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Choose account type: Choose which account type 
you would like to add to Confirmation.com. 

Confirmation.com Quick Reference Guide 

Step 1: Add Accounts 

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

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. 
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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. 

Confirmation.com Quick Reference Guide 

Step 2: Upload 
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Enter the Account Numbers, Invoice Numbers, or Balance Information to be confirmed. 

Confirmation.com Quick Reference Guide 

Step 3: Add Account Information 

Financial 

AR/AP 
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Your client must follow the email 
link and digitally sign the 
authorization.  

The process takes less than 30 
seconds to complete. 
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Your client will receive an email 
from Confirmation.com asking 
them to provide their 
authorization to their bank and 
other parties to disclose 
information through 
Confirmation.com. 

Once you’ve added all your accounts, you can 
request client authorization for your client: 

Confirmation.com Quick Reference Guide 

Step 4: Request Client Authorization 
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Confirmation.com Quick Reference Guide 

Step 6: Track and Print Responses 

All confirmations are tracked and responses uploaded to electronic workpapers.  

Step 5: Initiate Confirmations 

Confirmation requests are sent to their intended recipients.  


