
How to Order a Refresh Report 
from Birchwood

H O W - T O  G U I D E



Step One: From the main screen, enter in your Original HARD pull Credit report # in 
the File # box and hit go.

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

2

Step Two: Select Order Refresh Report.

Ordering an Initial Refresh Report 

Step Three: Click Ok.
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Step Four: Select the bureaus you want and click Order.

Step Five: Click Ok.
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Step Six: The refresh report will then open on the screen.



If a second refresh is needed, return to the original hard pull credit report and repeat 
steps 1-4.
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Step Five: The following warning will appear with any existing files in the system with 
the same SSN. You can choose to use one of the existing files, or if you would like to 
move forward with ordering a new report, you must select New Report.

Step Six: Click Ok.

Step Seven: Your new refresh report will open on the screen.


