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This guide provides instructions on how to send Credit Inquiry requests through the Confirmation platform.

Add a New Client

o From the dashboard, click Add New Client . il

= Add New Client

= Add Client Accounts
= Request Client Authorization
= Reassign Client

= Recall Confirmation

=+ Manage Out-of-Network Responders

Enter the required information, indicated |IREINIP—, close
by ared asterisk.

a. Company or Client Name* - the legal e OrC|ientlrUatmn
Company or Client Name * WebSite

entity/registered company name
b. Signer Information - must match the
financial institution's information on

Authorized Signer Information o

Signer Job Title Signer Email Re-Type Signer Email
file for the client \ I |
c. Signer Phone - For the Phone field, i - i i y, | e : QHE“ = |
use 555-555-5555. You do not have m— ,
to have the borrower’s real phone \ | | | EngisEngisny vl
num ber Address 2 Mobile Country Code
\ | [~ Select a Mobile Country Cade — ~ |
located inside the United States Mobile Phone
City * State " Zip Code * ‘
*Please ensure you enter the full legal entity or \ i v |
registered company name.
* Denotes required field Privacy Statement

9 Click save. @@
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Add Accounts

o Click add under Accounts (Step 2).

o Select Credit Inquiry.

e Search for the desired financial
institution; click to select.

e Read Responder Instructions, if any,
and take note of the Accepted
Formes.

e Complete the required fields for the
Credit Inquiry Form.

NOTE: Some financial institutions may
require the Tax ID.
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Add New Account for John Cash close

1 Choose Type Select the type of confirmation you would like to create:

Credit Inquiry
Choose this to request a bank reference, typically used to inform a commercial credit
decision.

Mortgage QC Reverification
‘Choose this to request a reverification, typically used as part of a mortgage post-closing

quality control audit

Search

Add New Account for Steel City Works close

Search and select a Financial responder:

1 Select Responder

Search

oot \

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

i Capital Bank & Trust
~ 1400 2nd Ave. South,

Neshville, TN 37203

United States

FDIC: 1234

Accepted Forms:

Please provide the client's account details for a credit reference. We will Credit Inquiry
provide account balances with RMA guideline figures. Credit Inquiry - Expedited

Add New Account for Steel City Works close

1 Select Responder  Add Account

4 Financial Responder: Form *
~ Capital Bank & Trust Credit Inquiry
1400 2nd Ave. South,
Nashville, TN 37203
United States
FDIC: 1234

2 Add Account

Authorized Signers + (select up to 4) [add new |
[# smin, John -

Tax 1D

Currency =
| united States of America, Dolars - USD

Reason for Request »
| Estaslish new credit in the amount of

Amount *
E

b Account Number * State

e | =dd account |




Requesting Client Authorization

Click request under Client
Authorization (Step 3).

9 Select the correct authorized
signer(s) and click browse/upload to
upload the signer's authorization
document OR click request to send
an email to the signer to obtain his/
her electronic signature.

If you click request, your client will receive an

email from Confirmation requesting his/her
authorization for the financial institution to
disclose information through the
Confirmation platform.

Your client must follow the link in the email to

digitally sign the authorization. The process
takes less than 30 seconds to complete.

Initiating Confirmations

Once you have received the client
authorization, click the initiate
confirmations button under Initiate
(Step 4).

ONFIRMATION

Part of Thomson Reuters

JB CLIENT AUTHORIZATION  STEP(3)

Received (0)
[ no acfive client authorizations ]

Pending (0)
[ no pending client authorizations |

Client Authorization close

Clients are disabled if the signer:
- Does not have accounts assigned for that client.
- Already has an active client autherization for that client.

[# Smith, Tim ( info@annadavisdesigns.com } ~
[#] Last Chance Automative
Midnight Communications

Authorization Options

Option 1° browse/upload
Upload signer's authorization document

Option 2: request
Send email to signer ta request authorization

s ) 63

@ONFIRMATION

Client Authorization

select signature Type®

Sign _ Upload _Type " Help Vido

Client Company Requestor
MRJ Holdings

Client Contact

™ INITIATE

ritiate corfirmati



meagan.jenkins
Stamp


e Select/deselect the accounts/ Initiate Confirmations for: Training, LLC

forms to Confirm_ Choose As of Date and filter criteria then select search
As of Date * Field Name Search Criteria
[09022018 | | Responder 7| | | E=E] 1 resuts found
¥ Respondera Type Account 1D Name Form Signers Additions
9 Enter additional questions in the ¥ @i Capital Bank & Trust Credit Request 01072019 - Credit Inquiry Cash, Max [add] o
General Questions for all 2

Responders field, if needed.

@ Click next. )

Customer Number

‘General Q i for all R s i }e

* Denotes requirad fizld 4 In-Network

[coce oo 4

6 View the B|II|ng Summary and Billing Summary for Training, LLC (for As of Date-09/02/2019)
enter payment information; P
CIiCk initiate. Responders a Type Quantity Price Per Amount
i Capital Bank & Trust Asset Verification 1 §15.00 USD $15.00 USD -

Cost varies by financial institution.

$15 and up.
For more information on billing options, - ' e
Sales Tax/VAT 30.00USD
please contact Customer Support. Totl ; 415,00 USD
Billing Information [ edit | delete ]
Credit Card Last 4 Expiation Date Billing Address Security Code
) Jr— 4 In-Network

Downloading Completed Confirmations

o When the financial institution { DOWNLOAD
completes the confirmation,
you will receive an email

notification.

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

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