Quickduide

Setting Up Digital Credit Card Statement

To retrieve credit card statements for Corporate credit cards (Mastercard) via the Communication Suite, please follow
the steps below.

Note: Steps 1 and 2 can only be performed by users with power of representation (PoR) or Super-Users with the
category rights “account, cards and cash management products”.

PoR = Authorized representatives (e. g., management board members, managing directors) and holder of commercial
power of attorney (Procuration) - This role is recorded by the bank
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ACTIVATION 1. Click Digital Administration
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2. Open the Service Toolbox, navigate to the Doc Management section, and select Digital Credit
Card Statement.
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3. Set the Digital Credit Card Statement to Active.
If needed, add additional users as recipients (see Step 2).
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4. Save your changes by clicking Confirm Selection.
This setting will apply to all future credit card statements for your company.

Step 2:

ASSIGN ADDITIONAL 1. Open the Digital Credit Card Statement inside Doc Management

RECIPIENTS 2. Click + Add user.

3. Select users from the Distribution list (Corporate Portal-User of the company) and confirm by
clicking Add user/s.
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4. Save your changes by clicking Confirm selection.

5. These users will now be able to receive digital credit card statements. To retrieve statements,
proceed to Step 3.

Step 3:

VIEW YOUR 1. Open the Communication Suite from the Corporate Portal homepade.
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Select the postbox (bottom right) via View all. i ) ot
3. You are now in the postbox for credit card statements.
Here you will find duplicates of Corporate credit card statements as well as the statement for
the “HVB Reisestellenkarte”.
Help and Support
Corporate Portal: Efficient Business Banking | HypoVereinsbank (HVB) Technical Questions:
Corporate Portal Support | HypoVereinsbank (HVB) 089/55299699
Login: UniCredit Corporate Portal Email: UniCredit - GTB-Center

g HypoVereinsbank ...« @ UniCredit


https://www.hypovereinsbank.de/hvb/unternehmen/business-services/tools/corporate-portal/corporate-portal-en
https://www.hypovereinsbank.de/hvb/unternehmen/business-services/tools/corporate-portal/corporate-portal-support
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