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Version Control

Date Version Description

17/02/2012 1.0 New Document.

27/02/2012 1.1 Add Tenancy Tribunal Orders, Monitor Load and
Monitor Search

12/06/2012 1.2 New Consumer Input Screen, Court Fines and
Commercial Credit Check
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Centrix Helpdesk +64 9 966 9706
0800 236874

admin@centrix.co.nz



Consumer Credit Check

1. Login to the Centrix site at

2. Key in your Centrix username

heck - Requesting a credit report

Login to the Centrix site at www.centrix.co.nz and select the “Login” icon top right of screen.

username and password and select “GO”
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and select the “Login” icon top right of screen.



3. You will be presented with the c
on the applicant you wish to credit check.

ill be presented with the consumer credit check input screen where you can
you wish to credit check.
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onsumer credit check input screen where you can provide the data



6

4. The available input fields are as follows:

Report Options

This section of the input screen enables you to select additional search options you
would like included in the credit report. Your last selections will also be retained for your
next use.

 Include Name-only Insolvency Data? – Insolvency data is information on
Bankruptcies, No Asset Procedures and Summary Instalment Orders. If you select
“No” for this field the credit report will only include insolvency data that matches to
the same name and known addresses of the individual. Selecting “Yes” to this field
will provide an additional section of data with any insolvency information that
matches to the same name and year of birth of the individual. N.B. this data is
provided for investigative purposes only and may not relate to the subject of the
enquiry.

There is no additional charge for a name-only insolvency search

 Include Court Fines Data? – The Ministry of Justice has now implemented the
Credit Reporting of Fines initiative. This initiative allows the Ministry of Justice to
release overdue fines information as part of the credit enquiry. Please ensure your
consent clause covers the use of this data.

There is no additional charge for a Court Fines search.

 Include Driver Licence Verification? – You have the option of verifying a driver
licence by selecting “Yes” in this field. The credit report will include a match against
the New Zealand Transport Authority database. This validates the drivers licence
number and confirms if the name and date of birth details registered against the
drivers licence match the details you have entered. You will need to have the
individual’s driver licence number (5a on the driver licence) and version (5b)

There is no additional charge for driver licence verification.

Enquiry Options

 Your Reference – enter any reference code you have for the individual. This will
display on your billing records and enable easy reference if we need to refer to this
enquiry with you. This field is not mandatory.

 Amount Sought – enter the amount of credit applied for (if this credit check is for

a loan application).This field is not mandatory.

 Enquiry Reason - This field has a drop down box with options

This field is required to comply with the Credit Reporting Privacy Code. Please select
the reason for your enquiry from the options available.
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 Product Type – you can select the type of product being applied for from the drop
down box. This field is not mandatory.

 Applicant Type – You can select from “Single”, “Joint” or “Guarantor”. This field is
mandatory and has a default value of ‘Single’.

Consumer Information

 Name – Key in the Surname, first name and, if known, the second forename of the
individual.

 Gender – Key the known gender of the individual. This field is not mandatory and is
defaulted to ‘unknown’.

 Date of Birth – Key the date of birth. This is an important field for matching
purposes and is mandatory for credit applications. Format is dd/mm/yyyy.

 Employment – Key employment details if known. This field is not mandatory.

 Identification – Key the Driver Licence number (5a on the Driver Licence) and the
version number (5b). This will validate against the NZTA database if you have
requested Driver Licence Verification in the Report Options. This field is not
mandatory unless you have requested Driver Licence Verification in the Report
Options.

Address Information

 Address 1 – Please enter the latest known address of the individual. If you know
how long the individual has been at the address supplied you can indicate this in the
“Effective Date” field by entering the date the individual first located to the address.
If you know that this address is not the current address please indicate “No” in the
“Address Current” field.

 Address 2 – Please enter any known older addresses for the individual in this
section. Entering an older address may assist with data matching. If you know how
long the individual was at the address supplied you can indicate this in the “Effective
Date” field by entering the date the individual first located to the address. Address 2
is not compulsory.

 GO – Select “Go” to generate a credit report on the individual. The report will

normally be returned on-screen within 3 - 4 seconds (dependant on verification

required and internet speed).
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Consumer Credit Check - Understanding a Consumer Credit Report

Primary subject name on file

Provides a summary count of
the information contained in
the credit report

Reference information for
the credit report

Select these icons to create a PDF
file of the report and print,
process another report or go back
to the input screen to change
your input data

This section contains the
demographic (name, gender,
address history and date of birth)
information held on file

Age of file relates to the oldest
data held on file
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This section details previous enquiries on the
individual. The enquiry reason column
indicates the purpose of each enquiry.

Details of payment defaults
lodged by Collection agencies
and Credit Providers

District court judgments
lodged against the individual.
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Any report processed using your Subscriber log-in credentials can be found in the “Historical Reports”

section on the orange menu bar.

Insolvency information relates to bankruptcy
notices, No asset procedures and Summary
Instalment Orders. This data is obtained direct
from the Ministry of Economic Development.

Details of known directorships and
shareholdings. This data is obtained
from the Companies Office.

If name-only insolvency data is requested
this section will show insolvency records
that match to the name and year of birth of
the subject. It is important to note that
these notices may not relate to the
individual you are enquiring upon and are
provided for investigative purposes only
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Accessing Tenancy Tribunal Orders

1. Any credit check processed with an ‘Enquiry Reason’ of ‘Tenancy Check’ will provide an

additional option to search Tenancy Tribunal Orders after the credit report has been processed.
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2. Select the ‘Tenancy Tribunal Orders’ button and the system will present an input screen for a

Tenancy Tribunal Order search. The input fields will be pre-populated with the name of the

subject keyed for the credit report. You can change these details if you wish.
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3. Select ‘SEARCH’ if you want to search the Tenancy Tribunal data or ‘Another Report’ if you wish

to process another credit report. Selecting ‘SEARCH’ will present a list of Tenancy Tribunal

Orders that have a party name matching the input criteria.
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4. Select the Tenancy Tribunal case number on the right of screen to see a PDF of the order. This

will open is a separate tab in your browser. You can print this order if you wish.
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5. Select the ‘Centrix’ tab in your browser to go back to the Tenancy Tribunal order search screen.

From here you can select another order from the list, input a new name for searching other

Tenancy Tribunal orders or select ‘Another Report’ to process a new credit check.
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Loading a New Default

This service enables you to load a new default into the Centrix database.

1. Select ‘Defaults’ and the “New Default” from the top menu bar and you will be presented with the
Consumer Default Load input screen
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2. Enter the required details for the loading of the new default
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 The available input fields are as follows:

 Default Reference – enter your unique reference code for this default. This will

enable easy reference if we need to refer to this default in the future.

 Original Credit Provider – This field is primarily used by debt collectors that may

be collecting a debt on behalf of another entity. This field is not mandatory and

should only be used if you are not the original credit provider.

 Product Type – you can select the type of product being applied for from the drop
down box. This field is not mandatory.

 Status - you can select the status of the default from the drop down box.

 Date of Default – Enter the date the default occurred.

 Amounts – Enter both the original amount of default and the current balance
(which may be the same).

 Satisfaction Date – This field should only be used if the default has been satisfied.

 Customer Reference – Enter your own unique reference number this customer
has been allocated. This can be the same as the Default Reference number

 Name – Key in the Surname, first name and, if known, the second forename of the
individual.

 Gender – Key the known gender of the individual. This field is not mandatory.

 Date of Birth – Key the date of birth. This is an important field for matching

purposes and is mandatory for credit applications. Format is dd/mm/yyyy.

 Address 1 – Please enter the latest known address of the individual. If you know
how long the individual has been at the address supplied you can indicate this in the
‘Effective Date’ field by entering the date the individual first located to the address.
If you know that this address is not the current address please indicate “No” in the
“Address Current” field.
Address 2 – Please enter any known older addresses for the individual in this
section. Entering an older address may assist with data matching. If you know how
long the individual was at the address supplied you can indicate this in the effective
date field by entering the date the individual first located to the address. Address 2
is not compulsory.

 Monitor – You can request us to monitor the file for new information. Please select
the type of monitor you would like from the drop down box.
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 Select “Add Joint Debtor” if you wish to add another party to this default

 Select “Remove a Joint Debtor” if you wish to remove a party associated with this default.

 Select “Save” to load the default in the database. This will return a confirmation screen or indicate

if any errors in the uploading of the new default

 Select “Back to Search” to search for another default loaded under your Subscriber ID or select

“Load Another” to load a new default
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Maintaining Defaults

This service enables you to update the outstanding balance and/or the status of an existing defaults loaded
under your Subscriber ID.

1. To search for an existing default loaded under your Subscriber ID enter either the Default Reference,
Customer Reference or the Name of the consumer and select ‘SEARCH’. Alternatively, if you wish to load a
new default select ‘NEW’.

2. Selecting ‘SEARCH’ will return header details for any default loaded by under your Subscriber ID matching
the input criteria

3. Select the blue down arrow icon if you wish to view summary details for a default
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4. Select the pencil icon if you wish to update the default Status, Current Balance, Product type or Original
Credit Provider

5. Select ‘UPDATE’ to confirm a change or ‘SEARCH’ to return to the search input screen.
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6. If updating a default a confirmation screen will be shown to confirm the update success

7. Select ‘Back to Search’ to return to the search screen or ‘Load Another’ to load a new default.
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Loading a New Monitor

1. Select the ‘Monitor’ option from the top menu bar. The drop down box will provide options
for searching for an existing monitor previously loaded under your Subscriber ID or for
loading a new monitor.

2. Select ‘New Monitor’ and you will be presented with the following input screen to load your new

monitor details.



24

3. The available input fields are as follows:

 Monitor Reference – enter any reference code you have for the monitor. This will
enable easy reference if there is new information to report to you relating to this
monitor. The reference code will also output on your billing record if we report new
information to you in relation to this monitor. This field is not mandatory.

 Monitor Type - This field has a drop down box with options to select the type of
information you would like us to monitor for. You can only select one monitor type
from the list per monitor input (NB. you can load a subsequent new monitor type on
the same individual)

 Name – Key in the Surname, first name and, if known, the second forename of the
individual.

 Gender – Key the known gender of the individual. This field is not mandatory and is
defaulted to ‘unknown’.

 Date of Birth – Key the date of birth. This is an important field for matching
purposes. Format is dd/mm/yyyy.

 Address 1 – Please enter the latest known address of the individual. If you know
how long the individual has been at the address supplied you can indicate this in the
“Effective Date” field by entering the date the individual first located to the address.
If you know that this address is not the current address please indicate “No” in the
“Address Current” field.

 Address 2 – Please enter any known older addresses for the individual in this
section. Entering an older address may assist with data matching. If you know how
long the individual was at the address supplied you can indicate this in the “Effective
Date” field by entering the date the individual first located to the address. Address 2
is not compulsory.



25

4. Select “Save” to load the monitor in the database. This will return a confirmation screen or indicate

if any errors in the uploading of the new default

5. If new information is loaded on the individual file that matches your monitor type an email report

will be generated and sent to the designated email address loaded under your Subscriber ID.
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Maintaining or Deleting an existing Monitor

1. You can update or delete an existing Monitor by selecting the “Search Monitors” option from the

“Monitor” option on the main menu bar

2. Select “Search Monitors” and you will be presented with the following input screen to search for

your existing monitor details.
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3. Enter either the search details for the monitor you wish to maintain or delete. You can enter

either the Reference Number, Monitor Type or the Name details for the monitor your wish to

search for. This will present a list of your monitors matching your search criteria.
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4. Select the monitor you wish to maintain/delete by selecting the “pencil” button to the left of the

monitor header details.

5. This will take you to the monitor detail screen for that monitor (NB. If there is only one monitor

matching your search criteria this screen will be presented automatically).
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6. From this screen you can change the Monitor Type by selecting your new Monitor type from the

drop down box on the Monitor Type field and selecting the “SAVE” button.

You can also delete the Monitor by selecting the “DELETE” button, or select the “SEARCH”

button to search for another monitor.

Selecting “SAVE” will update the monitor in the database. This will return a confirmation

screen or indicate if any errors in the uploading of the new default
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Commercial Credit Reports

1. Select “Commercial” and then “Commercial Credit Report” from the top (orange) menu bar.

2. An input screen will be displayed where you can key either the Company name or the company
registration number. Key the Company name or number and select “SEARCH”.
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3. Based on your search input one or more Companies may be available for you to select. To generate

the credit report on the company you wish to search click on the orange Company name link.

4. You will see a “Processing…” message whilst the system generates the credit report. This can take

some seconds as the data is collated from a number of different sources.
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5. The credit report collates data from many different sources. A summary profile is included to assist

with “at a glance” assessment.

6. Once the report is generated you have the following options at the top right of the report output:

 Select the print icon to generate a PDF file of the credit report which you can print.

 Select “Another Report” to process a new report. The report you just processed can be found in

“Historical Reports” on the top orange menu bar.

 Select “Back to Input” to process another report from the list of companies matching your input.

 Further down the report you have the option of processing consumer credit checks on one or all of

the Directors of the company by selecting “Obtain Director Credit Checks”
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Commercial Credit Check - Understanding a Commercial Credit Report

Registered Name of Company

Select these icons to create a PDF
file of the report and print,
process another report or go back
to the input screen to change
your input data

Provides a summary count of
the information contained in
the credit report

Provides header details of the
Company

This information is sourced from CreditWorks and
provides a summary of the combined credit limit
reported for the company by suppliers and the
average DSO (Days Sales Outstanding) reported
by these suppliers to CreditWorks

Provides a summary count of
PPSR financial securities
registered against the
company assets.

This section displays any Stop
Credit notifications reported to
CreditWorks by suppliers of the
Company
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Any payment defaults reported
against the company will be
displayed here

Any District Court Judgments
reported against the company
will be displayed here. This
data is soured from the
Mercantile Gazette Red Flag
database

Any Insolvency notices
recorded against the company
will be displayed here

This section displays records of
previous enquiries on the subject
company by Subscribers
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This section contains
information held at the NZ
Companies Office

Select here to obtain individual
credit reports on one or all of
the listed Directors of the
company
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This section will display known
Directorship links to other
companies

This section will display known
Shareholding links to other
companies
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This section will display details
of PPSR securities registered
against company assets

Public notices listed in daily
newspapers and other
publications pertaining to the
company are listed here


