details

User ID 1B 5249 2717

First name Anne

Surname Heineken

Display name Anne Heineken

Date of birth 08-Sep-1990

Email test anneheineiken@ing.com

Phone

Office phone

User verification

Verification level X No

8 Access means
® Active
(3 micken/ 18 App Active since X Deactivate
B8 ING Scanner Active since X Deactivate

N /

-
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8.

8.1

Loginto
InsideBusiness
Portal and click

Administration.

> i® Administration v

.

Deactivate user

If a user has left your componFL); 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 -

‘ Account reporting

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

4 Download centre
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8.2

Select Users.

(&3 )

To deactivate a
user, click on the
User from the
list and in the
User details
page, in the
Actions menu
select the
Deactivate User

{® Administration -
Accounts
Account groups
Users
User groups

Admin changes

\option /

(84 N

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

=

J

-

Request user verification

Request ING Scanner

e + +

Audit report

N

Medify user

X Deactivate user

Deactivate user X

Test DP
IB 2085 7066

B 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 optional description about this
admin change

(optional)

Description

-
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.

(91

To authorise
admin changes,
click the fourth
tab, Admin
changes, in the
Administration
section. The most
recent (initiated)
admin changes
will be displayed
at the top.

~

\ /

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

i@ Administration -
Accounts
Users
User groups
Admin changes

Corporate Agent PoA

Admin changes

Type.

All types

- ] completed

| Rejected
) Waiting for validation
"] Processing

] Failed
] Expired

reset fiter | [NSATRd

[0z )

Click on the admin
change you (or
another Corporate
Administrator)
have made.
Review the details
and, if everything
is ok, click 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 J

.

Authorise admin changes

-

Tip: Use the
filter to search
for specific
changes. You
can search by
type (e.g. ‘Add
user') and/or
status (e.g.
‘waiting for
validation’)..

N\

~

J
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10. Download reports

10.1

Loginto
InsideBusiness
Portal and click

Administration.

.

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

| BS Dashboard
@ Profile and settings -

ﬁ Account reporting

ﬂ Payments 4
& Cash management -
L=, Trade finance -
@ Financial markets -
ﬂ Lending services -
& Services -
ﬁ My companies -

4 Download centre

% Administration -
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10.2

Select Users.

Accounts

Users

User groups

{& Administration

Account groups

Admin changes

(103 Ny [uses
. \ + Add user | ("L Audit report \|
Select Audit (o)
report in the —
upper right
corner for an
audit report of all
users in the
subscription.
Audit report
O Bulgarian
O czech
® Dutch
10.4 (O English
O French
Select the —_ | Qe
language of the : 2“1"
audit report. S
(O Romanian
O Russian
O slovak
O Spanish
(O Ukrainian
Cancel
E2EED
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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(106 )

A user report
can also be
created at user
level by first
selecting the
user in the

Dt of irth

¥ ®m 0O | UNTestCompany v | 5] Logout
© rdtum [ rdtmor Y FRe

Lostlagin

kuser's screen. J

10.7

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

10.8

Select the
language of the
audit report.

.

Al permissions

ke oely user group

OJo 980

02019 00285 & x

2018 150829 & x

Request user verification

Request ING Scanner

e+ +

Audit report

Modify user

N

» Deactivate user

Audit report

O Bulgarian
(O czech

® Dutch

(O English
O French
O German
(O Hungarian
O Italian
() polish

O Romanian
O Russian
() slovak
O Spanish
O Ukrainian

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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/@& Administration

Accounts

10.10
Select User —> Account groups
groups.
Users
User groups
Admin changes
(10.11 \ User group overview
ﬁ -+ Add user graupl - Download ‘
For a user —
groups report, ((Fucer ]
select Download
in the upper
right corner.
k g j Download user groups X
language
@ English
(O Dutch
O French
O German
() spanish
O Hungarian
10.12 O czech
O Slovak
Select the () Bulgarian
language of the —> ,
() Romanian
report you want
to download. (O ttalian
O Polish
() Ukrainian
O Russian
(10.13 \
will be created.
This report
contains
information on
User groups,
Users,
Companies,
Permissions and
Account
permissions.
\ J
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/@& Administration

Accounts

10.10
Select User —> Account groups
groups.
Users
User groups
Admin changes
(10.11 \ User group overview
ﬁ -+ Add user graupl - Download ‘
For a user —
groups report, ((Fucer ]
select Download
in the upper
right corner.
k g j Download user groups X
language
@ English
(O Dutch
O French
O German
() spanish
O Hungarian
10.12 O czech
O Slovak
Select the () Bulgarian
language of the —> ,
() Romanian
report you want
to download. (O ttalian
O Polish
() Ukrainian
O Russian
(10.13 \
will be created.
This report
contains
information on
User groups,
Users,
Companies,
Permissions and
Account
permissions.
\ J
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11. Create a Corporate Agent PoA
(Power of Attorney)

InsideBusiness Portal offers the Corporate Agent Power of Attorney, a
mandatory document that authorizes a corporate agent to access a
client’s products and services. It is required whenever a company other
than the channel holder is added to an InsideBusiness channel, even if
the corporate agent owns the client.

® o F .
i®" Administration a“
(111 ) Accounts
Loginto
InsideBusiness
Portal and click S Users
Administration
- Corporate
Agent Power of User groups
Attorney j
Admin changes
Corporate Agent PoA
CA Power Of Attorney
Overview
Select entity for Grantor
[ Create new Power of Attorney ]

11.2

Click on Create new Power of Attorney.

Note: The request is not considered final until the customer reaches the final

page, as illustrated in section 11.10

.
41
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11.3

Follow the steps
of adding a
corporate agent
Power of
Attorney

/114 )

Provide entity
details for the
Grantor in the
corporate agent
Power of
Attorney.

N /

-

—

New Corporate Agent Power of
Attorney

¢ Provide entities

@ Corporate Agent Power of
Attorney

Corporate Agent Power of Attorney
Scope

Account Scope

3 Summary

Documents

Provide entities

You will be creating a Corporate Agent Power of Attorney for the following parties:

Grantor

Provide the details for the entity that will be acting as Grantor in this Power of Attorney.

Legal entity name [

As registered at chamber of commerce

Country of registration - Please select -

Address

City

Postal code [
Trade register registration number [

(optional)

Additional information (optional) {
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Corporate Agent Power of Attorney Scope

Grantor Heiniken BV

orate Agent name_24008255

Financial markets

Receive statements, reports and information with respect to financial markets products;

Initiate financial markets transactions that are available through an ING channel including
amendment and termination thereof;

O 0O 0o

Confirm and/or dispute financial markets transactions.

(115 )

O

Lending services

Select the scope

of the Power of
Attorneg tth () Initiate transactions with respect to lending products and/or services, including, but not limited to

)

Receive statements, reports and information with respect to lending products;

allows the repricing, make drawdowns and prepayment.
Grantee to

access [} Trade finance

perm iSSionS for []  Receive and request reports and information and request or initiate transactions with respect to trade
the modules finance preducts and/or services, including, but not limited to documentary collections, letters of

credit, guarantees and receivables finance.

listed at the >
Grantor level

[J  services regarding new bank accounts, products and services

[:] Perform all acts to prepare the ING agreement(s) required for the Client to open, amend and terminate
bank accounts and/or to obtain, amend and terminate other products and/or services.

\ J [J  Sservices regarding viewing and updating Client information contained in ING's records

[)  view and request updates on the Client's company data and relevant personal data of authorised
representatives or other persons associated with the clients in ING's records (which includes first
name, surname, date of birth, contact details as well as other personal data required in accordance
with local legislation), which data may also have been made available by third parties (such as
information from the trade register).

[:] Services regarding communications from ING to Client

D Receive communications with respect to products, services, agreements and/or terms and conditions
on behalf of the Client and to accept amendments thereto to the extent required.

Account Scope

Heiniken BY

name_24008255

Account reporting and payments
The following powers can be granted:
+ View reporting

Receive statements, reports and information with respect to the account(s) and other payment products
and services.

11.6

Credit transfers

Initiate payment transactions (with the exclusion of (SEPA) direct debit collections) with respect to the

Select th e account(s), including amendment and revocation thereof and refusal and/or request of a recall or refund
of direct debit collections initiated by a creditor of the Client.

Account level

Direct debits

SCO pe an d Initiate (SEPA) direct debit collection transactions with respect to the accounti(s), including amendment
pel’miSSionS and revocation thereof,
Accounts

The powers granted to the Corporate Agent pursuant to this POA shall apply to the Client’s following accounts:

O All of the Client's present and future account(s), including, but not limited to, payment/current accounts,
fixed term deposits and saving accounts in whatever currency.

O The Client's following account(s):
() Noaccounts

ey

.
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Accounts

The powers granted to the Corporate Agent pursuant to this POA shall apply to the Client’s following accounts:

@ All of the Client's present and future account(s), including, but not limited to, payment/current accounts,
fixed term deposits and saving accounts in whatever currency.

O The Client's following account(s):

11.6.1

() No accounts
Select All —_—>
Current and .
future accounts () indicated powers
with indicated (] viewreporting

powers as shown
(]  Credit transfers

(] Direct debits

Accounts

The powers granted to the Corporate Agent pursuant to this POA shall apply to the Client’s following accounts:

() All of the Client's present and future account(s), including, but not limited to, payment/current accounts,

(11.6.2 \ fixed term deposits and saving accounts in whatever currency.

Select the > (® The Client's following account(s):

client’s accounts (O No accounts

with the

designated Account View Reporting Credit transfers Direct debits

powers to

configure 3 The table content is empty

granular

permissions at o .
the individual uccoun
account level The powers granted to the Corporate Agent pursuant to this POA shall apply to the Client’s following accounts:

O All of the Client's present and future account(s), including, but not limited to, payment/current accounts,
k J fixed term deposits and saving accounts in whatever currency.

@ The Client's following account(s):
() Ne accounts

Account View Reporting Credit transfers Direct debits

) The table content is empty

Add account

11.6.2

Account number type (®) IBAN
Enter details of (O Local account number
the Client account —_>
in the form as IBAN { \
shown
BIC ’ l
Indicated powers (] Select all

(] view reporting
(] Credit transfers
(] Direct debits

g J
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mlj \ Your reference

Reference (optional)

9 If desired you can reference your request with
Add Your o a short description
Reference details if o
needed and select Submission
the checkbox to | confirm that the details of my request are correct and accurate.

confirm the details
have been verified

X Cancel

nl.S \

Sign Corporate Agent Power of Attorney

Download the >
generated Make sure to use the Corporate Agent Power of Attorney which is provided below and have it signed by the
Corporate Agent correct legal representatives.

Power of Attorney

document
generated and Download Corporate Agent Power of Download document

verify the details. Attorney
Once verified, print Mo Ire to use this specific document for
it and sign it in wet signing
ink.
\ J Signing method (®) Wet ink signature
We ask this for administration purposes.
Upload signed Corporate Agent Power pTTTTTTTT T m T s '
/11.9 \ of Attorney E Drag and drop your files hereor |
Upload the -> E Select file E
scanned :

document of the
signed PoA and
click on Save and

B ey

Note: Although the details are confirmed at this step, the process is not yet complete. If there is no pre-
signed Power of Attorney (POA), the generated POA must be signed in the next step

A\ J

InsideBusiness Portal Corporate Administrator User manual 45



Thank you, we will take up your request

/1110 )

Once the Power of

Attorney The Customer Loyalty Team will assess your request. You can follow your
document is

submitted, a Case request by accessing it from the request overview.
Number will be

provided for @ In 4 business days your request will be processed*
tracking

fulfilment.

Case number : POA-554

At this point, the documentation and evidences are meeting ING's verification requirements. If the
request is officially documentation is not in order, we will reach out to yo

submitted for ING
to process.

- J

S J
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