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 Go to the Main Menu and select Administration and 

Tools, and then Administration. 

 

 

 

 On the left-hand side of the screen, you will see the 

Administration menu. Expand the line Settingsand select 

the option Telephone and address data. 

1 

2  Before you begin 

→ To check or update address and contact data in the 

system, you need to have access to the Administration 

and Tools module. 
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 In the telephone and address data, you can check the 

following details, among other things: 

→ the type, number and expiry date of the ID 

document 

→ the last 4 digits of the mobile phone number entered 

to the system 

→ e-mail address 

→ mailing address 

 

 

 Click Address data change.  

 

 

 Enter the correct data and click Approve.  
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 Make sure the data on the summary screen are correct. 

 → If you notice a mistake, click the return arrow and 

correct the data. 

 → If the data are correct, click Sign and send. 

 

 

 

 Enter SMS code (sent to the existing mobile phone 

number entered to the system) and again click the action 

you selected previously. 
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 NOTE 

→ The code is valid for 2 minutes from the moment it has been generated. 
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 If you did not have a mobile phone number before or you 

do not have access to the number entered to the system 

before, the request will need to be confirmed by another 

system user. 

  

 

 

 Requests in ING Business are effected by users who have 

the relevant permissions: 

→ if you have such permissions, the request will be 

completed 

→ if you do not have adequate permissions, the request 

will be added to the list of requests.  

You will find it on the screen Transfers and Requests  in 

the Applications module with the status introduced or 

pending acceptance. 

In order to be effected, the request will need to be signed 

and sent by persons in the approval scheme for requests. 

  

That’s all! Now you know how to 

check whether files for import are 

correct. 

 

 

If you have any questions, please call the ING Business 

Centre:  

32 357 00 24 

or e-mail us at: bc@ing.pl. Our advisors are available on 

weekdays, Monday to Friday, 8.00 am to 6.00 pm. 
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