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This guide provides instructions on how to add clients, add accounts, request authorization
and send confirmations through the Confirmation platform.

Add a New Client

o From the dashboard, click Add New Client. # auick LiNks

Enter the required information,
indicated by a red asterisk.

a. Company Name - the legal entity
or registered company name of
your client

b. Signer Information - must match
the financial institution's
information on file for the client

c. Signer Email - must be the email
of the authorized signer.
Authorization cannot be
delegated to another party.

d. Send Registration to Client -
provides limited access to the
client to grant authorization and
review account information if
requested.

o Click save.
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= Add New Client

= Add Client Accounts

= Request Client Authorization
= Reassign Client

= Recall Confirmation

=+ Manage Out-of-Network Responders

Step 1: Add a Client Profile

Company Information

Company Name * WebSite

close

Authorized Signer Information

Signer Job Title *

Signer Email * Re-Type Signer Email *

First Name * Last Name * Phone * Ext. Fax
I | | | |
Address 1™ Language
| | | English(English) v |
Address 2 Mobile Country Code
| | | -- Select a Mobile Country Code -- v |
Mobille Phone

|##| located inside the United States

City * State " Zip Code "

I 1l |

* Denotes required field

Client Signer Options

|#*|  Send registration to client

Clients can enler account information, issue a Client
Authorization proactvely, and check the status of their
requesis.Clients cannot view completed confirmations.

(] Multi Factor Client Authorization

This additional security offering requires the client
signer to authonticate with an SMS message during the
signing process

Privacy Statement




B AccounTs

Add Accounts

W Financal

# Accounts Receivable
# Accounts Payable
M Employee Benefits
T Legal

Select the type of confirmation you would like to create:

o Click add under Accounts (Step 2).

allolelle|e

Select the type of confirmation you
would like to send. For bank
confirmations, select Financial.

Financial
Choose this for bank confirmations or similar. Examples include Asset confirmations, liability
confirmations, and other instruments held by financial institutions

Choose this for Accounts Receivable confirmations

:‘ Accounts Receivable

r&i Accounts Payable
=®!  Cnoose mis for Accounts Payable confirmations.

Employee Benefits
Choose tnis for Employee Benefits confirmations. Examples include 401K, 403b, ESOP,
Health and other benefit types.

4 Legal
@@ Cioose this for Legal confirmaticns

lAdd New Account for MRJ Holdings clos:

Enter the responder information 1 choose Type
in the Search field. Click to select. soren

st
7 resuits found

Search and select a Financial responder:

[ corch l locd vl import

2 Select Responder L‘

Responder State/Province Country
W 1stBank of Money ™ United States =
lAdd New Account for MRJ Holdings clos:

Read Responder Instructions, if any,
and take note of the Accepted
Forms. Click next.

1 Choose Type Search and select a Financial responder:

Search

o =\

17 results found

2 Select Responder
Review the selected responder details below and select next to continue:

4 1stBank of Money
123 Financial Way, Suite 300
Nashville TN 37027
United States
FDIC: 8749512354

Accepted Forms:
This is where responder instructions for the auditor can be shown. Asset -
Debt

Accounting

Alternative Investment

&U - Asset (Deposit)

AU - Liabilty (Loan)

AU - Other Liabilities to the Bank

AU - Securities on Liabilities

AU - Self Managed Super Fund

(Simple)

AU - Signalories .

Example Asset Form

o Select the confirmation form type

from the Form dropdown' @ Financial Responder: Form *
Capital Bank & Trust Asset v \
1400 2nd Ave South,
. P . . Nashville, TN 37203
An individual form confirms the details of a United States
. FDIC: 1234
single account.
Common individual forms include: Authorized Signers  (select up o 4) Lac new ]
[ Cash, Max -
] Jenkins, Meagan
e Asset Escrow Account =
e Debt Line of Credit Taxio
(I 1
e BondlIssue Money Market
. Account ID = [ batch import
« Contingent Fund I
Liability HUD Mortgage Account Name
e Derivatives Securities
rsl:t‘:;c;t;tes of America, Dollars - USD v
Balance
§
Interest
Account Description
Additional requests for this A as separale
|| Signateries
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Requesting Client Authorization

Click request under Client JB CLIENT AUTHORIZATION
Authorization (Step 3). '

Received (0)
[ ne aclive cliznt authorizations |

Pending (0)
[ ne pending client authorizations ]

Client Authorization Request close

o Select the correct authorized
signer(s) and click request to send
an email to the Signer to obtain his/ A request can be sent for the cument client. or, for any clisnt
her eleCtroniC Signature inwhich a signer has accounts assigned.

Clients are disabled if the signer:

- Does not have accounts assigned for that client.

- Already has an active client authorization for that client.
|#| Select All Signers/Clients

|#| Jenkins, Meagan -
(training@confimationservice.com)
JRR Corporation

|#| MEJ Holdings

Your client will receive an email from qo NFIRMATION  ‘ommoees .

Confirmation requesting his/her Customer Supori@eorfmaton.com
authorization for the financial institution to
disclose information through the
Confirmation platform.

Client Authorization

onfirmation.com’s User
d requestors to process

Select Signature Type*

Sign _ Upload  Type W Help Vidso

Your client must follow the link in the email
to digitally sign the authorization. The
signature may be captured using a mouse
or, if on a touch screen device, using a

finger or stylus. The process takes less than =
30 seconds to complete, and the signature
is valid for 180 days. You will receive an

Client Contact Client Company

email notifying you that authorization has Wercah MR Hodngs
been received.

* Denotes required fisld

Initiating Confirmations

P CLIENT AUTHORIZATION

o Once you have received the client Received (1)
authorization, click the initiate Smin, Sam 100 ays remaning
confirmations button under Initiate pending (0 .
(S ) [ no pending client authorizations |
tep 4).
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e Select your balance sheet date/
year-end date from the As of Date
dropdown.

You can future date your confirmations up to

90 days in advance. Confirmation will hold
them in a queue until the date indicated.

to confirm.

You can add questions for each individual

responder by clicking the add link next to the

responder.

Click next.

If you have any paper confirmations, you will

be asked to select a print option.

Review billing summary and enter
payment information, if necessary.

For more information on billing options,
please contact Customer Support.

o Click initiate.

Select/deselect the accounts/forms

Initiate Confirmations for: MRJ Holdings

Choose As of Date and filter criteria then select search
As of Date =

Initiate Confirmations for: MRJ Holdings

Choose As of Date and filter criteria then select search

As of Date * Field Name Responder Type Search Criteria
1273112018 ‘ S | Responder v ‘ | — Responder Type -- ¥ | ‘ ‘ 4 results found
[J Respondera Type Account ID Name Form Signers Additions
[#] i 1istBank of Money Financial MRJ123 - Asset (2) Signers [add] &
[# . 2nd Quality Bank Financial TEST123 - Agsel Jenkins, Meagan [add]
¥ JPMC Financial 1234567988 - Assel Gash, Max [add]
[} Law Firm of Nashville Legal legal Legal Representa.. Jenkins, Meagan [ add]
General Questions for all (optional)

= Denotes required figld

4 In-Network ki Out-Of.Network __ Paper

1 accounts selected

Responders a Type Quantity  Price Per Amount
4 1st Bank of Money Financial 1 523.00USD 523.00 USD
Subtotal 1 523.00 USD
Sales Tax/VAT 50.00USD

Total 1 523.00 USD

[Your FimuOfice has a defaull payment option on file |

Billing Summary for MRJ Holdings (for As of Date:12/31/2018) close

B4 In-Network ki Out-OfNetwork __ Paper

Downloading Completed Confirmations

o When the financial institution
completes the confirmation, you
will receive an email notification.

Log in, navigate to your client and
click completed confirmations
under Download (Step 5).

DOWNLOAD

Need help? Contact our customer support team:
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1-866-325-7201
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