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App
Programm
Administrators Manual‘

s Feature Manual for the ING Commercial
do gour thing Card App for Programme Administrators



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

Welcome to the Programme Administrator User Manual for the ING
Commercial Card App.

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 App

do your thing
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Navigating the app

{

do your thing
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Welcome to the ING Commercial Card
App

[e] L
0O Enter Username

& Enter Password

By accessing the app you agree to the terms and
conditions and shall cormply with them

English (United Kingdom)

Trouble Signing In? Spa nish tqui n)

View troubleshoating options.

[ |
ltalian (Italy)
Terms and Conditions .
a v I g a I n g e a p p View our terms and conditions

German (Germany)

Dutch (Netherlands)

1 Choose your preferred language by tapping the globe in the bottom right of the screen. French Franc)
a

Log in with the username and password or use biometrics.

ING 2D ING 2D

3 . Tap 'Sign In'.

Welcome to the ING Commercial Card Welcome to the ING Commercial Card

& Enter Password & Kk kdkkhk kA Kk kk

By accessing the app you agree to the terms and By accessing the app you agree to the terms and
conditions and shall cormply with them conditions and shall cormply with them

gwer tyu

a s d g kil
View our te

< B B S B R meE &

123 @ - Done

®

do your thing
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Navigating the app

4_ Enter the one-time passcode that is sent to you by text message.

do your thing

Enter Passcode

A one-time passcode has been to sent to your
email address or phone number. Please enter
passcode below.

Re-send Passcode

Passcode*
Enter Passcode

\

ING
L Your verification code is: ********

Enter Passcode

Enter Passcode

A one-time passcode has been to sent to your
email address or phone number. Please enter
passcode below.

Re-send Passcode

Passcode*
*kkkkkkkk
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Account Switch Accounts

Current Balance Cs Test Corp ...5107

1,395.00 €1,395.00

(e
€3 lest Lorp. 107 Cs Test Busi ..6803

Navigating the app ‘

View Details

5 If you have multiple accounts, tap the icon in the top left corner of

= the screen. Recent Activity
Payment =1,899.90
6 Select the account you would like to review. _ received-
(] =<y thank you

Posted
2 May 2025

Purchase Flight ¢2600.00

@ Tickets

Posted
29 April 2025

Bakery

Posted
29 April 2025

do your thing




Account Account Account
Posted
Ciifeit Bolince Payment ¢21,899.90 29 April 2025
— received -
1,395-00 thank you Bakerg
— Posted Posted
Cs Test Corp ...5107 2 May 2025 29 April 2025
Purchase Flight @600.00
Tickets . Cash_non_atm
On the home screen of your chosen account, you see an overview S— 25 Aor 2025 i
of your current balance, the latest transactions and direct access Aoty Bty . . 750,00
tO rece nt Statements- Payment @81,899.90 ggs:;;?“m ggs.;;crlﬂzozs

received -
thank you
Posted . Cash_non_atm . View All Transactions
2 May 2025 ] Posted
29 April 2025

Purchase Flight @E600.00 Statement Center

@ Tickets Purchase @3750.00 .
Posted Posted 28 April 2025
29 April 2025 29 April 2025 Statement Period

[y
=y

Bakery

Posted
29 April 2025

B B

Accounts Teams More Accounts Teams Mare Accounts

30 April 2025
Statement Period

View All Transactions

do your thing




ING %5

Into the Details

1 . To see more detailed insights on this account, select ‘View Details'.

2 Here you will see your Credit Limit, Available Credit,
= Contact Information and Last Transactions.

do your thing

)

® Account

Current Balance

1,395.00

)
Cs Test Corp ...5107

View Details

Recent Activity

Payment ¢21,899.90
received —
thank you

Posted
2 May 2025

%
=y

Purchase Flight @2600.00

@ Tickets

Posted
29 April 2025

Bakery

Posted
29 April 2025

Accounts

Account Details
A Corp ...6698

£1,899.90

Current Balance

Credit Limit 85,000.00

Available Credit 84,450.00

Contact Information

A CORP
Hazelnoot 4,
Rotterdam, 0987GG NLD

Additional Details

Payment Due Date
14 April 2025

Minimum Payment Due

Account Details
A Corp ...6698

A CORP
Hazelnoot 4,
Rotterdam, 0987GG NLD

Additional Details

Payment Due Date
14 April 2025

Minimum Payment Due
0.00

Past Due Amount
39.95

Statement Balance
39.95

Card Expiration Date
12/2107

Billing Type
Corporate




® Account Account Account
= Pos.;te'(-:l.
Ciitvaiit Bolahica Payment @$1,899.90 29 April 2025
received -
Into the Detalls
e — Posted Posted
Cs Test Corp ...5107 % May 2025 29 April 2025
Go back to 'Account’ and scroll down for more detailed insights on (@) DichaseFight 360000
. Ickets _.. Cash non atm
m {ransactions. View Details Posted Posted
29 April 2025 29 April 2025
Recent Activity ::'::;U Purchase @750.00
2 _ Tap 'View All Transactions’. Payment #1,899.90 2 April 2025 25 April 2025
S, thank you
Posted ., Cash_non_atm ; View All Transactions
. . 2 May 2025 bata
To quickly review or download a statement, tap the statement 25 Ao 202 o
. Purchase Fligh @2600.00 ARRSTIENIN SATILRr
= you would like to open. @ tickets — —

Posted Posted 28 April 2025
29 April 2025 29 April 2025 Statement Period

Bakery : ; 30 April 2025
Posted View All Transactions Statement Period

29 April 2025

Accounts Teams More Accounts Teams More Accounts

do your thing
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Account

Current Balance
81,395.00

Cs Test Corp ...5107
Manage team member expense reports,

Searching for Team Members ‘

View Details

1 To check your Cardholders' app and portal users' profile, tap the Manage Teams
= 'Teams' button in the bottom of the screen. Bocent Retiity

Q Search for Team Members
Manage team cards and repo

P t 1,899.90
2 Here you can find your team members' accounts. Use the search received - =

= buttons to find the right team member or user account. % thank you Seanch fo Upar

Manage user accounts
Posted

2 May 2025

Purchase Flight @600.00

@ Tickets

Posted
29 April 2025

Bakery

Posted
29 April 2025

do your thing
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Account

Current Balance

1’3 95.00 Product Support

Get help with the ING Commercial
CEEEe—— Card App

Setting up your password, R
logging in with biometrics, and - N
enabling push notifications S

Messages
Bank and Corporate Messages

Payment 21,899.90 Enable/disable Facial Recognition access
received -
: : , , %, thank you
To view and update your app settings, tap the '‘More' button. g privacy Policy
. 2 May 2025 View our privacy policy
2 Here you can update your password, use biometrics, change your @ $y';=htuse Flight ~ ¢3600.00 Language
= language, and enable push notifications for payments. e STt

29 April 2025

Push Notifications
Manage push notifications

Bakery

Posted
29 April 2025

-

Accounts

do your thing
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ownloading a statement




ING &9

® Account Account Details Account Details
A Corp ...6698 A Corp ...6698
[ | [ | B [ A CORP
Current Balance
— Hazelnoot 4,
I ew I n g ra n S a C I O n S 1,395-00 Rotterdam, 0987GG NLD
()

Cs Test Corp ...5107 550

Current Balance

1 _ o quickly see more payment details, tap "View Details’. —

Additional Details

Credit Limit Payment Due Date
G
14 April 2025

Recent Activity
Available Credit
CEEEE—

Here you will find your Current Balance, Credit Limit and Available o
Credit. %) - | Contact Information ;';:um o

Posted Past Due Amount

2 May 20: A CORP 39.95
3 Scroll down for extra details like Payment Due Date, Past Due o Hozelnoot ST

Purchas Rotterdam, 0987GG NLD

= Amount and Statement Balance. @ tickets | 3995

Card Expiration Date
12/2107

Billing Type

Posted Corporate

29 April 2

do your thing
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Cs Test Corp ...5107

Authorizations

Current Balance Pﬂ‘.-ll’_"lf-‘r&t ¢81,899.90
= received -
1'395 .00 :_'_A thank you 3 —_ Cash_cltm
I Posted 29 April 2025
Cs Test Corp ...5107 2 May 2025
' Purchase @9350.00
Purchase Flight #2600.00 29 April 2025
- - . Tickets
i i d
Viewing transactions s
28 April 2025
Recent Activity Bukarg :
Posted See All
Payment ¢#1,899.90 29 April 2025
_ received -
i 1 % thank you ' 29 April 2025 - Transactions
To view more transactions, scroll down. = B, ool
[ ] .

Posted @ Flight Ticket
29 April 2025 —
Purchase Flight #5600.00

@ Tickets Purchase #8750.00

Pcsted_ Posted 8
29 April 2025 29 April 2025 Posted

Bakery

5 _ Tap ‘View All Transactions’.

Bakery g B ' E :
Posted . View All Transactions

29 April 2025

Purchase

Posted

E o0 . Cash_non_atm

Accounts Teams More B Posted

6_ Here is a quick overview on all current transactions. Tap the filter icon.

7 . View transactions from other statement periods. Statement Period < i ST B

Authorizations

Current Period 3 €60 0.00

=5 Cash_atm -
: Purchase
29 April 2025
Ao Flight Tickets

Dusseldorf

If you would like to get more details on a specific transaction, tap
. . . Statement - 9 April 2025 Purchase ¢9350.00
= the transaction you wish to review.

Statement - 9 March 2025 Cash_non_atm ‘ Name displayed on statement as
28 April 2025

Transaction Details

FLIGHT TICKETS

Activity Type

9 _ Here you will find more details on the chosen transaction. Stotament - February 2025 see Al oA

Activity Status
29 April 2025 - Transactions POSTED

Statement - 9 January 2025

@ Flight Ticket c ¢ Merchant Category
Posted

Statement - 9 December 2024 Category Description
= Bakery

-

Posted Reference Number

Statement - 9 November 2024 22000000000546789
Purchase

Sales Date
29 April 2025

Posted

Cash_non_atm d g Conversion Rote

Posted

do your thing




Good to know:

Authorizations are reserved transactions that have not yet been processed.
They impact your available balance. Once processed, the transaction will
also appear under 'Transactions'. The final amount may differ from the
initially authorized amount due to FX or other charges.

do your thing

<

Current Period

Cs Test Corp ...5107

Authorizations

-

Cash_atm
29 April 2025

Purchase
29 April 2025

Cash_non_atm
28 April 2025

«2350.00

=250.00

29 April 2025 - Transactions

Flight Ticket

Posted

Bakery

Posted

Purchase

Posted

Cash_non_atm

Posted

«2600.00

«2750.00

16.
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Account Account Account
- Current Balance ;gsi‘?:" 2025 Statement ING Corporate Card
Downloading a statement
Bakery 3 .
[t} Posted
Cs Test Corp ...5107 29 April 2025
1 Scroll down on the home screen. N ji | Cosh_non_atm
— ggs;;r:il 2025
Recent Activity Purchase ¢2750.00
2 Tap the statement you wish to review. Payment 51,8990 29 A 2025
. % thankyou
Posted View All Transactions
. . 2 May 2025
3 Tap the download button in the top right corner of your screen to
. Purchase Flight @3600.00 Statement Center
= save this statement on your phone. @ Tickets

do your thing

Posted
29 April 2025

Bakery

Posted
29 April 2025

Accounts

28 April 2025

Statement Period

30 April 2025

Statement Period

Accounts

Accounts

Statement ING Corporate Card
For the company
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Reviewing accounts
and making changes
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Search Result
Current Balance rch Results

£1,395.00 ——
e Cs Test Corp

Cs Test Corp 5107 Manage team member expense reports,

accounts and more, Cs Test Corp ...5107
Cs Test Corp
View Details
Manage Teams
Recent Activity Sacweh for Tedsn Mambars
[ ] [ ] Q Manage team cords and reports
Payment #21,899.90
received —
”“:'_-‘. thank you p 8 Search for Users
MQI‘IO{}E user accounts
Posted

2 May 2025

Purchase Flight ##600.00

1 To review individual team member expenses or make changes to the @ rickes
= users’ profile, tap the 'Teams’ button at the bottom of the screen.

Bakery
Posted

2 To get detailed information on transactions of one of your team
= members, tap 'Search for Team Members'.

3 Tap the team member you wish to review.
a

Manage Account View Account
A Corp A Corp

N\ /; ! Current Balance
4_ Tap 'View Account’. @ 81,395.00

A Corp ..6698 ACorp ..6698

Cs Test Corp (1D: 01004800)

View Details

5 Here you will find this team member’s Current Balance,
= Recent Transactions, and Last Statements.

‘ B3 View Account

Recent Activity
Manage Conta
8 9 Cash_atm

B8 Approved
29 April 2025

Manage Spend
Purchase

Approved
29 April 2025

Cash_non_atm

do your thing
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A Corp ...6698

ACorp

Credit Limit

Current Credit Limit
@ 5,000.00

Aforp o638 Change Credit Limit
Cs Test Corp (1D: 01004800)

Merchant Category Code Groups

B3 View Account

Making changes I

No Merchant Category Codes Available
Manage Spend Controls

1 To change the credit limit for this specific card go back and go
= to ‘Manage Spend Controls'.

2 Tap ‘Change Credit Limit'.

3 _ Type in the new amount.

Cancal Credit Limit Cahcel Credit Limit
A Corp ..6698 A Corp ..6698

Change Credit Limit Change Credit Limit
Il ] Credit Limit Credit Limit
T(] p S ave . 5,000.00 5,000.00
|
Add Note Add Note

10,000.00 10,000.00

g W € IF Bt A P S

a sdf ji| ksl I i [
sl 1| | m 6 ¢ &

123 5 Done

®

do your thing




oo

s A
’%ﬁ
b

DA\
o o @
NI (A (7 I

Making changes

1 To manage user access to the app and portal, tap ‘Search for Users'.

2 Use the menu to search for the user you would like to review.
[

3 _ Tap 'Search'.

do your thing

Manage team member expense reports,
accounts and more.
Manage Teams

Search for Team Members
Manage team cards and reports

8 Search for Users
Manage user accounts

User Search

Search Criteria

Username

First Name

Enter First Name

Last Name

Enter Last Name

Email Address

Enter Email Address

Unit Name

Enter Unit Name

111111

@

e

K

2

g W @ e It v U W e pl g b

2 1 1111111 ES

Done

User Search

Search Criteria

Username

First Name
EEEEEEEESETS

Last Name

Email Address

Unit Name
TR REER

Unit Number
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Making changes

User Profile 4 User Profile

Search Results

Contact Information

4 Tap the user you wish to review. , Frst Nome
[

Business e
Username: ssssmumsns Active b

Last Name*

Username: sssssssssssssssnss

. . Primary Email Address*
5 Here you can activate or deactivate and lock or unlock an account. sassssmssssss@usssnans
[

Logon Status Add Additional Primary Email

CC Email Address
Enter CC Email Address

6 _ Tap 'Save" r——

BCC Email Address
Locked (es BCC Email Address

Mobile Phone
Contact Information SEEEEEEEEEENES

First Name*
EEEEEN

Last Name*
EEEEEEES

Primary Email Address*
llllllllllllll@lllll-lll

Add Additional Primary Email

= &

Teams

do your thing




Need more info?

Please visit the FAQ on our website.

Businesscard Cardholders

Corporate Cardholders

do your thing

https://www.ingwb.com

23.


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




