
How to Merge Two Individual Files
Together

H O W - T O  G U I D E



Step One: Access the individual credit report of the consumer that will be the 
PRIMARY borrower.
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Step Two: Under Add-On Products, 
select Merge with another file.
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This option is only accessible to Administrator user accounts
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Step Three: Select the User the merged file will belong to.

Step Four: Enter in the file number for the 
consumer that will be the Co-Borrower and 
select Create Merged File.

Step Five: Confirm you have the correct 
consumers and in the correct Borrower/Co 
Borrower placement, and then select Merge 
Files.
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Step Six: This is your new Merged (Joint 
file) number, select Open file to view.

Note: The system will NOT allow files over 30 days apart to be merged together. You 
will receive this error message.
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