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Step 1: Adding a new client

Once you've logged in, select ‘Add New
Client’ from the Quick Links section.

£ QUICK LINKS

=+ Add New Client

Add Client Accounts

Company Name — This is the legal entity / registered company
name of your client.

Signer Information — This signer information must match the
financial institution’s information on file of your client.

Signer Email — This must be the email of the authorized
signer. Authorization cannot be delegated to another party.

Client Registration — We suggest that you only provide
access to the client if it's requested.

o Confirmation.com

Step 1: Add a Client Profile

Company Information

Company Name * WebSite

close

Authorized Signer Information

Signer Job Title *

Signer Email * Re-Type Signer Email *

First Name * Last Name * Phone * Ext. Fax

| | || Ll |

Address 1™ Language

| | | English(English) v

Address 2 Mobile Country Code

| | | -- Select a Mobile Country Code -- ¥ |
Mobile Phone

|+ located inside the United States

City * State ™

Zip Code * |

| | |

| Client Signer Options

|« Send registration to client

Clieniz can enter account information, issue a Client
Authorization proactively, and check the status of their
requests Clients cannot view completed confirmations.

| | Multi Factor Client Authorization

This additional security offering requires the client
signer to authenticate with an SMS message during the
signing process.

* Denotes required field Privacy Staternent
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Step 2: Add accounts — choosing the request type

Once you've created your client’s profile, select ‘add’ from the ‘Accounts’ section.

, CLIENT PROFILE - ACCOUNTS

EP (@) I M CLIENT AUTHORIZATION

Company Name [modify]
Med Health Advance

Lead Auditor [modify/share]
Bartlett, Amber

Authorized Signers (1) [ show all]

Rogers, Chuck

Wi Financial
* Accounts Recevable
# Apcounts Payabie

W Employee Benefits

F Lega

Olo ol -

Received (0)
[ no active client authorizations |

Pending (0)
[ no pending client authorizations |

(M INITIATE .l-.l CONFIRMATION STATUSES DOWNLOAD
D Pending | 0
@ Compieted | 0
. L © Need More Info | 0 .
Reguest a client authorization Once completed, confirmations
to initiate confirmations. © Denied | 0 can be downloaded
% Future Dated | 0
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Step 2: Add accounts — choosing the request type

. . Choose Type
To send bank confirmations, select 1 TP

the ‘Financial’ confirmation type.

Select the type of confirmation you would like to create:

Financial

Choose this for bank confirmations or similar. Examples include Asset confirmations, liability
confirmations, and other instruments held by financial institutions.

Accounts Receivable
Choose this for Accounts Receivable confirmations.

Accounts Payable
Choose this for Accounts Payable confirmations.

Employee Benefits

Choose this for Employee Benefits confirmations. Examples include 401k, 403b, ESOF,
Health and other benefit types.

Legal
Choose this for Legal confirmations.

o Confirmation.com
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Step 2: Add accounts — choosing the request type

Then, search for your reSponding 1 choose Type Search and select a Financial responder:
financial institution. Once found, |
Select Responder
select the name. g
B4 In-Network b Dut-OF-Network _ Paper
back|
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Step 2: Add accounts — choosing the request type

Once you've selected a financial 1 Choose Type Search and select a Financial responder.
responder, make sure you read
P y [capital |

2 Select Responder

27 results found.

the ‘Responder Instructions’
Issued by the financial institution

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

i Capital Bank & Trust

and take note of the ‘Accepted Nashul T 37203
Forms.’ Responders accept e
different form types. by

Client Consolidated

ThIS IS Where the bank Derivative
can insert special
instructions.

B4 In-Metwork b Out-Of-Network | Paper

a
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Step 2: Add accounts — choosing the request type

Individual forms
 An individual form confirms the details of a single account.

« Common individual forms include;

Asset Escrow Account
Liability Line of Credit

Bond Issue Money Market Fund
Contingent Liability HUD Mortgage
Derivatives Securities
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Example Asset Form

Authorized Signers = (select up to 4) [ 2dd new ]

Doe, Frank

Doe, Franklin
Tax ID
:Accuunt ID > [ batch import '__:
Account Name
Currency =

| United States of America, Dollars - USD

Balance
g

Interest

Account Description
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Step 3: Requesting client authorization

P AccounTs

M CLIENT AUTHORIZATION  STEP(3)

Once you've added all your 2 CLENT PROFILE
accounts, you must request client e  Francil

® Accounts Receivable

authorization from your client. Do b o odsner # pooours Payate
W Employee Benefits

this by clicking the ‘request’ button.  Autorized Signers (1) tsnown: I

Received (0)
[ mo active client authorizations ]

Pending (0)
[ no pending client authorizations ]

oo S O -

Rogers, Chuck

oeD

DOWNLOAD

M INITIATE STEP () .H CONFIRMATION STATUSES

D Pending
& Completed

Request a client authorization
to initiate confirmations.

Once completed, confirmations
can be downloaded

@ Denied

% Future Dated

Qo ol alle

|
|
© Need More Info |
|
|
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Step 3: Requesting client authorization

Your client will receive an email from Client Authorization
for the ﬁnanCiaI inStitution to disclose receive confirmations -'.’:r:wl.-,gr the Confirmation.com service
information through Confirmation.com. s'f“""”

Your client will select the ‘sign authorization’
button to digitally sign the authorization.

The process takes less than 30 seconds to G{’\U/C@ i%@%fﬂ)
| cancal

complete.
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Step 4: Initiating your confirmations

Once you’ve recelved your Cllent ® CLIENT PROFILE ster(1) | ) ACCOUNTS STEP (@) .ﬁ CLIENT AUTHORIZATION

. . LY. Company Name [modify] il Financial 1 Received (1)
authorlzatlon, yOU Can Inltlate your Med Health Advance | Rogers, Chuck: 120 days remaining
® Acoounts Receivable | 0
H H Lead Auditor [modify/share] - i Pending (0)
CO nfl rm atl O nS " Bartlett, Amber - Acoounts F'a}-at-e | 0 [ no pending client authorizations |
Authorized Signers (1) [ show all] * Employee Benefs | o
Rogers, Chuck F Lega | o
(add | view il
INITIATE STEP (@) .I..I CONFIRMATION STATUSES DOWNLOAD
D Pending | 0
@ Completed | 0
initiate confimations @ Need More Info | 0 i
Once completed, confirmations
€ Denied | 0 [ can be downloaded }
% Future Dated | 0
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Step 4: Initiating your confirmations

SeIeCt your ‘AS Of Date’ — thls ;;J::;:::;}me and filter criteria then select search
IS the balance sheet date of [ 18
your aUdlt [ ] Responders Type Account 1D Name Form Signers Additions

You can also future date your

Choose an As of Date to display available accounts.

confirmations up to 90 days [Nut&:Accounts previously initiated for the selected As of Date may not appear. ]
out. Confirmation.com will

hold them in a queue until the

date indicated.

General Questions for all Responders {optional)

-
-

* Denotes required field B4 In-Metwork & Out-Of-Metwork | Paper

(co=c B

o Conﬁrmation.com Copyright, Confirmation.com 2017 e




Auditor User Guide

Step 4: Initiating your confirmations

Select which accounts/forms
you wish to confirm.

o Confirmation.com

#*| Respondera Type Account ID Name Form Signers Additions
|#| W& Capital Bank & Trust Financial 05-03124 Azset Bartlett, Amber [add] -
-
General Questions for all Responders (optional)
F
-
* Denotes required figld B4 In-MNetwork &l Ouf-Of-Metwork || Paper
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Step 4: Initiating your confirmations

Once you're ready to send your confirmations, your total fee is calculated. You will be asked to
pay at this point via credit card (unless your office has a central credit card on account).

For more information on billing options, please contact Customer Support.

1 accounts selected.
Respondersa Type Quantity Price Per Amount
it Capital Bank & Trust Financial 1 323.00 USD 323.00 USD -
-
Subtotal 1 $23.00 USD
Sales Tax VAT $0.00 USD
Total 1 $23.00 USD
[our Firm/Cffice has a default payment option on file.]
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Step 5: Download your confirmations

When the f|nanC|al InStItutlon ® CLIENT PROFILE sTer(1) i ] ACCOUNTS STEP (@) ',.ﬁ CLIENT AUTHORIZATION
. . Company Name [modify] il Financial | 1 Received (1)
completes your confirmations Meg el Advance
2 Accounts Receivable | 0
y . o . . Lead Auditor [modify/share] , - Pending (0)
yOU ” rece|Ve a n0t|f|Cat|0n Vla Bartlelt, Amber & Accounis Payable I 3 [ no pending client authorizations |
. . ' Employes Benefits 0
. Authorized Signers (1) [ show all ] :
emall' Rogers, Chuck T Lega | 0

Log in, navigate to your client and R vl
click ‘download confirmations’ to Cx nmiaTe s7ee @ JI ¥ conFirmaTION sTATUSES

download completed confirmations o I :

for your work papers. @ Needlore o | o
Q Denied | 0
8 Future Dated | 0
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Need more information?

Recalling confirmations

Did you make a mistake? If you sent
confirmations to financial institutions with
an error, you can ‘recall’ them provided the
financial institutions have not started work

on their response.

o Confirmation.com

Re-confirmations

Was the response not what you were expecting,
or missing information? You can send a re-
confirmation to the financial institution with a
message attached explaining what information is
incorrect or missing. The financial institution will
prioritize responding to re-confirmations.
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https://youtu.be/Rfmr81tioDc
https://youtu.be/Fx76gYkfG6A

Auditor User Guide
Need help?

Contact Our Customer Support Team

https://www.contact.confirmation.com/support

+1 866-325-7201 (North America)

+1 615-844-6222 (Global)
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Thank you for using
Confirmation.com
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