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User guide 

Digital Document Exchange (DDE) 

 

The platform for digital document exchange (DDE) made available to clients by UniCredit Bank can be 
accessed using the following UniCredit Digital Document Exchange link : 

UniCredit Digital Document Exchange.  
 

1. Login: 
 

At the time of registration, you will receive an e-mail to the address provided to the bank with all the details 
of the first login. 
 
Login can be done in the main DDE screen by: 

➢ Fill in the 2 available fields: 
 
Username: enter the assigned username (e-mail address declared in relationship to the Bank) 
Password: enter the temporary password received via SMS on the phone number declared in the relationship 
with the Bank. 

 

The Login button will be accessed and in the next step the unique code received via SMS (valid for 5 
minutes) will be entered and the Login button will be accessed again. 

https://dde.unicredit.ro/indexRO.html
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Afterwards, a new window will open for changing the initial password and you will be able to enter and confirm 
a new password of your choice for the DDE platform. This change will be confirmed with a new OTP code sent 
via SMS.  
When logging in for the first time in DDE, it is necessary to sign the "Terms and conditions for using the DDE 
platform" document. 

 

➢ Login with Digital channel credentials 
 
The link to this type of authentication can be found on the main page of the platform under the main 
authentication method with user and password. This login requires the possession and activation of the 
UniCredit Internet Banking service - BusinessNet - in advance. 
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Forgotten password 
If you have forgotten your password, you can update it by accessing the Forgot Password button at the bottom 
of the main screen, filling in your email, mobile phone and DDE username (ie your email) and pressing the 
Submit button. Next, you will receive a temporary code via SMS on the phone number indicated in relation to 
the Bank, which you will fill in the platform. And this password will have to be changed at the first login. 

  

If the password is blocked after 3 failed attempts, the unlocking will be requested by Kind request form sent 
to the Relationship Manager in the Dedicated Branch or by BusinessNet messaging, by indicationg of the name 
of your relationship manager and the branch in the subject. 
 

2. Configuring the Namirial certificate in DDE 

The details of the Namirial digital signature certificate (user ID and device ID) must be entered in the Namirial 
Settings section, at the top of the main page under user details. 
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Note: To consult the guide and other helpful documents, access the ? button at the top right of the main 
screen. 
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3. Dokubox management 
 

After successfully logging into the DDE platform, you will be able to see the documents submitted for signature 
by the bank and you will be able to sign and send them back to the bank. 
 
The DokuBox is a digital package containing one or more documents sent by the bank in order to be signed. 
In DokuBox list you will find the list of DokuBoxes to which you have been selected by the bank as a participant. 
The list can be filtered according to several criteria (for example: status, date, etc.) 
 
For a dokubox the following options are available:: 

•    +   for more details;  

•  view Dokubox 

•  edit DokuBox (option usually used for signing the package of documents) 

 

 

4. Signing a document with Namirial certificate 

Documents to be signed with a Namirial certificate in the status "awaiting signature from the client" will have 
a Sign with eSaw button that must be activated. 
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Careful! The content of the documents must not be modified, as it includes a digital mark that ensures the 
integrity of the content. Any modification will invalidate the document and it will no longer be able to be 
uploaded to the DDE platform. 
 
In the next step, select the preconfigured certificate in DDE (Namirial Settings) and enter the device password 
and the unique code (received via SMS). 

After applying the signature on the document, press the Submit Action button so that the document continues 
the signature flow defined by the bank. 
After all the participants from the client's side sign the documents associated with the dokubox, a new SEND 
TO BANK button will be available, which must be activated together with the SUBMIT button. 
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5. Signing a document outside DDE with any electronic certificate issued by a supplier on the 
EUTL list (except Namirial) 

After receiving the e-mail notification that a document has been received for signing in the DDE platform, you 
will log in the platform and on the main screen you will be able to view the document. The download button 
to the right of the document name will be pressed, and, depending on the settings of the browser used, the 
file will be opened from the Download folder or from the browser and the document will be saved with Save 
As on the workstation (the "Print to pdf" option will not be used ). 
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Careful! The content of the documents must not be modified, as it includes a mark that ensures the integrity 
of the content. Any modification will invalidate the document and it will no longer be able to be uploaded to 
the DDE platform. 

 

 

 
You have to go back in the DDE platform after you signed the document.  

 

The signed document will be loaded in the platform by searching for it through Browse file, or using the Drag 
and drop option (drag the document into the box), then press Send to Bank and Submit. 

After this step, the documents reach the bank's representatives to be validated and signed. 

After signing the documents by the bank, you will receive an email notification (if this option is set in the 
system, according to the option in the authorization form) and you will be able to download these documents 
from DDE through the Download option. 
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Only  the client participants of that docubox can view and download the documents, so please consider 
archiving the signed documents according to your rules as soon as possible. 

 

6. Sending a package of documents to the Bank 
 

By clicking the Create new docubox button, you can initiate the transmission of documents to the Bank. 
Select the documents you want to send, fill in the necessary fields (Description) and click the Send to 
Bank button. 
After sending, the docubox will be configured by the Bank and depending on the type of document 
uploaded, it is possible that a signature via digital certificate may also be requested. 
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