
UBB Trade Club: Step-by-step Manual for 

creating a Profile and Business Card



Creating a Profile and Business Card: Step 1

Tap or click the link to open the homepage of UBB Trade Club. Go to ‘Access’.

Request your activation code at tradeclub@ubb.bg. 

We'll e-mail you a link and an activation code once you pass the screening.

mailto:tradeclub@ubb.bg


Creating a Profile and Business Card: Step 2

Type in or (preferably) copy your personal activation code and select ‘Activate now’.



Creating a Profile and Business Card: Step 3

Complete your personal details and choose a password. 

Confirm that you agree with the Terms of Use.



Creating a Profile and Business Card: Step 4

After successful completion of Step 3 it will appear the screen bellow, which informs you  

that your profile has been created and that you will receive a confirmation e-mail with 

link for registration’s ending.



Creating a Profile and Business Card: Step 5 

After a few minutes you will receive an e-mail containing a link.

(If you fail to get it, make sure to check your spam folder)

Tap or click this link to continue with the registration of your Business Card.



Creating a Profile and Business Card: Step 6  

Your Business card is very important. It comprises 2 parts. 

The first part is where you fill in a number of general company details such as your website, your logo, 

promotional material and other information.

The second part is where you fill in more specific information such as your business activities, your 

products and services, the countries you want to do business with, and other details.

More information in this regard is provided in the following slides.



Creating a Profile and Business Card: Step 6 (1/2)

Part 1: General Details

Only the fields marked with a (*) must be completed. The more details you provide, 

however, the more accurate the matches will be.



Creating a Profile and Business Card: Step 6 (2/2)  

Part 2: Activity and Products

Select your business activity from the possibilities given above (min. 1 and max. 3)



Creating a Profile and Business Card: Step 6(2/2) 

Tap or click „Choose Products” and open the menu for selecting of the product



Creating a Profile and Business Card: Step 6 (2/2)  

Hit the white bar. 

Select the sector in which you operate. In this example, it is ‘Fats and oils’. 



Creating a Profile and Business Card: Step 6 (2/2) 

The list of products is based on HS codes = commodity codes. If you know the HS code, make sure

to have it close at hand.

For instance, the 'Fats and oils' product category corresponds with HS code 'HS15'. When you tap or

click it, you will see the full list of codes for that specific category. You can now indicate the

specific category in which you buy and/or sell.

It is very important to mark at least 1 merchandise you sell, in order your company to be "visible" 

to other club members and to be offered as a partner. 



Creating a Profile and Business Card: Step 6 (2/2)  

Tap or click ‘Update Business Card’.

If you need, you can always make changes to your Business Card later on.



Creating a Profile and Business Card: Step 6 (2/2)  

Interests

Key countries/Doing business with: Now indicate the countries you do business with or want to 

do business with.

You can do that quickly by typing in the first letter of a country.



Creating a Profile and Business Card: Step 6 (2/2)  

Business Objectives:

Here you can indicate potential parties you might want to get in contact with.

Tap or click ‘Save’.



Creating a Profile and Business Card: Step 6 (2/2)

Now you have filled in everything.

To validate your Business Card, tap or click the ‘Join’ button at the top of the page. 



Creating a Profile and Business Card: Step 7  

Your Business Card will be screened by the relevant community manager to keep illegal

practices, offensive language or shocking images off the platform.



Creating a Profile and Business Card: Step 7  

After your Business Card is approved (maximum two working days), you will receive a

confirmation e-mail and you can start using UBB Trade Club.

NB. The platform can work with multiple users for a separate company, but Business card always

remains one. It is most convenient the Business card to be created by the first registered user but it

can be created (added or changed) by someone of the next users. With an already approved

Business card, new users from the same company are committed to create only own account and own

password



Creating a Profile and Business Card: Step: Questions?

If you have any other questions, please contact us through the Contact form. Simply tap 

or click the ‘Contact us’ button. 

Your questions will be dealt with promptly. 


