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1. The Service Card Portal  
The Service Card Portal is the online platform for processing workshop cards. In addition, workshop personnel 
can find all the important information for carrying out card-related processing processes. The Service Card Portal 
is an application that Daimler Truck Service Cards GmbH & Co. KG makes available to all Mercedes-Benz Trucks 
and Daimler Buses workshops.  

In order to use the portal, dealers must register online with Daimler Truck Service Cards GmbH & Co. KG as an 
acceptance partner.  

Authorised dealers who have registered to use the portal can perform the following functions:  

 

• Obtain guarantee of payment for the performance of workshop work and parts sales ("authorisation").  
• Retrieve important, customer-specific billing information before invoicing.  
• Send invoice data and the invoice document electronically.  
• Send credit notes electronically. 
• Perform upstream verification of invoices. 
• Initiate master data changes. 
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2. Registration 
You will receive the following e-mail from Daimler Truck Service Cards as an invitation to register in the Service 
Card Portal. The e-mail recipient (e-mail address) is maintained in your account as an administrator and has the 
right to administer your service operation in the Service Card Portal and to create additional users.  

 
Please start the registration process by clicking on the [Registration in the Service Card Portal] button. 

 
 

In the next step, a browser and a window open to complete the registration. 
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Select the desired language by selecting the corresponding country flag in the header navigation at the top right. 

 
 

Please click the [Continue] button. 

 
 

Assign yourself a user name and password and complete your portal registration [Complete registration]. 
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Please do not use e-mail addresses as user names. 

Your password must consist of 8 characters with at least one number, one uppercase letter, one lowercase letter 
and one special character. 

 

 

Your “PROFILE” then opens, where you can edit your user data such as name, telephone number and language. 

Finally, confirm with the [Update] button. 
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You can always change your password in your PROFILE. 
To do so, please click on the [Change password] button. 
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3. Administration 
 

1.1 Account and user management 
In accordance with the General Terms and Conditions for the use of the Service Card Portal, account and user 
administration is the task of the system manager (administrator) of a dealership. They are also the first point of 
contact for all questions from users and receive all information about the Service Card Portal, primarily by e-mail. 

The function is called up in the main menu via the menu item [Administration] - [Company].  

 

An overview of your own dealership is initially shown in the account and user administration. 
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1.2 Manage your own dealership  

To manage your company data, please click  on the [Edit] icon. 

 
Please confirm the change to your company data with [Submit].  
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If necessary, you can change the e-mail address for e-invoicing. All messages you receive in connection with a 
workshop card statement will be sent to this e-mail address. This may include payment reminders and dunning 
notices. 

If you want to change the e-mail address for e-invoicing, please click on this icon .  

 
In the following pop-up window, you can enter the desired new e-mail address for sending the invoice and confirm 
with the [Submit] button. 

 
 

1.3 Manage Users 
To manage new and existing users, click the  [User management] icon.  

 
In the following screen, you can edit new [+ add users] or existing users.  
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Please pay particular attention to the correct spelling of the e-mail address when creating new users, as the new 
user will receive a registration link by e-mail.  

 
 

As soon as the new user has registered via the link and successfully logged in, this will also be shown to you in 
the users administration:  

 

You can revoke portal access by clicking on the icon .   
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4. Manage profile  
You can access your individual user profile via your name in the preheader by clicking on [Profile].  

 
 

In the next step, you can edit your user data such as name, telephone number and preferred language in PROFILE. 
The changes are only accepted bindingly by clicking [Update]. 

 
  



Daimler Truck Service Cards 
GmbH & Co. KG 

Service Card Portal│Registration │Workshop │07-2025  13 

In the left area, you can also use the [Change password] button to change your password.  

 
 

In the following window, you can change your password and confirm it by clicking on the blue button. 

 

 


	1. The Service Card Portal
	2. Registration
	3. Administration
	1.1 Account and user management
	1.2 Manage your own dealership
	1.3 Manage Users

	4. Manage profile

