Confirmation.com Quick Reference Guide

o Confirmation.com

Step 1: Add Accounts

Selecting the responder: Enter the name of the responding entity to which the confirmation is intended.

Choose account type: Choose which account type

you would like to add to Confirmation.com.

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, ESOP, Health
and other benefit types

Legal
Choose this for Legal confirmations.
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1 Choose Type Search and select a Financial responder:

| Partner Bank

|

2 Select Responder

Enter contact information: For confirmations
intended for a recipient that is not yet registered
with Confirmation.com, basic contact information
such as a physical address and/or email address
is required.

0 results found. Responder not found? Add new responder or import responders (paper only)

-

New Responder close

Responder Name *

search again
Responder Type * Responder Contact Name * -
Legal ‘ |
Financial . ) N
nancia Responder Email Confirm Email
Company(AR/AR) ‘ ]
Delivery Method * .
anguage
@ Electronic @ Paper
| Englishqus_engisn) v
Attention
Address 1 *
Address 2

@ located inside the United States

City * State * Zip Code *
\ I I |

Phone Ext. Fax

\ Il | .

* Denotes required field

e

www.confirmation.com



Confirmation.com Quick Reference Guide o Confirmation.com

Step 2: Upload

Multiple responders may also be added by selecting “Manage Out-of-Network Responders” in the main dashboard, selecting the “import”
button, selecting the type of responders, and uploading the Excel file containing the address information of the responding entities.

Filter [Select a field name from below and then enter your search criteria)

Field Name Search Criteria
= Add New Client [Responder +| | | 88 resuis found Upload Responders
Please select the fype of responders you will be importing. The import feature can only process one Responder Type per file.
g R dera
= Add Client Accounts [ Responder e
L 1st Capital Bank Financial -
= Request Client Authorization FES LI ey (R o
[ Agere Systems Company (AR/AP) Financial
g - Choose this for bank confirmations or similar. Examples include Asset confirmations, liability
= RE&SSIQH Client Agere Systems Company (ARJAP) confirmations, and other instruments held by financial institutions
) Alied Communications Company (AR/AP)
)

=3 R [J Alied Communications

Company (AR/AP

5 (8

American National Bank Financial Company
= Manage Out-of-Network Responders O astdig Company (AR/AP) Choose this for Accounts Receivable and Accounts Payable confirmations.
> ) Atlantic Capital Bank Financial
BAC Florida Bank Financial
Bank of America Corp. Company (AR/AR)

Bank of Evergreen Financial @
1 Rank of Halie Sinancial
addnnw impcrt «<|<|PAGE[ 1 |OF 2 >|>> &50perpage v
| Oe S e sesC el

Import Responders - Upload close

Upload Responders

Select an Excel spreadsheet or comma delmiled CSV text fle of he responders to upioad View saple csy layout
* The file may not exceed SMB

* The file may not exceed 250 Responders

* CSV, XLS. XLSX fles accepted

* Only mapped fieks wil be imported

. , , = : .
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Step 3: Add Account Information

Enter the Account Numbers, Invoice Numbers, or Balance Information to be confirmed.

Financial

Add New Account

1 Choose Type Add Account

__ Financial Responder:
Bank of Coweta

1465 Highland Street
Coweta, GA 30365
United States

2 Select Responder

Form *

Asset

3 Add Account

Authorized Signer «
Pung Jackie

Tax ID
Account ID » batch im?urt
Account Name

Currency =

United States of America, Dollars - USD

Balance
5
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* Denotes required field

save &add new

hd In-Network & Out-of-Network | Paper

AR/AP

Add New Account for ABC Corp

1 Choose Type
2 Select Responder

3 Add Account

Add Account

Form *

Faulkner Manufacturing

Attention: Accounts Payable
1465 Chase Boulevard

Invoice

Jacksonville, FL 32216
United States

Response *
--select-- v

Authorized Signer *

‘ Pung Jackie v ‘

Vendor Number:

Currency *
‘ United States of America, Dollars - USD v ‘

t Invoice Number * batch import

8 | |

Amount * ($)

L 1

[ delete | _acid invoioe |

* Denotes required field

save & add new

iﬂ' In-Network  kad Out-of-Netwark Paper
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Step 4: Request Client Authorization

Once you've added all your accounts, you can Your client will receive an email S (HOR 2SS o
request client authorization for your client: from Confirmation.com asking Systems Administrator@confirmation.com
them to provide their ' Information requested by Audit Firm
J - T . . . To Client Si
,ﬁ CLIENT AUTHORIZATION  STEP(3) authorization to their bank and e
other pa rties to disclose Audit Senior at Audit Firm requires a Client Authorization to complete their audit work on your behalf. This
. : . Client Authorization allows your auditor to request information from your financial institutions and other business
Received [I]]' mformatlon th rough partners using the Confirmation.com application. Without this Client Authorization, your auditor cannot initiate or
[ no active client authorizafions | Confirmation.com. obtain information from these institutions on your behalf.
Click here to provide authorization to vour auditor. or. copy and paste the link below into yvour browser's address
Pending (0)
[ no pending client authorizations ]
request § view log yye——

Your Cllent m USt fO”OW the ema Il By providing the below Client Authorization, | am agreeing to Confirmation.com's User Agreement which allows my financial
||nk and d|g|ta”y S|gn the institutions, business partners, and auditors lo process and receive confirmations through the Confirmation.com service

authorization. Signature*

Sign It Typ (1

Clear Signature Tulorial

& Sipne
/. EFPZEE

The process takes less than 30
seconds to complete.

Provide signature in the space above
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Step 5: Initiate Confirmations

Confirmation requests are sent to their intended recipients.

(M INITIATE Choose As of Date and filter criteria then select search
A.s of Date = ) .
As of Date * Field Name Responder Type Search Criteria
‘OBISUIEOWS v | Responder Type -- ¥ ‘ ‘ 4 results found

‘ Z'D'I 4 ‘ ¥ Respondera Type Account ID Name Form Signer Additions

Mo Tu We Th Fr 5a ¥ 3rd Masters Bank Financial 15-11511 Liability Pung, Jackie [add]
v Bank of Coweta Financial 958988 - Asset Pung, Jackie add

12 3 al s & 7 - 9 [add]
¥ Faulkner Manufacturing  Account Receivable (4) Invoices AR-Invoice-Account Invoice Pung, Jackie [add]

¥ & Smith & Jones Law Firm  Legal legal = Legal Represent...  Pung, Jackie [add]

Report Name: Completed Confirmstion Report - Detail
‘Cliant Name: ASC Cor
s of Date: 093072012

Step 6: Track and Print Responses

Client's Statement

e ormaton,
All confirmations are tracked and responses uploaded to electronic workpapers. e
+onranty
Client's Company Information Requestor Information
sec cap autnonzsa signer rouser con arap Laaa sucttor
Contamationl SojfogaBSiCoy = oASHBOARD | CLIENT INFORMATION | REroRTs e = g e
Crvage, 1L G060 Wz Naame, T - 37575 camgzrcentm e
urves scmes carmagregeenmatoncom unneg e Cice: Houser CPA Greip
. et e e e . Select Report Client Search * As of Date’ Responder Type'  Form Report Type Audit Log Engagement Number: 2345572 Temessae
Filter [ Select a field name from below and then enter your search criteria | Gompleled Confirmations v | ABG Corp 091032015 v| Legal v A v [Detail- inawigual . Include
Status Activity For Type Form Delivery Method Responder Responder Information
Caphal Bank & Thust [FDIC: 1234) Contact
(Al v (09302015 ~ | v Al v Al | | search | [ export | dowrload attachmens | 15308 e S0 Siprier
Caumeyrersn
S ’ above to preview a N, - 72 ity
4 resutts found 4 account(s) (=
Client's Account Information
Status AccountID  Responder Type Form sentv Received/Track P e P
cxn e Francaussset
[view] Pending 15-11511 a4 3rd Masters Bank Financial Liability NIA - -
[view] Pending legal 4 Smith & Jones Law Firm Legal Legal Represent...  N/A - i:fmﬁﬂmuﬁl s orpate Y © e
i - @ compieteaimacontrmation) 09302012 (M mOLYyyy) uso moitiss. i In-Networt.
[view] Pending (4)Invoices __ Faulkner Manufacturing Account Receivable AR Invoice-Positive  (1st)09/03/2015 K73572R0O Baiance: 575000000
o
[view] Pending Account __ Bank of Coweta Financial Asset/Liability (1st)09/03/2015 K33572R0O * USD - Untes states of Amenca, Dotars.

GQuestions / Comments

Responder Statements

our atienon sxospt s nota.

Neone toour inowiete
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