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Portal

Programm
Administrators Manual

Feature Manual for the ING Commercial
Card Portal for Programme Administrators



A step-bhy-step guide for
Programme Administrators for
the ING Commercial Card Portal

Welcome to the Programme Administrators User Manual for the ING
Commercial Card Portal.

This quide is designed to help you get started quickly and make the
most of the available features.

do your thing
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Let’s get started!

Get to know the ING Commercial Card Portal

do your thing
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Navigating the portal
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do your thing



Navigating the portal

1 To get started, go to ingcommercialcard.ing.com
[

Select your preferred language.

do your thing

o O ingcommercialcard.ing.com

ING B

Enter Creden[i a }S Additional Information

t Lopon credentia

Registration
Na 2

Language

English (Unitod States]

| Loson

Supported Browsers: Microsoft Windows versian of Edge, Google's most current version of Chrome, Apple's most current version of Safari and Mezllla's most
current versian of Firefox,

‘ . . ingcommercialcard.ing.com

ING o

Enter Creden[i a }S Additional infarmation

User D | User (B

English (United Kingdom|
o English (United States)
Frangais (Canada)
Deutsch (Deutschiand)
Nederlands (Nederland)
Frangais (France)
Espafinl (Espafa)
italiano {italiz)

Supported Browsers: Microsoft Windows version of Edge, Google's most current version of Chrome, Apple's most current version of Safari and Meozilla's most
current version of Firefox.
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Navigating the portal

3 _ Loginto the portal using your User ID and password.

One Time Passcode

4_ Click on your mobile phone number to receive your one-time passcode.

5 _ Enter the one-time passcode and click ‘Continue’.

do your thing
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Navigating the portal

6_ Select the account you wish to manage.

7 _ Use the top menu for easy access to different features.

do your thing

. ‘ . ingcommercialcard.ing.com

ING B

STATEMENTS ACCOUNTS REPORTS

Account Details

Select An Account

CS TEST CORP (55417~ 5107) (Al

CreditLi k 000,00
VIEW LAST STATEMENT

‘ . . ingcommercialcard.ing.com

ING

STATEMENTS ACCOUNTS REPORTS

it
VIEW LAST STATEMENT

ADMINISTRATION

Quick Links

Manage Accounts

Maintain User Information

Reports Dashboard

ADMINISTRATION

Quick Links

Manage Accounts

Maintain User Infarmation

Reporns Dashboard

HELP
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ACCOUNTS REPORTS ADMINISTRATION

Account Details Quick Links
Select An Account: g A
Maintain Usar Information
Reports Dashboard

it Limit
VIEW LAST STATEMENT

Navigating the portal

8_ To get detailed information on statements and transactions, click on 'Statements’.

9 _ In"Accounts’ you can make changes to spending limits.

STATEMENTS ACCOUNTS % REPORTS ADMINISTRATION

Quick Links

Manage Accounts
Maintain Usar Information
Reports Dashboard

it
VIEW LAST STATEMENT

do your thing
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STATEMENTS ACCOUNTS

Account Details Quick Links
Select An Account: g A
Maintain Usar Information
Reports Dashboard

it Limit
| VIEWLAST STATEMENT |

Navigating the portal

1 O_ To create company reports, go to the 'Reports' in the top menu.

1 1 To manage contact details and access of users to the app and portal,
= go to 'Administration’.

STATEMENTS ACCOUNTS REPORTS ADMINISTRATION

Account Details Quick Links

Select An Account: g A
Maintain Usar Information

Reports Dashboard

it
| VIEWLAST STATEMENT |

do your thing
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Looking up and downloading
statements
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Quick Links

Miasiags Arrouines.
Mairttaen User infarmation
Rapnns Dathtnant

Looking up statements

1 To get an overview of the overall spending and payments due, go to 'Statements’
= and select 'Account activity'. R | s

1 &2 & leacling or trailing wildeand chararter for partial searches.

2 Select ‘Manage’, enter the name of the account you would like to review in the
= search box and select the 'Search’ button.

3 _ Click on the 'Details’ button of the account you wish to manage.

do your thing
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Current batance:
Aunilaile amount:

Corudit immit:

Downloading statements

Here you will find an overview of the overall spending and payments due.

1 _ Go to 'Statements’ in the top menu.

2 _ Todownload a statement, select 'Statements’ on the right side.

3 _ Choose the statement you want to download. S——

4 You can find the PDF of the selected statement in your
= Downloads folder on your computer.

do your thing
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Running and scheduling reports
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. ‘ . ingcommercialcard.ing.com

ING i

HOME STATEMENTS ACCOUNTS REPORTS ADMINISTRATION HELP

Account Details Quick Links
Select An Account: Marsge Accatins
e\ v
Account | Manage Reports Dashboard
Credit Limit €5,000.00

VIEW LAST STATEMENT

Running reports

To download transaction reports, go to 'Reports’ in the top menu and select
= 'Standard reports'.

Select ‘Transaction Report'.

ingcommercialcard.ing.com

ING
STATEMENTS ACCOUNTS REPORTS ADMINISTRATION HELP

Account List of transactions sorted and grouped by account holder for use while recanciling

®

expenses

Maonthly disk space usage by site and rolied up to bank

Listireg of modifications for selectad sites.
Listing of modifications for selected users,

Listirg of pertiment data for selected users, including appraver and securlty profiles.

E e =

Tramsaction  Form for disputing a card transaction
Declined Authorization Reparnt Tramsaction  Listing of declined authorization requests for an account.
Tranzaction  Detail or summeary of all transactions made by account holders
Expense Rep Expense Expense report
Expense Expense report summary.
Expense Report for Expense Unassigned Transactions,

Expenss Purchases that may have been plit between multiple receipts that exceed the single

purchase limit

g9 PP PIPvEETEEed ¥

1

Merchant Detail or summary of all ransactions sorted by selected merchants

)]
[

do your thing
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Running reports

3 . Scroll down.

4 Enter the account name you wish to create a report for. In 'Unit Name' you can enter
= the company account number with a zero at the start. Select 'Search'.

do your thing

HOME STATEMENTS ACCOUNTS

1710 Transaction Report "

Accounts and units

Search for:
® Unit

HOME STATEMENTS ACCOUNTS

SAVE Cancel

o
3 30/04/2025 3

b 01/04/2025 | 30/04/2025 B
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STATEMENTS ACCOUNTS

Accounts and units

Running reports

5 . Select one, or if you like, multiple accounts.

6_ Scroll down to select the format in which you would like to download your report.

do your thing




ingcommercialcard.ing.com [ )

HOME STATEMENTS ACCOUNTS REPORTS ADMINISTRATION
Format oplions

Detail level: | 1]

@ Transaction Sumemary

Display transaction notes: !
® Yes No

Display line item detail: |71
Yes @ No

Display Virtual Transactions Only: [/

Yes & No

Print report criteria om the last page: |/
Yes No

Include a header note: 7]

Yes Ne

Accounts: | ¥
Declining Balance Accounts Mon Declining Balance Accounts @ Both

Running reports

Select any additional format options you would like to see in your report.

Select 'Run’.

ingcommercialcard.ing.com [ )

STATEMENTS ACCOUNTS REPORTS ADMINISTRATION

File Destination Options

Outputlog |7]
Personal

Carporate

Automated Downloads [ 7]

Send file to corp’s external mallbox

Send file to bank's external mailbox

SCHEDULE | SAVE |  Cancel

do your thing
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Report in progress..

Your report "Transaction Report” is being processed and can be downloaded
from the Output Log when completed.

Running reports

9 _ You will find the report in the ‘Output Log' in the portal.

1 O For quick access to the 'Output Log’' go to 'Reports' in the top menu and
= select 'View Output Log'.

STATEMENTS ACCOUNTS

Account Details Quick Links

Select An Account: Marsgs Accatinis
Mairtain User Infarmation

Repors Dashboa; red

it
VIEW LAST STATEMENT

do your thing
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Report in progress..

Your report "Transaction Report” is being processed and can be downloaded
from the Output Log when completed.

Downloading and scheduling reports

1 _ You will find the report in the ‘Output Log' in the portal.

2 For quick access to the 'Output Log’' go to 'Reports' in the top menu and select
= 'View Output Log'.

STATEMENTS ACCOUNTS

Account Details Quick Links

Select An Account: Marsgs Accatinis
Mairtain User Infarmation

Repors Dashboa; red

it
VIEW LAST STATEMENT

do your thing
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Downloading and scheduling reports

1 If you would like to automatically receive reports on a regular basis, follow the same
= steps, but instead, at the bottom of the page, select 'Schedule’.

do your thing
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STATEMENTS ACCOUNTS

Downloading and scheduling reports

2 Select the frequency for receiving reports.

3 . Choose if you would like to receive an email when your report is ready.

STATEMENTS ACCOUNTS

Select notification option

E-mall me when the report is ready

| NE:rr Canre|

do your thing
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Downloading and scheduling reports

1 _Togetanoverview of all scheduled reports, go to 'Reports’ and select 'Scheduler'. o

]

2 . Click to search menu.

3 . Select and schedule a new report.

do your thing
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Changing cardholder credentials
and spending limits
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Changing cardholder credentials
and spending limits

1 _ To change the spending limits of your cardholders, go to 'Manage Accounts'.

2 _ Use the search fields to find the cardholder you would like to make changes for.

3 . Click 'Search'.

do your thing
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Changing cardholder credentials
and spending limits

4_ Select the right cardholder account.

5 _ Here you can easily make changes to the cardholder's credentials.

do your thing




Need more info?

Please visit the FAQ on our website.

Businesscard Cardholders

Corporate Cardholders

do your thing

‘ https://www.ingwb.com o

ING m Search the site <. Search Wholesale Banking ( Login )

Daily banking ¥  Strategic Finance and Advisory +

Insights v Network v Sector expertise v  Service and contact  About us »

New ING Commercial Card App & Portal

®@ Reading time: O min 25 March 2025

Coming Soon

ING is introducing a new and improved ING Commercial Card App & Portal for your Corporate Card. To ensure a smooth
transition, it is important that we have your current mobile phone number and email address correctly registered.

Why a new app and portal?

The new ING Commercial Card App and Portal are more user-friendly and include new features such as:

Viewing your current PIN in the app
Activating your card in the app
A more stable and future-oriented platform

Card Management Processes

Find the information you need to switch to the new app and portal.
What are the next steps?

We will launch the new app and portal as soon as possible, and we will do this in phases for our customers. We will inform you via email
about the exact date. Keep an eye on this page for more information about the new ING Commercial Card App and Portal.

What action do you need to take?

To switch to the new app and portal, you need your mobile phone number and email address. Make sure these are correctly registered in
our Corporate Card administration before the new app and portal go live. We will help you with this. Follow these steps:

26.


https://www.ing.nl/en/business/payments/zakelijke-creditcards/commercial-card-portal-app-new-2025
https://www.ingwb.com/en/service/payments-and-collections/ing-commercial-cards/new-ing-commercial-card-app--portal-2025

do your thing



