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GENERAL 

This Quickguide describes how to create and activate local users that do not have signature authorization. In need of a user with signature 

authorization, please contact your Payment Specialist at UniCredit. 

REQUIREMENTS 

It is required that a user with administration rights in UC eBanking global Corporate Edition performs the steps described on the following 

pages.  

CREATE A LOCAL USER 

To set up a new local user, with general access rights to view accounts and create (not sign) basic transactions, the following steps are 
needed.  

Go to Administration > Users > Create: 

For the User ID enter the last name of the new user in capital letters. 

For User write down first name and last name of the person. 
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Now move on with Next to the Permission Profiles and select the two entries (Account permissions and General permissions business) 
as seen in the screenshot, click on Assign and proceed with Next until you can Finish and Authorize the creation of the new user. 

Account permissions allows the new user to access UC eBanking global at account level. The needed accounts will be specified in a later 
step. General permissions business contains general rights to view an account’s bookings and set up (not sign) a new transaction. 

In the next step, go again to Administration > Permission Profiles. 
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Here, click on Account permissions and then Accounts. Mark all needed accounts for the new user and finish with Assign. 

After having done this, please check in Administration and Modifications if there are pending items to authorize.  

The new user has now been created. Up next is to pass the Corporate Portal ID on to the new user and initialize/release the user. 

RELEASE LOCAL USER 

To be able to release a new local user, first step is to retrieve the new Corporate Portal ID and pass it on to the new user. 

Go to the Corporate Portal and choose User Administration. 

The list of all users is now shown. Go to the entry of the new local user and copy the Corporate Portal ID from the first column. Forward 
the Corporate Portal ID to the new user. 

With the Corporate Portal ID, the new user now performs initialization according to this manual: 

Corporate Portal Support | HypoVereinsbank (HVB)

Possible second factors for authorization are UC mobile Token application for a smartphone or photoTAN device. 

Having done this, the new user sends the Initialization letter to you, the user with administrative rights, for release. 
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Go once more to Corporate Portal and User Administration. 

Mark the user that you want to authorize and click on the pen symbol. 

Switch the User Entitlement to Security. In the line of the chosen authorization factor (app or photoTAN) the status is shown as Waiting 
for release. In this line, select the pen symbol to edit. 

To release the user, enter the activation code from the user’s initialization letter in the respective line and finish with Release. 
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HOW TO CHECK PERMISSION RIGHTS 

To get an overview of existing permission profiles of your users. You can check them by going to Administration > Users. 

Select one user and click on his line. 

Move on to Permission Overview. 

In this table the rights for every step are depicted.  

As an alternative, you can also select the Print symbol on top of the table to receive a PDF file with a detailed list of access rights.  
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CREATE LOCAL USER WITH SPECIAL RIGHTS 

In case your new user requires special rights that cannot be fulfilled with Account permissions and General permissions business, it is 
possible to set up a separate permission profile that contains the needed rights. 

For this, a new permission profile is required. This profile contains the needed accounts and access rights for a new user. 

Go to Administration > permission profiles > Create. 

Type a name for the needed permission profile e.g. “Profile for First Name Last Name, then move on with “Next”. Remove the mark from 
Enable general permissions. Move on with Next. 

In the Account Permissions select the needed accounts for the new Permission Profile and click on Common settings. Then move on 
with Next. 
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In this table you can specify all permitted steps for the user’s permission profile. Finish this step with Save. 

Afterwards the table for the sign permissions is shown. Here, no changes can be made, as all signatory rights must be administrated by 
the bank. 

Up next comes the list of users. Mark the required user and click on Assign. Afterwards Save and Finish. 

Check in Administration > Modifications if there are any modifications left to be signed. 

If the user does not exist yet, finish the creation of the permission profile and create the user with the steps described in the first chapter 
of this manual. 


