>> Company document management — Service
Toolbox

In order to receive your company documents in the Communication Suite digitally, please follow these
steps. Please note that steps 1 and 2 can only be carried out by users with an authorized representative
(POR) and Super-User category “general administration”. Only one user is needed.

PoR = Authorized representatives (e. 4., management board members, managing directors) and Holder of
commercial power of attorney (Procuration) - This role is recorded by the bank
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ADMINISTRATION SERVICE TOOLEBOX >
ACCESS »
Login to Corporate Open ,Service Toolbox* and select
Portal »Document management* .

Click on ,,Digital
Administration®.

Company Documents

Empower your team with centralized control over your company documents
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As a next step select Set the status to ,,active” once.
»~company documents®.

The setting applies to the future dispatch of your company documents

4 HypoVereinsbank ...« @ UniCredit



Step 2: Assignment of recipients

o © Add user > e

Open the ,Service Toolbox*
in the company section.
Click on ,Add user*”.

Save your selection by
clicking the ,,confirm
selection” button.

Add user/s X
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Select the additional user
from the list of recipients.
(
The other users are now stored
and can also use the digital
> section for company
documents.
For a retrieval — go to step 3.
J

Step3: Access to company documents
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COMMUNICATION

SUITE Company decuments
ACCESS >
Open the Select the postbox
Communication (bottom right) via
Suite landing page Lview all®.
of the Corporate

Portal.

Hilfe und Support

Corporate Portal: Effizientes Business-Banking | HypoVereinsbank (HVB)
Corporate Portal Support | HypoVereinsbank (HVB)

Login: UniCredit Corporate Portal
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Accomplished!
> 0 You now have access to
the company documents.

Technische Fradgen:
089/55299699
E-Mail: UniCredit - GTB-Center
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