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Batch Order UDNs with CSV Upload

Step One
From the main desktop, click the Order Products & Services P

Credit Report link. Although we are not m—— [ Rosumentauon
ordering credit reports, the batch Manmsaant Sapats
ordering screen is accessed through Order vicion Regrt
the same area one would use to batch T
order credit reports. P %"f_.m;d“

, Employment/Income/ Recent Bulletins

Step Two

[eroe IR (- ;
o FOREEE Y & Click the Upload Batch Order tab,
—— \ Molemllem] |l 555 found at the top of the order form.
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First Mawme M, Name Last Name Sulfix_ ssm nos @
T =

Residential Address  address fome
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Previous Address (If less than 2 years.)  addes Furms
Tull Adedeess/T imore detall Length

Instructions

Uplosd & oo tecl [.CEV) e containing a betch of coneunens you would like the system to order
together

If the "e does not achere to the defsult format, the wser will be responsibie for mapping the Information In
the file te the spprepriste cedit order fields. The mapping is created throwgh the provider inbeface and can
Do ymved for wbesgued e,

step Th ree True *lig wil b sralyzed for erTors before b baton i cresbec a7 boy BTOrT Wil e cresented

Select the Activate Undisclosed Debt

Notifications radio button, selecta I §
CSV file to use, then click Upload. ey Sy

Product Options
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Batch Ovdes File [.CEV)
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Batch Order UDNs with CSV Upload

Step Four e

Verify the selections on the field e @ [memiem)

mapping screen, then click Next. We it e ST D

will go into more details on this e S
mapping screen in a subsequent e o5 [ g
section. e

st e O vans e O ssn 0

[Cobarramiome %] [Coboriamrame ] [Cebarson ~

Current Residential Addiess
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Batch Order Upload

Batch UDN_3398

USER: DAVID 505 step Five

3 debt il W to be

Sm— M T Verify the order details on the
L [TESTCASE, JAMES - =+*=*0008 133 MAINST__|SanTA ANA| CA [92701] 7/1/2017 | tect@emall.com . .
2 TESTCASE, SARA - *=**» 0005 321 SECONDARY|SANTA ANA] CA_|o2701] 2172017 3 m bOtCh Order Conf|rmqt|on
3 TESTCASE, JIMMY - ®==xx| 0012 34802 RDAD LN |SANTA ANA| CA JO2704( 7/1/2017 test@email com

screen and click Begin to
submit your order.

Step Six

If the order processes successfully, Success!

you W||| rece|ve d Conf|rmat|on ;;JUF batch order was submitted successfully.
. ease allow at least 24 hours for processing.

message on the screen, along with a

notification email.
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How to View Batch Ordered UDN Files
via CSV Upload

= Cradit Verification o

Drdar Credit Report Tetal cos for baran

Qrder Busineds Credit Repar] Maragement Reoprt

Deder Craminal Recoed Raport
After a batch has been ordered, you can D:dar B coon Raport —_—
view the status of all its files. Dedar Liens ang ludgments Reoor ErMstansas &

+ Property Vesification N Dawnl

B Submit Peedback
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Asset Verification Pt Tithe
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Step One S
From the main desktop, click on Find Ordered .. o

Show latest: [0 ]

Ulinclude sub-sccounts’ fles  Refesh

Find Ordered Products

S

File # lndwlmn IL| # |Firsl Name | lman | m i Step TWO
e ~ T o e 4 Click on the Advanced Search link. This will
e e e K e expand the screen with more search options.
[ searen || meset || canca |

Step Three - |'.:-,a'.l-_[ = T

From the Batch Name drop-down, select the
entry that reflects the name of the CSV file

that was uploaded. The system tracks batch
orders by recording the name of the CSV file
that was used, excluding the .csv part.

rrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrr | Batch Na@: Batch UDN_339¢]  x =
Batch UDN_3398

Batch Test Credit94

Batch Test Credits3
Batch Test Credits2

: . Batch Test Credit91
(v acy Statement
Batch Test Credit90
Batch UDN_3397

Batch UDN_3396
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How to View Batch Ordered UDN Files
via CSV Upload

Find Ordured Products

step Four fibe ® | e 8/l 1 SSW ‘ﬂ-l-w . Last Mame | Business Mase
Once you have selected the CSV, click Search. A — ,,.,.L‘,,,, o l
This will bring up all of the UDN orders that e o N g
were generated from the batch. ! o o o U555
rrrrrrrrr @ (o= oo [

The status column will indicate the file’s
monitoring status. To view specific details of
an order, click on its hyperlinked File # value.

Field Mapping Screen
The Input File Field Mapping screen allows the user to specify what column within the CSV correlates to
which data point on the UDN order. Note items with a green (R) next to them are required. All fields
shown here are self-explanatory. If in doubt, please refer to the Column Reference Table section for
more details on each field.

By default, the system will auto-match the CSV column name to its corresponding data point if the
default column name is being used. Otherwise, the selection will be left blank and the user will have to
manually match.

Once mapping is complete, click Next to proceed. If you would like the system to “remember” your
mapping for future use, click the Save button before proceeding.

Inpest File Ficld Mapping

[ Memt || Coresi |[ saee

O der Opticns

sitmrt et O P i s | Crwlil Pk #

e ] [Mathcationgmal | [ CreciiFile -
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Proprietary information. Do not distribute, or use without permission of Birchwood Credit Services.




How to View Batch Ordered UDN Files

via CSV Upload

Column Reference Table

This section will cover the CSV columns utilized in the batch UDN order. They will appear in the order
that the system typically expects them to appear (though there is no requirement) and using the
default header names. Please be sure to read the FAQ section for important notes.

Click here to download a CSV template.

Header Name Required? Description

StartDate Y The recommended monitoring start date.
Recommended formats: MM-DD-CCYY or MM/DD/CCYY or CCYY-MM-DD or CCYY/MM/DD

NotificationEmail N The email to where alert notifications will be sent. Multiple emails can be
indicated, separated by a semicolon. If a default notification email is
configured for your account, it will be combined with any additional ones
present here.

CreditFile N The credit file number associated with this UDN number. If a value is
provided, the system will “link” the UDN order to this credit file.

BorFirstName Y The borrower’s first name.

BorLastName Y The borrower’s last name.

BorSSN Y The borrower’s social security number.

CoBorFirstName N* The co-borrower’s first name. Optional, but required if a co-borrower is
being included.

CoBorLastName N* The co-borrower’s last name. Optional, but required if a co-borrower is
being included.

CoBorSSN N* The co-borrower’s social security number. Optional, but required if a
co-borrower is being included.

StreetAddress Y The borrower’s street address.

City Y The borrower’s city of residence.

State Y The borrower’s state of residence.

ZipCode Y The borrower’s 5-digit zip code of residence.

RefNumber N The loan’s reference number, used for tracking the loan and any files

associated with it. If one is provided, the system will assign it to the order.

Proprietary information. Do not distribute, or use without permission of Birchwood Credit Services.
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Frequently Asked Questions

1. Canlleave the CSV’s start date column empty?

Yes, you can. While a start date column has to be included in the CSV file, its values can be left empty.

If a start date is not provided for a particular order, the system will default it to the day the order is
submitted (i.e. today).

2. What is the point of providing the number for the associated credit file (i.e. CreditFile column)?

There are two purposes:

This will “link” the UDN order to that credit file. That means you can quickly navigate between the two.

This also means you can utilize the supplement ordering feature, found on the credit file, to submit
supplement requests for any item on the UDN order.

The system will set the start date for the UDN order to the date the credit file was ordered. This will
save you from having to populate a specific date for each order. Setting the start date for the UDN to
the same day the credit report was ordered is preferable, since it eliminates any monitoring gaps.

3. What happens if | include a CreditFile number and a StartDate value? Which of the two will the
system use for the start date?

In this scenario, the system will choose the date the credit file was ordered as the start date.

Proprietary information. Do not distribute, or use without permission of Birchwood Credit Services.
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How to Batch Deactivate UDN via
CSV Upload

o sevcs
From the main desktop, click the Order Credit » Credit Verification i

Report link. Although we are not ordering Requests
credit reports, the batch deactivation screen @ |Order Credit Report Total for borrower
is accessed through the same area on would Qrder Business Credit Report Management Reports

use to batch order credit reports. Qrde- Criminal Record Repors
Order Eviction Report

Order Liens and Judgments Report

M
» Property Verification ML!“;’S
Employ““_!_r_“fl_ncome‘! Recent Bulletins
Step Two
ench [TRAN ENTERPRISES IR o Click the Upload Batch Order tab found at the
User [ SELECT — ) \ [¥]©[ Saw | [ Cancel e - . top of the order form.
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Step Three Product Options
H H ™ Orvar Cradie Rapat &
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Proprietary information. Do not distribute, or use without permission of Birchwood Credit Services.




How to Batch Deactivate UDN
via CSV Upload

step Four
Verify the selections on the field mapping (s JLcmel J[ Sew ]
screen, if it appears, then click Next. If you P e
would like the system to “remember” your sl i@
mapping settings, click Save before @  [CreaFie V] [UONOderE V]
proceeding. We will go into more details on Borrower Information
this mapping screen in a subsequent section. First Name O Last Name O ssn 0
|BorFirstName [v] |BorLastName v| [BorssN ™

Co-Borrower Information

First Name © Last Name @ ssn 0
| CoBorFirstNarme [v| [CoBerLastName ~| |CeBorSSN [

:
BatchDeactivateUDN_1000 . . . . . Step ‘Flve
P G o Review the deactivation list and click Begin to
Consomer Rosheant Fie ° submit your request. Note that the File #

column specifically references the UDN file

TESTCASE, JUDY *0004 3065

7
3
5
4

T e e number. If any errors were encountered, they
will be displayed here.

[Begin ][ Cancel |

Step six Success!
If the order processes successfully, you will Your batch order was submitted successfully.
receive a confirmation messageonthe @ Please allow at least 24 hours for processing.

screen, along with a notification email.
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Step One
From the main desktop, click on Find Products
Ordered.

Find Ordered Products

~
File # Ref #/Loan ID_ SSN First Mame _ Last Name [ Bugincss Mame  User
[ ] [ | ] | [-ALLUSERS —[¥] [linclude sub-accounts
Start Date End Date Pproduct Type Status \
EEIEE = N |3 [-an - v [-aLL-- |- . ,,,,,,,,,,,,,,,,,,,,,,,,,,,
[seaer | s
Step Three

From the Batch Name drop-down, select the
entry that reflects the name of the CSV file
that was uploaded. The system tracks batch
orders by recording the name of the CSV file
that was used, excluding the .csv part.

How to View Batch Deactivations

= Crodit Verficetion Documentation
Order Credit Aegort wlﬂmr
Drer Business Credit Report Management Reoprt
Drder Crominal Regord Report
Brder Eviction Report ————
Ceder Undesciosad Dabt Notsfications
-
Drder Lisng and Judgments Regort
» Proparty Yerification i 3 — I
., Employment/ Income f Hecens Rulletos
Asset Verification Dt Tilks
+ Fraud Detection o oy
Show latest: (40 T Include sub-sccounts’ files Rebees
Step Two

Click on the Advanced Search link. This will
expand the screen with more search options.

| Status
__=H|-ALL- " Hide Advanced Seacch
@ Batch Name | v
BatchDeucti\'nteUDN_ldﬂl] A
Batch UDN_3405
Batch UDN_3404
Batch UDN_3403
Batch UDN_3402

Batch UDN_3401
Batch UDN_3400
Batch UDN_3399 W
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How to View Batch Deactivations

Fand Ordared Products
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Step Four - e
Once you have selected the CSV, click Search.
This will bring up all of the UDN orders that

were generated from the batch.

Mt M | Dol %11 ®

[Swt | s ][ aecn |

BatchDasctivatall DN_1000

(St ch Remits

5 recors found
Repert | pige

== b

Field Mapping Screen
The Input File Field Mapping screen allows you to link a CSV column to a data point used in the
deactivation request. The fields that appear on the screen are self-explanatory. However, there is
additional functionality regarding the File # field and the File Type field, which we’ll cover below.

File # The column that contains the number or value linked to the UDN order. This value could be the
actual UDN file number, the UDN's loan reference number, or the file number of the credit report
that is linked to the UDN number.

File Type This drop-down allows you to specify what the value under the File # column references. There

are three options:
o Credit File #: The credit file that is linked to the UDN order.
o Reference #: The loan reference number assigned to the UDN order
© UDN Order #: The UDN file number.

Note: You can only select one of the three. If your CSV contains mixed values, you will need to correct them to make them
consistent or split the CSV into multiple files and submit them separately.

Input File Field Mapping

Next || Cancel || Save

Order Options
File 20O File Type ©
|CreditFile W [L’Jredn File # w

Borrower Information

First Name O Last Mame O ssn O

| BorFirsthame [w] [BorLastName [w| |BorSSN v
Co-Borrower Information

First Mame O Last Mame O ssn 0

|CoBorFirstName [w] |CoBorLastName v] [CoBorSSN v

Proprietary information.
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How to View Batch Deactivations

Column Reference Table
This section will cover the CSV columns used in the batch deactivation submission. The table will use
the default CSV column name and in their default order of appearance.

Click here to download a CSV template.

Header Name Required? Description

CreditFile Y The value that references the UDN order. Although this column’s label
suggests this value would be the UDN's linked credit file number, the UDN
file number or its loan reference number can also be used. Please ensure
only one value type is used. If you have various value types, you will need
to split your CSV file and submit them separately.

BorFirstName Y The borrower’s first name.

BorLastName Y The borrower’s last name.

BorSSN Y The borrower’s social security number.

CoBorFirstName N* The co-borrower’s first name. Optional, but required if a co-borrower is

being included.

CoBorLastName N* The co-borrower’s last name. Optional, but required if a co-borrower is
being included.

CoBorSSN N* The co-borrower’s social security number. Optional, but required if a
co-borrower is being included.

Proprietary information. Do not distribute, or use without permission of Birchwood Credit Services.
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Frequently Asked Questions

1. The field mapping screen will not appear for me. | just get taken directly to the confirmation screen
with the list of files that will be deactivated. How can | get it to appear?

Under certain scenarios, this screen will be bypassed and the user is instead taken directly to the
deactivation confirmation screen. Should this happen on your account and you wish to force the
system to display the field mapping screen, you can do one of the following:

o Add a blank column to the CSV and assign it a random name (avoid using special characters).
The system will detect this extra column and bring you to the mapping screen.

o Change a column name in your CSV file to one that isn't the system default. By not using a
default header name, the system will not be able to auto-match the data points to their columns
and will take you to the mapping screen, allowing you to manually map the column.

2. When | attempt to submit a batch, | get taken directly to the confirmation screen and see a list of
“Missing File Number” error messages. What am | doing wrong?

Batch Order Upload

Batch UDN Deactivation Template
USER: DAVID 0%

0 debt manitoring consumers to be deactivated,

TESTCASE, LISA - *=*™" 0001

TESTCASE, JMANICE - *****0022
TESTCASE. JUDY - *==*= 004
TESTCASE, TINA - *=**= 0008
TESTCASE, THOMAS - ==**= 0007

c\cacol

o |wlm]—

The File Type mapping is likely defaulting to the wrong value. To address this, you will need to adjust

your CSV file to force the mapping screen to appear, where you can adjust the value to the correct
one.

3. If linclude only the borrower’s information in the CSV, but the UDN file contains both borrower and
co-borrower, will both borrowers be deactivated?

No, in such a case, only the borrower would be processed. If both borrowers on a joint UDN order are to
be deactivated, both borrowers must appear in the CSV.

4. Is it possible to deactivate just the co-borrower on a joint UDN file?

Yes, simply place the co-borrower’s information under the various columns used to hold the borrower
information and only the co-borrower will be processed.

Proprietary information. Do not distribute, or use without permission of Birchwood Credit Services.
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