HOW-TO GUIDE

How to Pull a Refresh Report
from Encompass

v Birchwood

CREDIT SERVICES, INC.



Ordering an Initial Refresh Report from Encompass

Step One: Change Report Type to Refresh and Order Method to Default Report.

Birchwood Credit Services, Inc.

s b1 . | Order new refresh
Usemams: .‘IU Report Type: | Refresh repart, uriess
Pasaward: sessmssnnes Order Method: | Default Report w | exiging report is 30

L ] days old or less.
Branch 10 Fieport On Bormower

A Save Passweed

Options Cred Bureaus

Fe Number: | 5100821 []FICO Soors [+] Expedan
Requested By: |courer [ Fraud Search Equiax
Loan Nurmber: | 1901EMO00002 [l Geat Fannie Mas Reference 1D Trans Union

Last Name First Name Mi 1L 555 DOB
LI Tedicase | Marisol L[ | [o00-00-0001 | [05271580 |
CoBomower: | | . |

Street Address Cay St Jp
Curert Addr: | 220 Locust Ave [Calomba [PH 00600
Prev Addr: | |

Enter Access Codes

Pleass Enter the Credit card Infomation below
Aceaurt Name Billing Address [Billing Ciy:

Biling State:  Biling Zpeade

Accourt Number Expiration (MM

e o

Back

| | |
Secondary Accourt
Number:

[Eoh ] | conce

Step Two: Confirm your hard pull
credit report number is listed in
the File Number field. Hit Finish.

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




Ordering an Initial Refresh Report from Encompass

Your refresh report will appear on the screen. If there was a refresh file ordered
previously , it will return that file. You can confirm this by verifying the Date Ordered
on the top of the file. In this example the file was pulled on 3/17/2023.
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RECENTACTIVITY REPORT

FLE# 5078635 FIMA # NJA-REFRESH RPT DATE COMPLETED 31712023 RQD'BY. CECE FOR TESTING
SENDTO BCStest DATE ORDERED 31712023

CUST. # 999BCSTEST SUB 1 REPOSITORIES xP PRPD'BY

2617 WHITE MOUNTAIN HWY 2ND FL PRICE $10.00 LoanTYpE

NORTH CONWAY, NH 03860 REF.# cLBTEST
PROPERTY ADDRESS

APPLICANT CO-APPLICANT

APPLICANT TESTCASE, MARISOL L CO-APPLICANT
soc sEC# 000-00-0001 oos 0512711980 soc sec# Dos
MARITAL STATUS DEPENDENTS.
‘CURRENT ADDRESS. 220 LOCUST AVE, ANTHILL, O 65488 LENGTH
PREVIOUS ADDRESS LENGTH

NEW TRADELINES (LAST 120 DAYS)

£ e - B | = || =
2|t T ecrme \ e | sounce
NEW PUBLIC RECORD'S (LAST 120 DAYS)
NEW INQUIRIES (LAST 120 DAYS)
ECOA KEY: C=Ct¢ J=JOINT; ; USER; P=PARTICIPANT; S=CO-SIGNER; M=MAKER; X=DECEA SED; I=INDIVIDUAL; T=TERMINATED

BIRCHWOOD CREDIT SERVICES, IC.: PO BOX 7403, FORT LAUDERDALE, FL 33338 (P) 500-910-0015 (F) 800-785-0017

2y

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




——== Ordering a Second Refresh Report from Encompass

Return to the Credit Report Request screen. You will see that the file number that is
populated is now the refresh report number.

You must update Report Type to Refresh and Order Method to New Report. This will
make the File Number field editable. Please enter in the original hard pull file number

and hit Finish.

Credit Report Request X
Birchwood Credit Services, Inc.
report.
Branch 1D: Report On: Bomower
Save Password
Options Credit Bureaus
File Number: 5043731 CJFICO Score Experian
Get Fannie Mae Reference 1D Trans Union
Loan Number: | 1901EM000002 a M
Last Name First Name M n 558 DOB
Bomower. |Testcase |[marsal L] |[oo0-00-0001 | [05/27/1580 |
Coperoer | | I 1l | |
Street Address City S Zip
Cument Adgr: |20 Locust Ave | colombe |[PR |[oen0 |
Providd: | | L]l |
Enter Access Codes
Please Enter the Credit card Information below:
Account Mame Billing Address Billing City: Biling State:  Biling Zipcode:
Account Number: Expiration (MM/YY): Seco;j;bryer)\.ccoum
< Back Cancel

Note: If your last refresh report was pulled within the last 30 days, you will need to
call Birchwood PRIOR to hitting finish so the system will allow another pull within

that time frame.

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




- QOrdering a Second Refresh Report from Encompass

Your new refresh report will appear on the screen. You can see that it is a new pull by
verifying the Date Ordered field has updated.
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RECENTACTIVITY REPORT

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




