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Instant Merge® for Windows

Statements

CONDITIONS ON WHICH THIS MANUAL AND ANY RELATED
SOFTWARE AND SERVICES ARE PROVIDED TO RECIPIENT
By accepting or using this manual and any related software (Software) and services
(Services) provided by First American CREDCO, the recipient agrees to the following
terms and conditions:
PROPRIETARY INFORMATION
This manual and any Software contain confidential information constituting trade
secrets of First American CREDCO. This manual and any Software are furnished to
recipient solely to enable recipient to utilize Instant Merge for the purposes permitted
under recipient’s agreement with First American CREDCO (Subscriber Agreement), and
recipient shall not use this manual or any Software for any other purpose. Recipient
shall make this manual and any Software available only to its employees who have an
actual need to access them in order to enable recipient to obtain Instant Merge credit
reports from First American CREDCO. Recipient shall not provide this manual or any
Software (or any part thereof) to any third party. Recipient shall not reproduce any
Software (except for backup purposes), and shall not reproduce this manual (or any part
thereof) without First American CREDCO’s prior written consent. At the termination
of the Subscriber Agreement, or earlier at the request of First American CREDCO,
recipient shall promptly return this manual and any Software (and any copies made by
recipient) to First American CREDCO. Recipient shall take reasonable steps to ensure
that its employees comply with the foregoing restrictions.
RELEASE AND LIMITATION OF LIABILITY
RECIPIENT RELEASES FIRST AMERICAN CREDCO FROM ANY AND ALL
DEMANDS, ACTIONS, LOSSES, COSTS, EXPENSES, DAMAGES, LIABILITIES,
PENALTIES, AND OTHER CLAIMS IN CONNECTION WITH THIS MANAUAL OR
ANY SOFTWARE, INSTANT MERGE CREDIT REPORTS, CREDITWORTHINESS
SCORES, OTHER PRODUCTS OR SERVICES PROVIDED BY FIRST AMERICAN
CREDCO. IN NO EVENT WILL FIRST AMERICAN CREDCO HAVE ANY LIABILITY
TO RECIPIENT OR ANY THIRD PARTY FOR INCIDENTAL, SPECIAL,
CONSEQUENTIAL, OR ANY OTHER DAMAGES IN CONNECTION WITH THIS
MANUAL OR ANY SOFTWARE, INSTANT MERGE CREDIT REPORTS,
CREDITWORTHINESS SCORES, OR OTHER PRODUCTS OR SERVICES
PROVIDED BY FIRST AMERICAN CREDCO.
DISCLAIMER OF WARRANTIES
FIRST AMERICAN CREDCO DOES NOT MAKE ANY REPRESENTATION OR
WARRANTY, EXPRESS OR IMPLIED, INCLUDING BUT NOT LIMITED TO
IMPLIED WARRANTIES OR MERCHANTABILITY OR FITNESS FOR A
PARTICULAR PURPOSE, OR AS TO NONINFRINGEMENT, WITH RESPECT TO
THIS MANUAL OR ANY SOFTWARE, INSTANT MERGE CREDIT REPORTS,
CREDITWORTHINESS SCORES, OR OTHER PRODUCTS OR SERVICES
PROVIDED BY FIRST AMERICAN CREDCO, NOR ARE THERE ANY WARRANTIES
CREATED BY COURSE OF DEALING, COURSE OF PEREFORMANCE, OR TRADE
USAGE, AND FIRST AMERICAN CREDCO EXPRESSLY DISCLAIMS ALL SUCH
REPRESENTATIONS OR WARRANTIES. IN ADDITION, FIRST AMERICAN
CREDCO DOES NOT WARRANT THAT THIS MANUAL OR ANY SOFTWARE,
INSTANT MERGE CREDIT REPORTS, CREDITWORTHINESS SCORES, OR
OTHER PRODUCTS OR SERVICES PROVIDED BY FIRST AMERICAN CREDCO
WILL BE FREE FROM ERRORS, WILL MEET RECIPIENT’S NEEDS, OR WILL BE
PROVIDED ON AN UNINTERRUPTED BASIS.
RIGHT TO RETURN

Recipient may indicate that it will not be bound by the foregoing terms by returning
this manual and all Software to First American CREDCO within five days after receipt.
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Registered Marks

First American and the eagle logo are registered service marks of The First
American Financial Corporation.

CREDCO is a registered service mark and Instant Merge is a registered
trademark of First American CREDCO.

Trans Union is a registered mark of Trans Union Corporation.

References to TUC in this document refer to Trans Union.

References to XPN in this document refer to Experian.

References to EFX in this document refer to Equifax Credit Information
Services, Inc.

SprintNet is a service mark of US Sprint Communications Company Limited
Partnership.

CompuServe is a registered trademark of CompuServe Incorporated and H&R
Block Inc.

Microsoft, Windows 95, and Windows 98 are registered trademarks and
Windows is a trademark of Microsoft Corporation.
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Ordering Publications

Copies of this publication or copies of any other First American CREDCO
publication can be obtained by contacting your First American CREDCO
representative or by writing to:

First American CREDCO

Attn: Publications Dept.

12395 First American Way

Poway, CA 92064
When ordering publications, include the document title, the document
number, and the edition date.
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1 Introduction

¢ First American CREDCO‘%*
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Instant Merge® for Windows is a credit report ordering and
processing product from First American CREDCO. Instant Merge®
for Windows is a system of hardware and software used to produce
fast, accurate credit reports.
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Instant Merge for Windows

_Aunaon-._
Equifax

Using the Instant Merge® for Windows software and your
computer, applicant data is sent to First American CREDCO’s host
computers, repository data is obtained and processed, and the final
merged report arrives back at your PC in about one minute.

Introduction 1
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Instant Merge® for Windows provides a quick pull of tradeline data
from any, or all, of the three credit bureaus Equifax [EFX], Experian
[XPN], or Trans Union [TUC]. Credit data for a particular borrower
can be reported differently by each of the three national bureaus.
These bureaus may also vary their data collection and coverage by
geographical areas in the country. Instant Merge® for Windows
simplifies the credit report process for you by using its powerful
patented merge logic to compare twelve credit and public record
variables, and eliminate duplicate tradelines.

Instant Merge® for Windows then presents the strongest tradeline or
public record data in an easy-to-read report.

Introduction
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1.1 Features

The Instant Merge® for Windows application includes the following

features:

¢ Easy to use interface

Native Windows application

Easily filled-in window for applicant data collection

Rapid report generation and delivery

One, two, or three credit repository requests are merged into a

single credit report

Incorporates TAPI to allow use of any installed modem

¢ Communicates via the public telephone system or dedicated
leased telephone lines

¢ Provides its own telecommunications software (no other

communications software is required)

Allows a variety of transmission options

Single credit report application

Multiple credit report applications

Batch transmission of any subset of the applications, or all of

the applications

Provides for a variety of configuration options

Prints reports to any installed printer

File and program access security

Transaction logging

Communication error logging

Easy to understand error messages

* & o o

L 4

* & o o
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1.2 System Requirements

The following list defines the Instant Merge for Windows system
requirements:

486 DX-66 (or higher) IBM Compatible PC
Microsoft Windows 95 or 98
VGA (or higher) Video Adapter
10 to 32 Megabytes Available Hard Drive Space depending
on components installed
(An additional 10 Megabytes is recommended to store saved
reports.)
¢ 16 Megabytes RAM
(32 Megabytes RAM is recommended)
¢ Hayes Compatible Data-Fax Modem - 14.4 KBPS (or higher)

* & o o

1.3 Technical Support
Technical support is available through the First American CREDCO
Help Desk. For assistance, call:
(800) 423-1150

Technical Support is available Monday through Friday from 6:00
a.m. to 8:00 p.m. Pacific Time, on and Saturday and Sunday from
10:00 a.m. to 3:00 p.m. Pacific Time...

4 Introduction
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2 Installing the Software

The Instant Merge for Windows software is installed on the PC using
a floppy disk, or CD-ROM drive, and a hard disk drive. Each drive
has a letter designator that the operating system recognizes as
belonging to that drive.

A typical computer configuration offers a 3.5” floppy diskette as
“Drive A:” or “Drive B:” , a hard disk as “Drive C:”, and a CD-ROM
drive as “Drive D”. Therefore, the installation in this configuration
would be from floppy drive “A:” or “B:” to hard drive “C:”, or from
CD-ROM drive “D” to hard drive “C”.

To determine the correct letter designator for each drive on your
computer, refer to your computer’s documentation, double-click on
the “My Computer” icon, or check with your System Administrator.

The installation of the Instant Merge for Windows software requires
between 10 and 32 Megabytes of disk space, depending on which of
the required components are already installed on your PC. If your
PC has Windows 98, or Windows 95 with Internet Explorer 4.01,
already installed, your installation will require only about 10
Megabytes of space. If these components are not already installed,
the extra required files will bring your total space requirements to
approximately 32 Megabytes.

Additionally, we recommend that you have an extra 10 Megabytes
of disk space available after installation for storing saved reports.

CAUTION: Remember to close all open Windows
applications prior to installing Instant Merge.

Installing the Software 5]
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2.1 Automatic Installation

Most Windows 95/98 PC’s ship with a CD-ROM drive that features
an “auto-play” option. If this option has been enabled, software
installation, and music CD’s, inserted into the drive will
automatically start whenever the drive door is closed. Most software
installation CD’s now provide an “auto-start” capability to take
advantage of this unique feature.

The Instant Merge installation CD will automatically load the
software installation program for you if your CD’s “auto-play”
option has been enabled.

Because Instant Merge for Windows is a powerful 32-bit application
tightly integrated with Windows 95 and Windows 98, it may require
some additional Windows tools to be installed on your PC. If you
are not running Windows 98, or Windows 95 with Internet Explorer
4.01, you will initially be advised of the requirement to install the
Microsoft DCOM software which is required for Instant Merge for
Windows to function. If you see this window, simply “click” the Yes
button to install this software.

Question

@ Microsaft DCOM is required for this application.

DCOR will require a System Feboot.
Install Microsoft DCOM now?

CAUTION: Your PC will automatically shutdown
and restart once the DCOM software has finished
installing. You must have shutdown all other programs
prior to “clicking” the Yes button, otherwise you could
lose any unsaved work.

The installation program will automatically continue
when your PC restarts.

6 Installing the Software
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If you do not need to install the above components, the first
installation window you will see is the Welcome Window. Please read
the information presented before continuing.

Welcome [ x|

Welcome to the IMW32 Setup program. This
program will install 1MW 32 on pour computer,

Itiz strongly recommended that you exit all *Windows programs
befare running this Setup program.

Click Cancel to quit Setup and then cloze any programs you
have running. Click Mext ta continue with the Setup program.

‘WitBMING: This program iz protected by copyright law and
intemational treaties.

Unautharized reproduction or distribution of this pragram, ar any
portion af it, may result in severe civil and criminal penaliies, and
will be prosecuted to the maximum extent possible under law.

Cancel |

You should close all active programs before continuing — if you have
not already done so. You may do this by clicking on the Cancel
button, closing each open program individually; and then restarting
the installation process. If all of your active programs have been
shutdown, “click” on the Next button to continue

Installing the Software 7
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Select Components
Select the companents you want ta install, clear the components
wou do not want to install

Components

i
] IM Server

Description

Thiz component includes the program and
data files required for Instant kerge version
20

Space Required: 13380 K
Space dvailable: E43124 K
< Back | Mext > | Cancel |

You will next be asked if you want to install the Instant Merge for
Windows Client software, Instant Merge Server software, or both..
The default installation is for the Instant Merge for Windows Client
software. Instant Merge can be used without a requirement for any
other piece of software. However, it can be used in conjunction with
Instant Merge Server software to gain greater credit reporting
flexibility for your organization. If you want to install the Instant
Merge Server software at this time, simply click the box to add a ¢
to the Instant Merge Server box. Then click “Next” to finish the
installation.

NOTE: The amount of space required for this
installation, and the amount of space available, are
identified in this window. The differences between
space requirements of individual components, such as
Instant Merge for Windows Client and Server, and
total space requirements represent necessary system
files being installed with the various software
components.

Installing the Software
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You may customize the Instant Merge installation by changing the
default options during the installation process. The following
window allows you to target the installation to a different directory

Instant Merge 2.0

Select installation folder for Instant Merge stand alone [client)
components

C:A. MInztant Merge for Windows Browse... |

" Destination Folder

< Back

Cancel |

However, for the simplest installation, we recommend you accept
the default choices. When you are ready, “c/ick” the “Next” button to
continue.

When the installation is complete, you will need to start the
software and setup your configuration options to finish the
installation and get ready to work.

Installing the Software 9
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2.2 Manual Installation

10

If you have the diskette version, or if the
Instant Merge for Windows installation
program does not automatically start
when you insert the installation CD, you
will need to install Instant Merge for
Windows manually.

New Office Document

.
E Open Office Document

Programs *
Documents »

Settings

The simplest method is to click on your
computer’s Start Button; then click on the
Sertings option on the Start Menu; and
finally click on Control Panel option.

Shut Down...

@ Exploring - Techpubs [C:]

Control Panel
Eile Edit Yiew Help

& = [

32hitODBC  3Com PACE  Accessibility Add New
Canfig Options Harchware

When the Control Panel window appears, click on the “Add/Remove
Programs” icon to manually start the installation process. Using this
feature, Windows will automatically search your floppy disk drive, or
your CD-ROM drive, for the Instant Merge for Windows installation
program and then automatically start it for you.

Installing the Software
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However, if you prefer to do everything yourself, the following steps
will guide you through a completely manual installation.

Step 1: Place Disk 1 of the Instant Merge for Windows installation
diskettes in the floppy disk drive, or place the Instant
Merge installation CD in the CD-ROM drive.

Step 2: From the Start menu, select

Run.

Step 3: In the Run dialog box, enter:

A:\SETUP
or
D:\SETUP

Type the fame of a program, folder. or document, and
“Windows il open it for pou.

Opery” JASETUA =]

Cancel | Browse... |

NOTE: You can also use the Browse button to browse
your computer to locate the installation program. For
more information on how to do this please consult
your operating system manual.

Step 4: Click on OK to launch the installation program

Installing the Software 11
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Because Instant Merge for Windows is a powerful 32-bit application
tightly integrated with Windows 95 and Windows 98, it requires
that some additional Windows tools are installed on your PC. If you
are not running Windows 98, or Windows 95 with Internet Explorer
4.01, you will initially be advised of the requirement to install the
Microsoft DCOM software which is required for Instant Merge for
Windows to function. If you see this window, simply “click” the Yes
button to install this software.

Question ]

@ Microzaft DCOM is required for this application.

DCOM will require & Sypstem Feboot,
Install Microzaft DCOM now?

CAUTION: Your PC will automatically shutdown
and restart once the DCOM software has finished
installing. You must have shutdown all other programs
prior to “clicking” the Yes button, otherwise you could
lose any unsaved work.

The installation program will automatically continue
when your PC restarts.

If you do not need to install the above components, the first
installation window you will see is the Welcome Window. Please read
the information presented before continuing.

Installing the Software
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Welcome

Welcome to the Instant Merge for Windows Setup
program. T his program will install |nstant Merge far
- Wwindows on your computer.

It is strongly recommended that you exit all Windows programs
before running this Setup program.

Click Cancel ko quit Setup and then cloze any programs you
have running. Click Next to continue with the Setup program.

Wit RMIMG: Thiz program iz protected by copyright law and
international treaties.

Unautharized repraduction or distribution of thiz program, ar any
portion of it, may result in severe civil and criminal penalties, and
will be prosecuted to the mazimum extent possible under law.

Cancel |

You should close all active programs before continuing. You may do
this by clicking on the Cancel button, closing each open program
individually; and then restarting the installation process. If all of
your active programs have been shutdown, “click” on the Next button
to continue.

Installing the Software 13
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You may customize the Instant Merge installation by changing the
default options during the installation process. The following
window allows you to target the installation to a different directory.

Choose Destination Location [ x|

Setup will install IMW32 in the following folder.
T install ta this falder, click Mext.

Toinstall to a different folder, click Browse and select anather
falder.

“Y'ou can chaoze nat ta install IMw 32 by clicking Cancel ta exit
Setup.

" Destination Faolder

C:%Program FileshCredeo Browse. . |

< Back Cancel |

However, for the simplest installation, we recommend you accept
the default choices. When you are ready, click the “Next” button to
continue.

Installing the Software
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You will next be asked if you want to install the Instant Merge for
Windows Client software, Instant Merge Server software, or both.

Select Components

Select the components you want to install, clear the components
wou do not want ko inztall

Components

— Description
Space Required: 13877 K
Space Available: ESEE3E K

< Back | Hext » | Cancel |

The default installation is for the Instant Merge for Windows Client
software. Instant Merge can be used without a requirement for any
other piece of software. However, it can be used in conjunction with
Instant Merge Server software to gain greater credit reporting
flexibility for your organization. If you want to install the Instant
Merge Server software at this time, simply click the box to add a ¢
to the Instant Merge Server box. Then click “Next” to finish the
installation.

NOTE: The amount of space required for this
installation, and the amount of space available, are
identified in this window. The differences between
space requirements of individual components, such as
Instant Merge for Windows Client and Server, and
total space requirements represent necessary system
files being installed with the various software
components.

When the installation is complete, you will need to start the
software and setup your configuration options to finish the
installation and get ready to work. For information on starting
Instant Merge for Windows, please refer to Chapter 3, Starting the
Software. For information on configuring Instant Merge for Windows,
please refer to Chapter 4, Configuring the Software.

Installing the Software 15
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2.3 Uninstalling the Software

Instant Merge for Windows also includes an uninstall utility to allow
you to easily uninstall the software should the need ever arrive. To
uninstall Instant Merge for Windows just follow these simple steps:

New Office Document
—

.
E Open Office Document

Frogramz

Step 1: Open the Windows Control
Panel by “clicking” on the
Start button, then “clicking”
on the Sertings option.

@ Explaring - Techpubs [C:)

Step 2: Next select the Control Panel option.

[5] Printers
a Taskbar..

Step 3: Then select the Add/Remove Programs icon.

Control Panel
Eile Edit Yiew Help

T = [

J2hitODBC  3Com PACE  Accessibility
Config Options

16 Installing the Software
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Step 4: When you see the following window, browse through the
list of installed programs until you find IMW32 and “click”
on it to select it.

Add/Remove Programs Properties

Install/Uninstall I Windows Setup | Startup Dig

@ Toinstall & new program from a foppy disk or CO-ROM

diive, click Install.
Imstall...

The following softyéare can be automatically removed by
“Windows. To repfove a program or bo modify its installed
components, sglect it from the list and click
Add/Remowve/

CD-witer software, -
Corel Application _I
FaBS

gt reaiam Files\FABS14) J
Hilaak PRO

LiveUdate
icrozoft FrontBdoe 98

\croeett tmage Composzer 1.5 ;l

Add/Remove... ’

ok | cof | i |

Then “click” on the Add/Remove button to start the
automatic uninstall process.

WARNING: If you have both Instant Merge for
Windows Client and Instant Merge Server for Windows
installed, they will both be uninstalled at this time.
DO NOT CONTINUE UNLESS YOU WISH TO
REMOVE BOTH PROGRAMS

Installing the Software 17
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3 Starting the Software

The following section details the steps to start Instant Merge for
Windows software.

Step 1: Click on the Start menu button.
Step 2: Select Programs — Instant Merge for Windows 2.0 — Instant

Merge for Windows 2.0.
(=] HP Laserlet
Mew Office Docurmert
= g
B Open Offise Dacument C"ﬁ Micrazoft Reference @ Instant Merge Help
r.!ﬁ Orline Services
ﬁ Programs 3 @ Startlp
] @ Intermet E xplorer
Documents L4 .
% Internet b ail
Settings P &3 Intemet News
) & Miciosoft Accass
FEind L4
% Microsoft Binder
Help 2% Microsaft Excel
Rur. il Microsoft Netieeting
125 Microsoft Outlook
Suspend Microzoft PowerPaint
¥ Microsoft Word
S Deri-: 8B 15-D0S Prompt

@ windows Explorer

Step 3: When Instant Merge for Windows is started for the first
time, you will be required to enter the configuration
information for your organization. Instant Merge will
prompt you to establish a new user profile, based on
information provided by account setup, and to select which
modem you desire to use (if your PC has more than one
modem installed). For more details on how to complete
these configuration windows please refer to Chapter 4,
Configuring the Software.

Starting the Software 19
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3.1 Enter UserIlD and Password

Instant Merge for Windows provides a security function that
protects access to the Instant Merge for Windows program and your
credit files. If the security feature has been setup and activated,
Instant Merge for Windows displays the following Security window
each time the software is started.

Enter UserlD and P. d:
UszerlD: Password:
I |
oK LCancel |

To access the Instant Merge for Windows program:

1. Enter your user identification and password.
2. Click on the OK button.

To learn how to configure security for your system, or to add new
users, refer to Chapter 7, Security and User Administration.

20 Starting the Software
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3.2 Getting to Work

When Instant Merge for Windows is started, you will see the
following window:

&= Instant Merge for Windows 2.0 [_ (O] x|
Elle Setup Secunity Help
0 =] = x
New Save Cancel Delete
¥ Batch ¢ Individual @ Joint Fepositaries: |1 OR ERX [~ PN ™ TUC W | Profile: [54B4654
~ Primary Appli : Wiaftess I
WERICAN First: [ANDY Hl: [
" I l_ Set Batch Comments
SGH: |123-45-6456 A HDDBI Ger; R VI
s . o = Last Name First Mame SS
Ui AMERICAN  ANDY 1Z
Last: [AMERICEN Fist: [y mi[ CREDCO CH&RLE 12
SSM: |123-45-6456 Age/DOB I Gen: 'I
~Address:
Muri: Street Marme: Apt: Diir:
o Memied [izs | [izskisorall | W =]
€ P.0. Box City: State: Zip:
£ Ruelfiods (e TASY 1SLAND [t =] [s07a0
~ Previous Address:
Nurn: Stieet Mame: Apt: Dir:
& Hormal I L I reet Mame: Ip I ir: J
£~ P.0.Box a 5 =
ty: tate:
£ Rural Route = =2 =
I j I | | 1
| Ready [ | Completed | Frinted | User | O0:0D0

Now you can put the power of Instant Merge for Windows to work.
You will find the following sections in this manual very helpful.

Chapter 4, Configuring the Software

Chapter 5, Learning the Environment

Chapter 6, Entering Request Information

Chapter 7, Security and User Administration
Chapter 8, Ordering Reports

Chapter 9, Viewing, Printing, and Deleting Reports

* & & 6 o o o

Chapter 10, Viewing and Clearing Logs
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3.3 Exiting the Software

22

button M= the top right corner of the window.

To exit the In:jant Merge for Windows program, “click” on the Exit

5= Instant Merge for Windows 2.0
File Setup Securty Help
) & (& 0 0 x

Send [NisEonmest Prirt Wiew Bateh MHew Save Cancel Delete
J¥ Batch ¢ Individusl & Jaint Fepositories: [17 OR ER< [~ %PN I~ TUC ¥ | Profi: [5464654 =
-~ Primary Applicant: Nates: [

&N [

ek Fis: | i fr SetBatch |  Comments

S5h. [123-456456 Age/DOE: | Gen[IR ~ -

g . Last Mame | First Name | 55
pouse: AMERICEM  ANDY 12]
Last, [AMERICAN First, JaM M| CREDCOD CHARLIE 12
S5H. [123-45-6456 Age/DOE; | Gen: =

~ Address:

Murn: Street Mame: Apt: Dir:
9 e [iz= TZRFDRLEDFAIL || ||
¢ PO Box City: State; Zip:
£ RuelRoule  [EAHTASY ISLAND [T =] [0
~ Previous Address:
& Nomal INum: Street Mame: rpt i)lr J
-
€ P.0.Box .
" Rural Route Ciy Sl Zp
| [ = < i
| Ready [ | Completed | Printed | User | 0000
Select Databasze
Send
[Nizcomnest
Brint You may also click on the File menu
View and select the Exit option.
Batch
v Auto Print

Select Printer

Wiew Error Log
Wiew Tranz Log
Wiew Cuztomer Beport

Clear Tranzactions
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4 Configuring the Software

All of the configuration windows can be accessed from the Setup
menu within the Instant Merge for Windows program. These
options allow you to maintain Profiles, Connection Settings, and

Timeout Settings.

@™ Instant Merge for Windows 2.0

=1 E3
Security Help
= [a O 0 bl
5, Connection Settings View Batch HNew Save Carcel Delets
[ B dmeotfetings 1 Reposioies: [ OR ER¢ | XPN | TUC 7| Frofe [5454650 =
~ Primary Appli E Mates: I
[RETE |AME RICAHN] First: [AWDY MI: [
= = I l_ Set Batch Comments |
55N |123-45-6456 Age/DOE Gen: |JR vl
s 5 9% = Last Name | First Narme | 55
pouse: AMERICAN ANDY 12
Last: [AMERICAN First: MY M CREDCD CHARLIE 12]
55N |123-45-6456 Age/DOE Ger: 'I
Murm: Shreet Name: Apt; Dir:
9 e EEEE I
® PO Ba City: State: Zip:
€ RuslRouts — [EoTagy 15LAND [t =]/ [soran
~ Previous Address:
& Nomal Nurri Street Mame: Ap: Dir: J
¢ PO Box !: I 3 I = I
it tate: :
¢ Rural Route I LY I = J I = | |
- 4 »
| Ready [ | Completed | Prnted | User | 0000 4
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4.1 Profile Setup

4.1.1

The Customer Profile window is used
to enter your First American
CREDCO account specification.

Connection Settings

This window has two tabs. The Timeout Settings

first tab, Profiles, is used to

configure a profile with your account information. The second tab,
Server Options, is used to configure Instant Merge for Windows to
work with Instant Merge Server.

NOTE: If you do not have Instant Merge Server
installed, you must not use the Server Options tab —
entering information in this window without having
Instant Merge Server installed could cause you some
problems.

Profile Window

Customer Profile

Profiles I Server Elplionsl

Description; [PROFILE DESCRIPTION

Customner ID: | 12345 Delete

Pazsward: lT Save

Data Farmat: (F1 ~ | [F1/RDA3)

LCancel
Riegion Code: IDD
) Iake Current
Encrypt File:

Notes Mandatom [

19 | 4 | Current Profile

Exit

b 4

EJLLLLE

4.1.1.1 Profile Setup

24

To setup a new profile, just follow these simple steps:

Step 1: DESCRIPTION: Enter a description of the profile in the
Description text box. The description is for your own use. It
is recommended that you enter information about the
account, such as FICO scores, number of bureaus, etc.
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Step 2: CUSTOMER ID: Enter your four (4) or five (5) digit
customer identification number in the Customer Id text box.
This number is your Instant Merge account number and is
supplied by First American CREDCO.

Step 3: PASSWORD: Enter your customer password in the
Password text box. This password is supplied by First
American CREDCO.

Step 4: REGION CODE: The default Region Code of 00 is already
entered in the text box. Do not change this number unless
directed to do so by Account Setup.

Step 5: DATA FORMAT: Select the report format, F1, RD, or
X3, from the Data Format drop down list box. The default is
F1, which requests formatted Instant Merge reports. The
FA1 is the only report format you should use unless directed to do so
by Account Setup.

CAUTION: Do not select RD or X3 formats
unless specifically directed by Account Setup.
These formats are reserved for companies doing
something unique requiring the reports to be
formated differently than normal.

Step 6: ENCRYPT FILE: To enable file encryption, click on the
Encrypt File check box, so that an ¢ appears in the box.
When file encryption is enabled, files stored on the hard
disk are encrypted and can be read by Instant Merge only.

Step 7: NOTES MANDATORY: To require the use of notes, click
on the Notes Mandatory check box, so that an ¢ appears in
the box. This means that each client credit request
generated with this profile will require a note, or comment,
to be entered.

Step 8: SAVE.: “Click” on Save to save the information entered for
this profile, or Cancel to “undo” your changes.

Step 9: MAKE CURRENT: If you want the current profile used
when ordering reports, click on the Make Current button.

NOTE: The status bar contains the message
Current Profile when the current profile is
displayed.

Step 10: EXIT: Click the Exit Button to quit.
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4.1.1.2 Adding Profiles

Instant Merge for Windows supports multiple profiles. To create
additional profiles follow these simple steps:

Step 1: Click on the New button to display a blank Customer Profile
window.

Step 2: Enter the profile information. For more information on
entering this information, please refer to the previous
paragraph.

Step 3: Click on Save to keep your changes, or Cancel to “undo”
your changes.

Use the scroll bar at the bottom of the window to scroll through the
available profiles.

NOTE: You may choose to add different profiles to
accommodate your unique business requirements, such
as separate billing identification or specific
functionality differences.

4.1.1.3 Deleting Profiles

To delete a profile, just follow these simple steps:

Step 1: Use the scroll bar to display the profile you want to delete.

Step 2: Click on the Delete button. A warning window is
displayed.

Step 3: If you are sure you want to permanently delete the profile,

click on OK. Click on Cancel if you do not want to delete
this profile.

Instant Merge for Windows

& Thiz will permanently delete the profile. Proceed?

Cancel |
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4.1.2 Server Options Window

Customer Profile

Profiles  Server Optiong |

WETED ——
[~ Auto Prirt Leave this blank unless you

[ Auto Delete are using Instant Merge
Server
Server File M ame:
I |1 j [ |
Server Path; Lancel
=i
Dutput Path Make Current
utput Path:

I EI Exit |
I | 4 | Current Profile b |H I|

WARNING: Do not fill in any blanks on the Server
Options window unless you have also installed the
Instant Merge Server software. Entries on this
screen, when Instant Merge for Windows is used as a
“stand-alone” program, will cause problems.

For information on setting up the Server Options, please refer to the
Instant Merge Server Reference manual.
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4.2 Connection Settings

The Connection Settings window is used to set - -
up the method and means of connecting to '|"-Iinr| Seltings
the First American CREDCO facility. At Timsout Seltings

present, two methods are available — Dial
Phone connections and TCP/IP for large, leased line customers.

F Connection Settings [ <]

Phore Setiings | TCPAP Settings |
Dial Phone Number, [EE 35 S al3 |
Local Phone Mumber [1111111111 & CampuServe
" Sprinthet ﬂl
CompuServe Server [cRoor
Spiint Sever|C 714433.01
Cannect Using | SPortster 33600 Fa FC Flug and »| | Configure
From Lasation: | Default Location S| [T

4.2.1 Phone Settings

Dial-up access is available through CompuServe® and SprintNetsV.
To setup your system for dial-up access, follow these simple steps:

Step 1: SERVICE: You must first choose the Service you will be

using. Simply click on the desired Service so that an @
appears adjacent to your selection.

Step 2: DIAL PHONE NUMBER: Enter the local CompuServe® or
SprintNet®™ telephone number in the Dial Phone Number
text box.

You may obtain a local access for your Service by calling the
below information numbers, or the Instant Merge
Technical Support.

(800)635-6225 — CompuServe®

(800)890-5128 — SprintNet™
(800)423-1150 — Instant Merge Technical Support
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The CompuServe® and SprintNets™ telephone numbers are
automated systems requiring a touch-tone telephone.
Simply answer the questions using the keypad on your
telephone. These automated systems will provide you with
a local telephone access number. If you prefer to speak to
someone in person, you can also get an access number from
our Technical Support personnel during the normal
working hours listed in Chapter 1, paragraph 1.3, Technical
Support. Then enter that number is the Dial Telephone
Number text box above.

Step 3: LOCAL PHONE NUMBER: Enter the telephone number
of your PC in the Local Phone Number text box.

Step 4: SERVER ID NUMBERS: The CompuServe Server and Sprint
Server ID Number boxes have already been completed for
you.

CompuSerne Sewer:IEHDm
Sprint Server:IE 714429,

CAUTION: Do not change these fields without
specific instructions from Technical Support.

Step 5: The Connect Using box is a “drop-down” box from which
you can select, or configure, a modem to be used to send
and receive your credit requests.

Configure |

Configure |

Conrnect Using:

. |Hapesz 9600 Bps Modem
From Lagation:| H ayes Optima 144
Sportgter 33600 Fax PC
5 GO0 Fax PC Plug and Flar

Spoartzter |

This list will contain a list of all modems installed on your
PC. In most cases, you will have only one modem on your list.
Simply click on the modem you desire to use and it will be
displayed in this box. If you desire to change the modem’s
configuration, then “cl/ick” on the Configure button. You
will be presented with the standard Windows modem
properties windows to allow you to change the
configuration. For more information on reconfiguring your
modem, please refer to your Windows 95 or 98 User
Manual, your modem documentation, or contact your
System Administrator.

Configuring the Software 29



4.2.2

30

Instant Merge® for Windows

Step 6: The From Location: box will use the default location that has

been identified during the installation of your modem.

Canfigure |

If you need to change the default location’s configuration,
them “click” on the Configure button. You will be
presented with the standard Windows dialing properties
windows to allow you to change the configuration. For
more information on reconfiguring your dialing properties,
please refer to your Windows 95 or 98 User Manual, your
modem documentation, or contact your System
Administrator.

From Location: |[NERER g Ral==1isy)

NOTE: If you are in a Metro dialing area you
should call Technical Support if you need help.

# Connection Settings E

Phone Settings  TCP/P Settings |

Step 7: Click on OK to save the telephone numbers.
TCP/IP Settings

The TCP/IP Settings window is used by large customers with
dedicated CREDCO “leased lines.” All boxes on this window should
be blank unless the Technical Support staff provides you with specific
information for these fields.

Connect using Local Area MNebworki [~

oK |
NECN

DRSS Address: I LCancel
Fart: I

When directed by the Technical Support staff to enter information
in this window, you must first “click” on the Connect using Local Area
Network check box. An ¢ in this box will activate the remaining
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4.3 Timeout Settings

The Timeour Settings menu allows you
to control the timeout delays. The

default settings will typically work . —
fine on most systems. Timeout Settings

Profiles
Connection Settings

When you “click” on the Timeout Settings option you will see the
following window.

= Timeout Settings E

Connect Timeout: I
Feponse Timeout: IBD Ok |
Report Timeout: IEDEI

A brief description of these values and their use is as follows:

Connect The number of seconds

Timeout: Instant Merge for Windows
will wait to connect before
generating a “timeout”
error.

Response The number of seconds
Timeout: Instant Merge for Windows
will wait for a response
from the CREDCO host
computer before generating
a “timeout” error.

Report Timeout: The number of seconds
Instant Merge for Windows
will wait for reports to be
received.

NOTE: These settings should not typically be
modified unless directed by Technical Support.
However, if adjustments are necessary, simply make
the changes and click on the OK button.
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5 Learning The Environment

The Instant Merge for Windows screen consists of five parts:

Menu Bar

Button Bar

Request Window

Request Status Window
Communications Status Bar

* & O o o

The Menu Bar provides easy access to the powerful features offered
by Instant Merge for Windows. The Button Bar offers rapid access to
the most commonly used features. The Request Window is used to
enter all pertinent information about the primary applicant and
spouse. The Request Status Window is used to select a profile, enter
notes or comments, and manage batch transmission. The
Communications Status Bar provides the order and print status of the
current request and additional transmission information.

@™ Instant Merge for Windows 2.0 Menu Bar H Button Bar 1H[= E3

File  Setup Secuity Help

& o | X
Firit Cancel Delete
ateh ¢ Individual & Jaint epositores: EFX #PN TuC Profile: |TESTING HERE -
Primary Applicant: Mates: I
First: |JaNDY bl
e I l_ Set Batch | Comments |
S5m. |500-60-3333 A /DDB.I Gi I 1
5 ! B= & _] Last Mame | First Mame | S5
pouse: AMERICA, ANDY 501
Last: [AMERICA Fist. [any M SHOPPER  SéM 5ol
SSh; |500-60-2222 Aga/DDB:I Gen:l _']
Mum: Street Mame: Apt: D Request
= Momr* I
- o : ! | b Status
Request Window Sae Zp Wind
" Rurd el
. Me [v| [02723 1naow
Previous Address:
& Nomal Num: Strest Mame: Apt: Drir:
¢ P.0.Box IE I 5 I = I ‘]
Ity tate: 3
¢~ Rural Route £ I = J IID | |
h 4 »

Feady y Mot Ordered | Mat Printed User 00:00 AI
1 |

Communication Status Bar
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5.1 Moving Between Window Items

You may use either of the two standard Windows methods of
moving between items on your screen.

5.1.1 Mouse

To use your mouse to move between text boxes, button, combo
boxes, radio buttons, etc. on your screen, simply place the mouse
cursor over the item of your choice and “c/ick” the left mouse button.

Placing your mouse over different sections of the Instant Merge for
Windows screen and “clicking” the right mouse button will “pop-up”
different shortcut menus.

Save Over the Button Bar, Request Window, Request Status
Cancel Window, and Communication Status Bar areas a “right
Delete mouse click” will “pop-up” this shortcut menu. For a

description of these menu choices refer to Section

Yig . .
Brirt 5.2.2 Button Bar later in this chapter.
Wrda
Whenever you “right mouse click” inside any Cut
editable field you will receive this “pop-up” Copy
shortcut menu. This menu lets you use the Easte
standard Windows editing features more easily. Delete
Seleatsl

5.1.2 Keyboard

To move to the next text box, press

—

To move back to the previous text box, press

=+ =

34 Learning The Environment



Instant Merge® for Windows

5.2 Menus and Buttons

The menu bar, located above the button bar, contains “drop-down”
menus with easy-to-use choices to help you setup your system or
rapidly create, submit, retrieve, print, and review credit requests —
singly, or in batches.

@™ Instant Merge for Windurws 2. Menu Bar BUtton Bar [_ O] ]

File Setup Security 18
a |k = x

b
Send Frint Wiew Batch Hew Save Delete

x5 La)

Cancel

Diiseonmect

5.2.1 Menu Bar

The menu bar provides the following menus: File, Setup, Security, and
Help. A description of these menu items and their use is provided
below.

5.2.1.1 File Menu

@™ Instant Merge for Wind
Setup  Security  Help

Select Datab
FEC LAt The File Menu lets you choose a different

Send database to store your credit report
[iscatmest information, process report requests,
Prink control printing, view logs and reports,
View and exit Instant Merge for Windows.
Batch

v Auto Print
Select Printer

Wiew Error Log
Wiew Trans Log
Wiew Cuztomer Report

Clear Transactions

Exit
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A description of these menu choices is provided below:

Select Database

P Use this option if you need to use a database
are] other than the default database installed with
\P;i[::, Instant Merge for Windows.

Batch For example, you may choose to locate a copy
Auto Print of the database in a common location, such as
Select Printer a network server or other joint file area, so that
View Error Log more than one person can easily access the
View Trans Log same information base. Using this method,
DR individuals would still process credit requests
Ol e independently, but store the results in a

Exit central location.

To select another database, simply “cl/ick” on the Select Database
option to display a selection window.

Select Database H
Loak in: I = L j gl
I_1 DBBack
|- Reparts
@ credco.mdb
File: name: Open I
Filez of bype: IDatabase [* mdb) ﬂ Cancel |

You can browse to any location on your PC, or your network using
standard Windows 95/98 techniques. When you find the database
you want, simply select it, and “click” the Open button.

NOTE: The database you select must be named
credco.mdb, and it must be an exact copy of the
default database installed with this version of Instant
Merge for Windows to work properly.
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Send
This menu choice may be used interactively with the Send button

on the Button Bar. “Clicking” on either one will automatically
activate your modem and send a credit request for the active client.

Disconnect
This menu choice may be used interactively with the Disconnect

button on the Button Bar. “Clicking” on either one will interrupt the
current transmission and disconnect the modem.

Print

This menu choice may be used interactively with the Print button
on the Button Bar. “Clicking” on either one will send the credit report
for the active client to your default printer.

View

This menu choice may be used interactively with the View button

on the Button Bar. “Clicking” on either one will open the credit report
for the active client so that you may view it on your PC.

Batch

This menu choice may be used interactively with the Batch button
on the Button Bar. “Clicking” on either one will automatically
activate your modem and send a credit request for all clients
previously identified for batch processing.

AutoPrint

Select Database

Send

iscatnes

Print This menu choice is used to setup Instant
View Merge for Windows to automatically print all
Batch incoming credit reports. This feature is

Auta Print active if you have ¢ in the margin beside the
et Pl menu choice. “Clicking” on this option will
View Error Log toggle the feature “on” or “off”.

Yiew Tranz Log

; All credit reports will be printed to your
View Customer Beport

default printer.

Clear Transactions

Exit
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Select Printer

Use this option to select a printer that is nor your default printer.
When you “c/ick” on this menu item, you will be presented with the
following Print Setup Window.

HF Lazerlet 440 PostScript

Froperties

the “dro

Use this arrow to open

available printers.

p-down” list of

Print Setup
— Frinter
Mame:
Statuz:  Default printer; Feady
Type:
Wwhere:  LPT1:
Cormment:
~Paper——
Size: I Letter
Source: IAutoSeIectTra}'

=] + Partrait

j " Landscape

ak. I Caticel

Simply “click” on the printer you want to use. The printer name will
appear in the Name window. If this is the printer you want, simply
“click” on the OK button. Then print your report using the Print
button on the Button Bar, or the Print menu choice on the File menu.
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View Error Log

Select D atabasze

Sefd
Dizzonmnest
Frint

Wiew

Use this option to view the Instant Merge "

for Windows Error Log.

v Auto Print
Select Printer

Ermor Log

Wiew Trans Log
iew Cuztomer Report

Clear Transactions

Enit

When you “click” on this menu item, you will be presented with the
following Error Log Window.

=, Error Log [_[O]

I

Date Time Error Code & Text

0171841999 04:41 PH Code -1009: Comm Error: The modenm has timed out or no modem w
g found, Please verify that your modem is properly configur

ed and try again. If the problem persists please contact te
chnical support.

‘ o o
R e E |

For more information on the Error Log, please refer to Chapter 10,
Viewing, Printing, and Clearing Logs.
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View Trans Log

Select Databaze

Send
[izzonnest
Print

Wi

Eatek

Ao Frint
Select Printer

Wiew Ermor Log

Wiew Cugtomer Fieport

Clear Transactions

Exit

Use this option to view the Instant
Merge for Windows Transaction Log..

When you “c/ick” on this menu item, you will be presented with the
following Transaction Log Window.

Pl

AMERICAN
CREDCO
CREDCO
CREDCO
CREDCO
CREDCO
CREDCO
CREDCO
CREDCO
CREDCO

GENERAL
CHARLIE
CHARLIE
CHARLIE
CHARLIE
CHARLIE
CHARLIE
CHARLIE
CHARLIE
CHARLIE

Instant Merye for Windows Transaction Le—

200-20-2000
123-45-6763
123-45-678%
123-65-4654
123-45-6763
123-45-6763
123-45-6763
123-45-6763
123-45-6783
123-45-6783

01/525/93
01/22/98
01/2z/99
01/27/99
01/2z/98
01/22/98
01/22/98
0172298
0172299
01/2z2/99

Transaction Log [_[O]x]

—
=
WO WO e

4] 4| 10f1 ) Zoom: (100

8y

]

For more information on the Transaction Log, please refer to Chapter
10, Viewing, Printing, and Clearing Logs.
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View Customer Report

Select Database

Send
[Dizcaniest
Prirt

View Use this option to view the Instant Merge
fateh for Windows Customer Report..

v Aubo Print
Select Printer

Wiew Error Log
Yiew Trans Log

Clear Transactions

Exit

When you “c/ick” on this menu item, you will be presented with the
following Customer Report Window.

i=, Customer Report [_ O] %]
=
Instant Merge for Windows Customer Report —_—
AMERTCAN ANDT 123-45-6456 01/15/99 I can enter my comments for this
CREDCO CHARLIE 123-65-4654 01/26/39 I can enter comwents here for Che
! i i
W4 1et1 2] Zoom i =] o |

For more information on the Customer Report, please refer to Chapter
10, Viewing, Printing, and Clearing Logs.
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Clear Transactions

Select Databaze

Send

[Eance!

Print
Use this option to clear the Instant View
Merge for Windows Transaction Log.. Batch

v futo Print
Select Printer

Yiew Ermor Log
Wiew Tranz Log
Yiew Customer B eport

When you “c/ick” on this menu item,
you will be presented with the following warning window.

Instant Merge for Windows 2.0

@ This will delete all entries in the Transaction Log. Once deleted, the transaction log cannot be recovered. Proceed?

Cancel |

To delete all entries in the Transaction Log, “click” on the OK button.
An information window confirms that the Transaction Log was
successfully deleted. “Click” on the OK button to continue.

Instant Merge for Windows 2.0 B

@ The Tranzaction Log was sucessfully deleted.

Exit
Use this option to exit Instant Merge for Windows.
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5.2.1.2 Setup Menu

The Setup Menu lets you configure
Instant Merge for Windows. For more
information of configuring your
system, refer to Chapter 4, Configuring

LConnection Settings
Timeout Settings

the Softwatre.

5.2.1.3 Security Menu

The Security Menu lets you activate and
configure a security system for Instant

Enable 5

[MEastate Sestrity

Merge for Windows. For more
information of configuring your

system, refer to Chapter 7, Security and User Administration.

5.2.1.4 Help Menu

The Help Menu gives you direct access
to H-E-L-P !! You can access an
electronic copy of this manual; a

Contents

Search Help
OEtainitg Technical Support

“search” capability; quick reference

About

telephone number to Technical
Support; and information “about” this
version of Instant Merge for Windows.
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5.2.2 Button Bar

The button bar is used to help you easily maintain, or process, credit
report information. A description of the buttons on the bar and their
function is:

e

Batch

x

Delete

O

New

=]

Save

K]
Cancel

b2

Send

@|m

Frint Wigw

[iseonnest

Send Send the current request. If this button is
“grayed-out” you should review the record for
missing information.

Disconnect  Cancel the report transmission currently in
process

Print  Print the current report
Preview View the current report, with an option to print
Batch  Batch process all marked entries
New Create a new, empty Request window
Save  Save the current request information

Cancel Cancel additions or modifications to the current
request.

Delete  Brings up the Delete Records window

&= Delete Records

Select All

Delete Selected

il

Delete On and Before:
01/04/99

Delete By Date

it

You may select the clients individually using standard selection
methods or simply click on the Select All button if you wish to mark
all clients for deletion.
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To actually delete the selected records, “click” on the Delete Selected
button.

Note: No client records/reports are actually deleted
until you click the Delete Selected button. Be careful,
selected records will be permanently deleted — there is
no “undo”.

You will be given one last chance to change your mind, when the
following window “pops-up”.

Instant Merge for Windows 2.0

& This will permanently delete the selected customers from the databaze. Proceed?

Cancel |

“Clicking” the OK button will permanently remove the selected
records. “Clicking” the Cancel button will return you to the Delete
Records window without deleting any records.

To delete records based on the date they were entered, enter the date
in the Delete Before window. You may also use the up or down scroll
arrows to find your desired date.

£\

|n1 /0699 Q%H

You can also “click” on the W arrow to search for your date. This will
bring up a calendar that can be used to select the date desired. Simply
find your desired date by using the scroll bars at the bottom of the
calendar to find the correct month and year. When you “c/ick” on the
day of the month that you want, that date is reflected in the Delete
Before window.

I December I 1998
Sun| Mon| Tue|Wed Thu| Fn | Sat
1 2 3 4 ]
g 7 g 9 1011 |12
12 14 [ 15 | 16 [ 17 | 18 | 19
A0 2 [ 2223 24| 25|26
&7 an | A
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After you have identified and entered the date in the Delete Before
window, “click” on the Delete By Date button to delete these records.

NOTE: This feature will delete records entered On and
Before the date in the window.

“Click” on the OK button to return to the primary Request
Information window.
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5.3 Request Window

The Request portion of the Instant Merge for Windows window is
used to request repositories and enter applicant and address
information. Required applicant information is displayed in red.

W Batch ¢ Individual & Joint Fepositories:[1° OR EFx ™ xPN [~ TUC W |

— Primary Applicant:
W HERICEN Fist: [aNDY MEf
SSN: |123-45-545E Agea’DDB:I Gen: IJH 'I
— Spouse:
Last. [AMERICAN Fiist: [EMY Mi:[
S5M: |123-45-B455 Age/DOB: I Gen:l 'I
—Address:
T L Street Mame: Apt: Dir:
e EEEE W=
" P.O. Box City: State: Zip:
£ RuslReute [Ea N TagY ISLAND [IL =] [60730
~ Previous Address:
T uar; Street M : Apt: Dir:
P I L reet Name I p I ir J
¢ PO Box
City: State: Zip:
" Rural Route I 1% I =€ J I L

This window contains information specific to an individual credit
request. This information consists of the following areas:

Batch Indicator This check box identifies if this client request
will be part of a Batch process.

Type Indicator These Radio Buttons identify if this will be
an Individual or a Joint request.

Repositories These boxes identify how many, and which,
repositories will be used for this credit
request.

Client The Primary Applicant, Spouse, Address, and

Information Previous Address sections provide necessary
information for the credit request.

5.3.1 Create a New Request Window

To create a new, blank Request window, click on the New button on
the button bar.
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Batch Process Selector

Placing an ¢ in the Batch check box will identify this client’s request
as being a part of a Batch Process request.

Type Indicator

When a new Request window is displayed, the Individual option
button is selected. If the request is for a joint report, click on the Joint
option button, so that an @ appears in the button. This selection
allows access to the Spouse portion of the window.

NOTE: Do not request a joint report for unmarried
applicants. A separate request must be completed for
each individual.

Selecting Repository Access

When your account was established with Account Setup, the
number, priority, and selection of repositories were initially
determined. The Repositories section allows you to temporarily alter
that initial selection as required to meet a current requirement. The
following information is provided to help you make these temporary
changes.

Repository Text Box

The Repository text box is mutually exclusive of the EFX, XPN, and
TUC text boxes. Entering a 0 (zero) in this text box, allows you to
access the specific repository check boxes which may be selected
individually by clicking the desired repository box. Your selection(s)
will be identified by an ¢ in the adjacent box.

NOTE: The ability to use a specific number of
repositories, or specific repository access, varies from
customer to customer. You may not have the ability to
use these options.

At the time your company first became an Instant Merge customer,
a representative decided how many credit repositories Instant
Merge would normally access when processing your company’s
credit reports. The Repository text box is used to override that default.
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For example, entering a 2 in the Repository text box, causes Instant
Merge to access only two credit repositories for the report.
Conversely, if your company is set up to access only two repositories
for each report, you can access all three repositories by entering a 3 in
the Repository text box.

5.3.4.2 Specific Repository Text Boxes

The EFX, XPN, and TUC check boxes are mutually exclusive of the
Repository text box. A 0 (zero) must be entered in the Repository text
box to allow access to these check boxes.

The EFX, XPN, and TUC check boxes are used to specifically order a
credit report from the selected repository. Enter a ¢/in the check box
to specifically access that repository.

NOTE: You should only use the above information if
you wish to deviate from your standard Repository
setup. When your account was initially established,
you should have selected one, two, or three
Repositories, and an order of preference. This selection
is the standard for your account and does not need to
be changed, unless you have specific requirements for a
specific credit report(s).
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5.4 The Request Status Window

5.4.1

5.4.2

50

The Request Status section of the window is used to select a profile,
enter notes, and select batch transmission of report requests.

The upper portion of this
window identifies the active
profile; provides a text box for MNates: |
entering notes regarding the
active client; a Set Batch button
for managing batch processing; LastMame | FirstMame | 55
and a Comments button to allow AMERICAN ANDY 12
you to enter comments for the CREDCO CHARLIE 12
active client.

Profile: 5454654 =]

Set Batch | Camments I

The lower portion of this
window displays a list of active
clients. This portion also
provides sorting of the active
clients to help you quickly find
the client you seek.

Information on these features is
provided below.

Profile 4 I =

The Profile window is a “drop-down” list box which allows selection
of the profile you want to make active. You cannot edit this field.
Changes to profiles can only be made through the Profile menu
located on the Serup menu.

NOTE: Profiles are preconfigured by your system
administrator. If you are the system administrator,
please refer to Chapter 3, Configuring the Software for
more information on profiles.

Notes

The Notes text box is used to enter notes regarding the request, or
enter the reference number when reordering an existing report. If the
Notes label is RED, then notes are mandatory. The use of notes is
controlled by the profile and can only be changed in the Profile
Setup. Please refer to Chapter 3, Configuring the Software for more
information on notes.
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5.4.3 Set Batch

The Ser Batch button brings up the Ser Baich selection window where
you can use standard Windows selection techniques to identify the
clients you want to include in batch processing.

§ld set Batch

[AMERICAN, AHDY. Select Al

Tum Batch On

Tum B atch O

ik

You can easily manage your batch processing requirements by using
the following options:

Select All | Selects all clients for inclusion in
batch processing.

NOTE: To select multiple
individual clients, use your
mouse and the <CTRL> key
to selectively choose those
clients to be included. To
select only a small group of
clients, use your mouse to
select the top member of the
group. Then hold down the
<Shift> key and “c/ick” the
bottom member of the group.
The whole group is now
selected.

Turn Batch On | Activates batch processing.

Turn Batch Off | Deactivates batch processing.

OK | Saves your changes and exits this
window.
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Comments

The Comments button brings up a comment window to enter more
detailed comments regarding this client or credit report.

. Comments for ANDY AMERICAN [ %]
| can enter my comments for Andy American here, :I
[ /|
Lancel Ok

To save your comments, “c/ick” OK. To exit without saving your
comments, “c/ick” Cancel.

To review comments for a specific client, “c/ick” on the client’s name
in the Request Status Window, then the Comments button.

Finding an Active Client

To sort your active client list alphabetically | Pfie: [546454 |
by last name, or first name simply “c/ick” Motes: [
on the Last Name, or First Name buttons. ssaels
To sort your active client list by Social ooilNome T FeiNams ot
Security Number simply “click” on the SSN :
CREDCO CHORLE 12
button.
When you find the client you want, simply
“click” on the client’s name and the client’s
information will be displayed in the Request
Window for review, update, or further
processing.
I &
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5.5 The Communication Status Bar

The Communication Status Bar displays various aspects of the
communications process when Instant Merge for Windows transmits
requests and receives reports. The information displayed in the
communication status bar is useful in the troubleshooting process.

Ist 2nd 3rd 4th 5th 6th

[Feady \FLIWDrderEd [ NotFiined [ User | 00:00

The Communication Status Bar consists of the following components:

Component Description

Message area — Used to display program
activity during report transmission and receipt.

Received Data Indicator — Monitors the receipt
of report data by displaying the total number of
bytes received for each report.

Pre-Report Status — Reflects the present status
of the current client’s report.

Post-Report Status — Reflects whether or not
your report has been printed.

Category — Indicates whether this Instant
Merge for Windows profile is presently being used
as a “Stand-alone” program (“User”), or if it is
being used with Instant Merge Server
(“Client”).

Activity Timer — Shows the connection time..
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6 Entering Applicant Information

When entering information in the Request Window, the text boxes
accept alpha or numeric values only:

¢ Required information is identified in RED.
¢ Do not use punctuation within any text box.
¢ Do nor use control characters within text box.

6.1 Entering Name Information

The first set of name text boxes is for the primary applicant. The
second set of name text boxes is for the applicant’s spouse. When
ordering an Individual report, only the Primary Applicant text boxes
are accessible.

¢ Do not request a joint report for unmarried applicants.
¢ If an applicant’s name is hyphenated or uses an accent, do ot
enter the hyphen or accent in the name field.

1. Enter the applicant’s last name, first name, and middle initial in
the respective text boxes.

2. Enter the Social Security Number in the SSN text box. Do not
use hyphens when entering Social Security Numbers. The
system enters the hyphens automatically.

3. Enter the applicant’s age or date of birth in the DOB text box.
When entering the date of birth, use the format MAMDDYY
(month, day, year) or MMYY (month, year).

4. The Gen drop down list box is used to indicate generation.
Select a valid entry from the list. Valid entries are JR, SR, 2, 3,
and 4 .

5. If thisis a joint request, enter the spouse information in the
Spouse portion of the window.
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6.2 Entering Address Information

56

The Request Window provides two sections for address information.
The first set of address fields is for the applicant’s current address.
The second set of address fields is for a previous address.

When entering address information, the text boxes accept alpha or
numeric values only:

¢ Do not use punctuation within any text box.
¢ Do not use control characters within text box.

There are three address types available for selection: Normal, P.O.
Box and Rural Route. When an address type is selected the text
boxes change to represent that address type.

The Normal option button is selected when you first enter the
address sections. Use the <Down Arrow> key to move to the
option button for the correct address type. A @ in the button
indicates the option button is selected.
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6.2.1 Address Type Normal

NOTE: Military addresses are entered using the
address type Normal. For detailed information, refer to
Entering Military Addresses later in this chapter.

- a

Address:
Hurr: Streat Marne: Apk: Dir
& Noimal [123 [MaIN STREET] [ N =]
= P.0.Box o State: Zip:
£ Rualfoute  [aNTASY ISLAND it =] feorao

1. Enter the number of the house address in the Num text box.
When entering the number of the house address, the system
does not allow you to enter spaces between numbers.

WARNING: If the numeric address is followed by a
fraction (such as % or ¥4), leave out the fractional
value. The system does not allow you to enter
fractional values. The system also does not allow alpha
characters in this field.

2. Enteronly the street name in the Streer Name text box. Direction,
such as SW, is entered in the Dir field.

3. When applicable, enter the apartment number in the Apt text
box. When entering an apartment number, do nor enter the #
(number) sign.

4. When applicable, select the direction code from the Dir drop
down list box. Valid entries are N, S, E, W, NE, NW, SE, and
SW.

5. Enter the city in the Ciry text box.

6. Enter the 2-character state code in the State text box, or select
the state code from the drop down list.

7. Enter the ZIP code in the Zip text box. The ZIP code must be a
valid code for the state entered in the State text box.

NOTE: Only the 5-digit ZIP code is accepted.
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Address Type P.O. Box

When P.O. Box is selected as the address type, the text boxes change
to represent that address type.

Address:
~ Bow Mo
MHormal |3444
G % City: State: Zip
£ RuralRoute 6 TASY [GLAND L =] [eo730

- - x

1. Enter the box number in the Box No text box. Do not enter the
letters PO or leave spaces within the box number. When
<Tab> is pressed, the system deletes the PO entry, leaving only
the numbers.

Enter the city in the City text box.

Enter the 2-character state code in the Stare text box, or select
the state code from the drop down list.

4. Enter the ZIP code in the Zip text box. The ZIP code must be a
valid code for the state entered in the State text box.
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6.2.3 Address Type Rural Route

When Rural Route is selected as the address type. The text boxes
change to represent that address type.

Addrezs:

Biox Mo Rural Route: Apt:
= Marmal IW IW I—
L P 2. ity State: Zip:
o [FANTASY ISLAND L =] [s0730

1. Enter the box number in the Box No text box.

CAUTION: Do not enter the letters PO, or leave
spaces within the box number. When <Tab> is
pressed, the system deletes the PO entry, leaving only
the numbers.

2. Enter the rural route in the Rural Route text box. Do not enter the
letters RR or leave spaces within the rural route number. When
<Tab> is pressed, the system deletes the RR entry, leaving
only the numbers.

3. When applicable, enter the apartment number in the Apt text
box. When entering an apartment number, do nor enter the #
(number) sign.

4. Enter the city in the Ciry text box.

5. Enter the 2-character state code in the State text box, or select
the state code from the drop down list.

6. Enter the ZIP code in the Zip text box. The ZIP code must be a
valid code for the state entered in the State text box.
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6.3 Entering Military Addresses
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When entering military addresses, use the following guidelines:

Address:
Murn: Street Mame: Apk: Dir:
9 Weme] [56 CO B HGG BN [ =
© P.O. Box City: State: Zip:
£ Rualfoute  [Ep0 NEW YORK [We =] [os54

- = 2w

¢ Select Address Type Normal
¢  Enter military addresses such as “CO B 56" HGG BN, FPO New
York, NY 09540” as follows:

Num field: 56

Street Name field: co B HGG BN
City field: FPO New York

State field: NY

ZIP field: 09540
¢ Enter military addresses such as “3199 Barrack D, FPO New
York, NY 09540” as follows:

Num field: 3199

Street Name field: Barrack D
City field: FPO New York
State field: Ny

ZIP field: 09540
¢  Enter military address such as “945382104 USS Enterprise, APO,
Miami, FL 34002” as follows:

Num field: 945382104

Street Name field: USS Enterprise
City field: Apo Miami

State field: FL

ZIP field: 34002
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7 Security and User Administration

Instant Merge for Windows provides a Security function that protects
access to the Instant Merge for Windows program. This function
allows the system administrator and multiple users to be setup with
user identifications and passwords. In addition, add, delete, and
update permissions can be allowed or disallowed for each user.

@= Instant Merge for Windows 2.0 H=E3
File Setup
=4 _ i 0 ) X
Send |1 [Dieactivate Secuity few Batch New Save Cancel Delete
[V Batch = Individual " Jont Repositaries: [ OR R [~ PN [~ TUC I | Profie: [PROFILE DESCRIPTION =]
| Primary Applicant: Hotes: [ADD & NOTE HERE
ypAE RICAN - |ANDY ;|
IR I MI'I_ Set Batch Comments I
SSH: |123-45-6456 A0e/D0B Ger: SR 'I
s o o= en Lagt Name | First Name | 55
poHE AMERICAM  ANDY 12
Last: [ First: | e[ CREDCO CHARLIE 12
SEN: | - - Age/DOB Gen: 'I
Box Mo Rural Route: Apt:
i Mormal |_3444 I—Md I—
¢ PO Box City: State: Zip:
£ Rurslfods — [EaTa5y 15LAND T =] [eo7ao
i~ Previous Address:
Nurm: Stieet Name: Apt: Dir:
(:_ Normal I LA I reel IName: I Pl I I J
 P.O. Box g 5 =
= Rural Route i iz i
[ = « Lr
| Ready [ | Completed | Printed | User | 0000
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7.1 Enabling the Security Function

In order to enable the Security
function, you must access the : :
Instant Merge Security window and VEACAE EE Uit
set up user identifications, passwords,

and privileges.

Enable Security

“Click” the Enable Security menu choice to open the Instant Merge
Security window and let you configure your security system.
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7.2 Adding the System Administrator

When the Instant Merge Security window is first displayed, notice
that the Administrator option button is the only one you can select.
Simply “click” on it to add a @ to the Administrator button and a ¢/
to the Add, Delete, and Update check boxes.

Instant Merge Security

— User Security Setup:
UszerD: Total Users:
| | o
Pazzward: Confirm Password:
W fdd
O User ¥ Delete
®) Administrator
¥ pdate

i [ | [elete | Save I Qancell

wiew Fasswer | E it |
4] 4 - |» Il

To finish setting up the user identification, password, and
permissions for the system administrator, follow these simple steps:

Step 1: USERID: Enter the system administrator’s user
identification in the User[D text box.

Step 2: PASSWORD: Enter the system administrator’s password
in the Password text box.

Step 3: VERIFEY: To verify the password, re-enter the password in
the Verify text box.

Step 4: PRIVELEGES: Ensure that the system administrator has
add, delete, and update privileges. “Click” on the Add,
Delete, and Update check boxes, so that an ¢ appears in
each box.

Step 5: SAVE.: Click on Save to save the information.
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After the information is saved, you can access all of the other
buttons at the bottom of the window.

Button Action

New Displays a blank Instant Merge
Security window

Delete Deletes the currently displayed user

Save Saves the information entered in the
window

Cancel Cancels the window and discards
unsaved information

View Password Displays the password in the
Password text box

Exit Exits the Instant Merge Security
window

The Security window has a Scroll Bar at the bottom of the window to
allow you to administer the users by simply scrolling through the
users’ records.

« 4] User v ]

NOTE: The UserID name is displayed in the center of
the Scroll Bar for your convenience.
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7.3 Adding Users

Additional Instant Merge for Windows
users can be added through the Instant
Merge Security window. Simply “click”
on the Maintain Security menu option on the Security menu to
activate the Instant Merge Security window.

M aintain 5 ecurity

Deactivate Security

Inztant Merge Security

— User Security 5etup:
Usger|D: Total Users:
| | 1
Pazzword: Confirm Pazzwond:
[~ Add
®) |zer ™ Delet
C) Administratar e
[~ Update
Tl | [elete | Save I LCancel |
wiewy Fasswend | E =it

|
444 }|»I|

Then follow these simple steps:

Step 1: NEW: Click on the New button on the Instant Merge
Security window. A blank window is displayed.

Step 2: USERID INFO: Enter the new user identification,
password, and the access privileges you want this user to
have.

Step 3: SAVE: “Click” on Save to save the information.

Step 4: CONTINUE: Continue to add users by clicking on New,
entering the user information, and clicking on Save.

Step 5: EXIT: When you have entered all users, click on Exit to
close the Instant Merge Security window.
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7.4 Deleting Users

To delete a user from the system

simply “click” on the Maintain Security
menu option on the Security menu to
activate the Instant Merge Security
window.

M aintain 5 ecurity

Deactivate Secunty

1. Use the scroll bar at the bottom of the Instant Merge
Security window to scroll to the user you want to delete.

“|4] User AL

2. Press the Delete button.

Instant Merge 5ecurity

—Uszer Security Setup:
UserlD: Total Users:
|Llser | 2
Pazzword: Canfirm Passwaord:
v Add
@ zer I Delet
C Adriristratar e
[T Update
Hew ( Delete LCancel |
Wiew Pasaword | Exit |
44| 4 Uszer r |»I|

3. You will be asked if you really want to delete this security
record. If you do, “click” on the OK button, if not then
“click” the Cancel button.

Security

@ Delete the cument security record?

Cancel |
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7.5 Deactivate Security

To deactivate security, simply “click” on
the Deactivate Security menu option on the
Security menu to activate the Instant
Merge Security window.

Maintain Security

You will be warned that this will permanently remove all security
from the system.

Remove Security

° Thizg will remove all security from the spstem... procesd?

NOTE: Removing security from your system will
require that you start over entering users and their
access the next time you want to add security back to
your system.

To permanently remove security from your system, “click” the Yes
button, otherwise “click” the No button to keep your present security
configuration.

The complete removal of security from your system will be
confirmed with the following window.

Remove Securily [ ]

@ Security system deactivated!

“Click” on the OK button to continue.
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7.6 Working with Security Enabled

Once the Security function is setup and activated, Instant Merge for
Windows displays the Security window each time the software is
started.

Enter UserlD and P d:
UsgerlD: Pazsword

You must enter your user identification and password to access the
Instant Merge for Windows program.
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8 Ordering Reports

Credit data for a particular borrower can be reported differently by
each of the three national bureaus. These bureaus also have
geographical areas in the country where their data collection and
coverage vary. Instant Merge for Windows simplifies the credit

report process for you. Instant Merge for Windows uses powerful
patented merge logic to compare twelve credit and public record
variables, and eliminate duplicate tradelines. Instant Merge for
Windows then presents the strongest tradeline or public record data in
an easy-to-read report.
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Instant Merge for Windows allows you to order single or multiple
reports (batch processing). Additionally, you can reorder an existing

report, or reorder an incomplete report.

Under normal circumstances, Instant Merge for Windows delivers a
single standard credit report in minutes — depending on the speed of
your computer and your modem.
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8.1 Ordering a Single Report
To transmit a single request for an Instant Merge credit report
follow these simple steps:

Step 1: Select the client you wish to submit a request on. This must
be the client visible in the Request Window.

@™ Instant Merge for Windows 2.0

0 =] 7 =

Save Cancel Delete

Notes: |
irst: IANDY ;|
e bl l_ Set Batch Comments |
L ! Age/D0B: I Ger: [JR 'l T =
pouse: (ererica) anow 1z
Last: [AMERICAN First: [BMY M CHARLIE 12
S5N: |123-45-B458 Age/D0B: I Gen: 'l
Murm: Street Mame: Apt: Dir:
o e ER SR W =
¢ P.0. Box City: State: Zip:
£ Rualfiewts [ Tasy SLAND it =] [eo7an
~ Previous Add £
& Normal MHum: Street Name: Apk Dir: J
i P.0. Box IE 3 I 7 I
= Rural Route I tale 2
[ = « b
|
| Ready [ | Complsted | F‘rintad\ | User | 0000

If not, select the client by clicking on the client’s name in
the Request Status Window. When the name of the client you
want to submit a report on appears in the Request Window
you are ready for Step 2 below.

Step 2: Then click on the Send button located on the Button Bar.

sﬁdx @|@ ol g | » | %

ISEEnTEE! Print igw Batch M Save Cancel Delete

70 Ordering Reports



Instant Merge® for Windows

8.2 Ordering Multiple Reports

To transmit multiple requests, commonly referred to as batch
processing, follow these simple steps:

8.2.1 Group Identification

Step 1: Identify the clients to be included in the batch request. In
the Request Status window, “click” the Set Batch button to
identify the requests you want to transmit.

&= Instant Merge for Windows 2.0
Eille Setup Secuity Help
)
Cancel
Prafile: |5464954
AMERICAM First |[&NDY
| (i
son; [123-45648 Age/DOB: | Gen[IR =
g - Last Name First Name 55
[T EMERICEN  ANDY 12
Last; [AMERICAN First, [ty i CREDCO CHERLIE 12
s5n. [123-456456 Age/DOB: | Gen| <]
[ Address:
Murn: Street Mame: Apt Dir
@ i [iz2 [12313fDRLSDRAIL | W =]
€ PO.Box Cityr: State: Zip:
£ RurslRouts e TASY [SLAND it =] [coran
- Previous Address:
& ] INum Street Name: IApl ID\r =
 P.0. Box T ) =
1~ Rural Route L 2 i
[ = ol [
| Fieady [ | Completed | Printed User | 0000 4

Step 2: SET BATCH: The Set Batch button brings up the Set Batch
selection window. You can easily select all clients for
inclusion in batch processing by using the Select All
button.

§ld set Batch

AMERICAN, ANDT m’
Tum Batch On |
Tum B atch O |
oK |
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Step 4:

Step 5:

Send
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You may also use standard Windows selection techniques
to identify the clients you want to include in batch
processing.

To select multiple individual clients, use your mouse and
the <CTRL> key to selectively choose those clients to be
included. To select only a small group of clients, use your
mouse to select the top member of the group. Then hold
down the <SHIFT> key and click on the bottom member
of the group. The whole group is now selected.

Wi Set Batch

AMERICAN, ANDY

CREDLT, CHARLIE St ]

Tum Batch On '

Turn Baetch OFf

_ x|

TURN BATCH ON: Once you have identified the clients
to be included in the batch process, “click” on the Turn
Batch On button to activate batch processing. To
deactivate batch processing, “click” on the Turn Batch Off
button.

EXIT: “Click” on the OK button to leave this window and
return to the Request Window.

PROCESS BATCH: “Click” on the Batch button located
on the Button Bar.

T & 3] b
[isCantest Pritit Wigw Batch Mew Save Cancel Delete
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Individual Identification
Step 1: SELECT CLIENT: Select the client you wish to include in

the batch request by “clicking” on the client’s name in the
Request Status Window. When the name of the client you
want to submit a report on appears in the Request Window

you are ready for Step 2 belg

@™ Instant Merge for Windows 2.0
File Setup Secuwity Help

First: [ANDY

Age/DOB: I

Motes: |
Ml: IJ_ \h Set Batch Comments |

L - AToTHameN | FirstName | 5%
Spouse: \JAMERICA)  ANDY 12
Last [SHERIOY First: [BMY M CHARLIE 12
S5N: |123-45-B458 Age/D0B: I Gen: 'l
Num:\ Street Mame: Apt: Dir:
o e [iz3 JZAFORLEDFBIL || W =
¢ P.0. Box City: State: Zip:
® el [FNTAVTSLANDN =] [eo70
~ Previous Add £ \
& Normal INum: IStraat Mame? i‘%pt: i:)u: J
 P.0. Box \
Cit tate: Zip
= Rural Route 2 I e J I 2 | [
e 1 [
| Ready T\ | Complsted | Printed | User | 00:00 ¢

Step 2: SET BATCH: “Click” on the Batch check box so that a ¢/
appears in the box, thus adding this client to a batch

request.
Step 3:

CONTINUE: Continue to add clients to the batch process

by repeating Steps 1 and 2 above until you have identified
all of the clients you want included in the batch request.

Step 4:

PROCESS BATCH: Then click on the Batch button
located on the Button Bar.

= & X3 x
Send | iscannest Print igw Batch M Save Cancel Delete
73

Ordering Reports




Instant Merge® for Windows

8.3 Reordering an Existing Report

8.3.1

74

Have ever wished that you had not been is such a hurry to delete a
report? If so, the following information will be very useful, and
might even save you some money.

You can reorder that report in one of two ways — depending on
how long ago you originally got the report.

Reordering a Report Within Five Days

To reorder a report within five (5) days of the original report request
date, follow these simple steps:

Step 1: Reenter the information exactly as you did for the initial
report. You can specify a different format type at this time.

= Instant Merge for Windows 2.0 |_ (O] =]
Fle Setup Secuwity Help
& O =] gl x
Pritit New Save Cancel Delete
IV Batch ¢ Individual & Joint Repostories: |10 OR EF< ™ WPN [~ TUC ¥ | Profile: |5464654 -
~ Primary Appli Notes: I
[T LM E BRI AL First: JANDY MI: |
= 1 I I_ Set Batch Comments
SSH: |123-45-6456 Age/DOB: Gen; [/R vl
s 5 g Last Name First Mame 55
L= AMERICEN  ANDY 12
Last: [AMERICAN Fist [AMY w CREDCO CHARLE 12
SSH: |123-45-6456 Age/D0OB: Gen 'l
L Street Mame: Apt Dir:
(o i) [iz3  [iZ31FDRLSDRAIL | W=
" P.0. Box City: State: Zip:
£ RuelReuts o Tasy SLAND [t =] [eo7a0
~ Previous Add 2
Nuri: Street Marne: At Di
o I um 1eet M ame: Ip I ir J
" P.0. Box m St =
" Rural Route £ == 2
[ = 4 | ®
| Ready [ | Completed | Prited | User | 0000 2

Step 2: Then click on the Send button located on the Button Bar.

m/ _
gﬂx@|@annx

ISEOnEEE Pritit Wigw Batch Mew Save Cancel Delete
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The First American CREDCO computers store reports for ready
access for five days. The computers compare the information you
send and, if it exactly matches a report that was run within five
days, the report is recreated without querying the repositories.

NOTE: A report that is reordered within five days of
the original report must be ordered with all
information (except format type) exactly as the
original. Any deviation, or altered information, is

interpreted as a new report request and does nor result
in a reorder.
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Reordering a Report After Five Days

If more than five days have passed from the date of the original
report, use the following steps to request an additional copy from
First American CREDCO.

Step 1: Locate the reference number of the report you wish to
reorder. The key to obtaining a duplicate of a report that
was previously ordered is the reference number. This
reference number is found at the top, right, corner of the
returned report.

= Print Preview

Prepared for: LOANFINDER INC.
Fepositories: EFX-I,XPN-I,TUC-I
Sub: CREDCO, CHARLIE R. Ssn: 111-22-3333 hge: 38
Curr Addr: 2865 SE 1015T AV, PORTLAND, DE 97011
SUMMART
ACCOUNT DISTRIBUTION CURRENT STATUS (tradelines)
Account Type Count  Balance Payments Curr Clsd Unrt 30 60 90+
Real Estate 1 94,312 5962 1 - - - - -
Instal lment 5 §10,332 §338 2 3 - - - -
Revalving 9 g0 $0 9 - - - - -
Other 1 §106 40 - - - - - 1
Total 16 §104,750 §1,300 12 3 - - - 1
INQUIRIES PUELIC FECORDS HISTORICAL DELINQUENCIES (count)
& Month Total o EFX 1 Account Type LastDlg 30 60 90+
Elim. sawe day - 0 KPN o Real Estate - - -
Adjusted Toral o THE 2 Installment 07/94 1 1 -
New Tradez(6 mths) 0 Last zyrs ¥ Revolving 01795 2 - -
Other 08/80 - - 1
Oldest Trd: 06783 On File: 02/78 Total 3 1 1
BUREAU SCORE INFORMATION
EFX Point Score not provided.
XPN Point Score not provided.
TUC__Point Score not provided. B
4] 1ot M|  Zoom [0 =k i
g Start| 7 Instant Merge for Windows. | [ 035aM

NOTE: You must know this number in order to
obtain a duplicate of the report. If you have no record
of the reference number, contact the First American
CREDCO Help Desk for assistance.
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Step 2: Find a Request window to work from. You can use an
existing Request window that has been completed, even
though the data belongs to another applicant, or you can
use a blank Request window.

CAUTION: If you reorder using an existing Request
window, the reordered report overwrites the existing
report of the other applicant. This results in the loss
(deletion) of that applicant’s report.

Step 3: If you choose to work from a blank Request window, you
must enter information in all mandatory fields.

Step 4: Enter the 15-digit reference number in the Nores field of the
Request Status window using the following format:

REF-####AHHRBAHHA#H
where the REF entry signals Instant Merge that a

duplicate report is requested and each # indicates a digit in
the reference number of the report being reordered.

Note: Even though the reference number on the report
contains hyphens, do not enter these hyphens when
reordering a report.

The reference number must be entered exactly as shown
above.

WARNING: If it is not entered in the correct format,
you do not receive a duplicate report. Instant Merge
returns an error message or processes a completely new
report.

Step 5: Then click on the Send button located on the Button Bar.

Y /
Send ISEEnTEE!
N

Batch

O

M

X

Delete

Save

']
Cancel

§|@t

Print igw
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8.4 Reordering an Incomplete Report

78

When a report is ordered from Instant Merge, Instant Merge
accesses the credit repositories to obtain the requested information.
One or more of these repositories may not be available at the time of
your request. When this occurs, the returned report contains the
message “possible incomplete data”.

Reorder the report using the procedures in the previous section —
Reordering an Existing Report. When the report is reordered, Instant
Merge again attempts to obtain information from any repositories
that were unavailable at the time of the initial request.

NOTE: Instant Merge does not charge for access to
an unavailable repository until it successfully obtains
the requested information.
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9 Viewing, Printing, and Deleting Reports

Instant Merge reports are delivered to your computer after
processing is completed. You can view, print, and delete the reports
at any time after receiving the completed report.

&= Instant Merge for Windows 2.0 [_[O] =]
S8 Setup  Security Help
Select Database E B. 0 ']
Send int View Batch New Save LCancel Delate
WfEearest cint  Repositories:[0 | OR EFRX [~ | 3PN I~ TUC ™| Profile: [FROFILE DESCRIPTION
Print
Mates: JADD A NOTE HERE.
e Fist: [aNDY M
atc Set Batch Comments
o Fii Age/DOB I Gen: |SR 'I —I _—I
MBI Last Warne First Mame ot
SRl FiTeD . o AMEFICAN  ANDT Tz
t: I £ i
Vit s, Wil CREDCO CHARLIE 12
View Trans Log Age/DOB I Ger: 'I
View Customer Report
Clear Transactions b Fural Route Ant
B [ass |
i
— State: Zipr
& RuralRoute  [EayTag 1SLAND [t =] [s0730
Previous Addiess:
Murn: Street Name: Apt: Dir:
% Ml I L I reet Mame: ID I [; =
-
£ P.0.Box
 Fural Bout City: State: Zipr
ural Route
[ =] ! [
|Ready [ | Completed | Printed | User [ 0000 2
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9.1 Viewing Reports

80

To view a report, follow these simple steps:

Step 1:

= Instant Merge for Windows 2.0 | _ (O] |
File Setup Security Help

Send

[isconnest

In order for Instant Merge for Windows to display the
proper report, the client’s name must first be visible in the
Primary Applicant text box in the Request Status window.
You may need to “click” on the client’s name in the Request
Status Window to make that client “active”, before you will
be able to view the correct report.

B

Eteh

Kl
Cancel

& [&

Frint | Wiew

0

Iew

Save Delete

I Baich ( Individusl  Joit Pepesitories:[17 OR ERR I %PN [~ TUC ¥ | Profil: [5464854 =l

First: IANDY MI.IJ_ — . :
Age/DOE: o | _SeBaich | Commerts |

~ Spouse:

ERTan

Last: [AMERICAN | First [Ahy me[ REDCO 12
| You can view Andy el Sk
| American’s report. o z
eae T JTZTFORLSDFAIL L~ v El
C/Ruadfl You cannot view Charlie Credco’s report
[Frevieusd  yntil hiis name appears in the Primary
:': o™ | Applicant text box. “Click” on his name to
r rusird make Charlie Credco the active client.
T T E L —— 1 | 1
| Ready [ ( | Completed | )Prmted | User | D000z
Step 2: Check to see the report has been successfully returned from
Instant Merge. If so, the message “Ordered” or
“Completed” will be visible on the Communications Status
Bar. If you are using Instant Merge for Windows as a
“stand-alone” application, the message will be “Ordered”.
If you are using it with Instant Merge Server, the
message will change to “Ordered” when the credit request
is sent to the Server, and changes to “Completed” when
the Server completes its processing and returns the final
report.
Step 3: “Click” on the View button, located on the button bar.
@ = =] (& 0 "] © X
Send | Disconnzst Print Wign Batch Mew Save Cancel Delete
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Step 3: The Print Preview window allows you to preview the
Instant Merge report on your screen. The sample report
shown below was created using the F1 data format.

CREDCO INSTANT MERGE DECISION MAKER 01/27/99 Ref: 0-00000-000000-000
Prepared for: LOANFINDER INC. Accrtr 12345
Repositories: EFX-I,XPN-I,TUC-T Reprint: 02/05/99 Notes: NOTES FIELD
#ub: CREDCO, CHARLIE R. 8sn: 111-22-3333 Age: 38
Curr Addr: 2865 SE 1013T AV, PORTLAND, DE 87011
SUMMART
ACCOUNT DISTRIBUTION CURRENT STATUS (tradelines)
Account Type Count  Balance Payments Curr Clsd Unrt 30 60 90+
Real Estate 1 §94,312 £962 1 - - - -
Installment 5 §10,332 $338 z 3 - -
Revolving a 0 50 9 - - - - -
Other L §106 §0 - - - - - 1
Total 16 104,750 1,300 1z 3 - - - 1
INQUIRIES PUBLIC RECORDS HISTORICAL DELINQUENCIES [count)
& Month Total o EFX 1 Account Type LastDlg 30 60 90+
Elim. same day - 0 XPN o Real Estate - -
Adjusted Total ) TUC Z Installment 07/94 1 -
New Trades(6 nths) 0 Last 2yrs N Revolving  01/85 z - -
Other 08/90 - - 1
Oldest Trd: 06/83 On File: 02/78 Total 3 1 1
BUREAU 3CORE INFORMATION
EFX Point Score not provided.
XM Point 3core not provided.
TUC _Point Score not provided n
4] 4] 10t4 D] Zoom [0 = = | l
i Stant| 25 Instant Merge for Windaws [ Toasam

The current page number of the report is shown on the Print Preview
tool bar, at the bottom of the window.

i 1001 )r M| Zoom [l = a8 |
N

Additional functions can also be selected from the tool bar.

P Click this icon to move to the
beginning of the report file.

4 Click this icon to move one
=1 page to the left in the report
file.

9 Click this icon to move to the
=1 end of the report file.

b Click this icon to move one
page to the right in the report
file.
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zoom: 100 »] Use the Zoom drop down text

box to enlarge or reduce the size
of the displayed report.

You can use the Scroll Bar at
the bottom of the screen to
move “left” or “right” to see
more of the transaction log.

= Print: “Click” the printer icon
to print the report on your
default printer.

[ Exit: “Click” this icon to close
the Print Preview window and
return to Instant Merge for
Windows.

r="11 Margins: “Click” this icon to
z==21 adjust the margins for your
printed report.

= Report Margins B

—Margins —
Top [ 05 |9 _ o |
Default

Right

(05 |8

Botam [ 05 [3

Use the margin windows to adjust the top,
bottom, left, or right margins. When you are
finished, click OK to save your changes and exit.
Click Cancel to exit without saving your
changes. To restore your margin settings to the
default system margins ( ¥2”), click the Default
button.
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9.2 Printing Reports

9.2.1

Instant Merge for Windows stores completed reports as a permanent
part of each client’s record. When you delete the client record, you

delete the associated report.

Reports may be printed automatically or manually.

Automatic Printing

To automatically print reports when they
are received select the Auro Print option on
the File menu to setup Instant Merge for
Windows to automatically print all
incoming credit reports. This feature is
active if you have ¢ in the margin beside
the menu choice. “Clicking” on this option
will toggle the feature “on” or “off”.

All credit reports will be printed to your
default printer.

Other printing options, such as selecting
which printer to print to, are available
from File — Select Printer on the menu bar.

Select Databaze

Send
[rsEatteEt
Print

Wigw

Batch

At Print
Select Printer

‘Wiew Error Log
Wiew Trans Log
Wiew Cuztomer Beport

Clear Transactions

Exit

For additional information, refer to your Windows documentation,
or contact the First American CREDCO Technical Support.

Viewing, Printing, and Deleting Reports
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9.2.2 Manual Printing

To print a report manually, follow these simple steps:

Step 1: In order for Instant Merge for Windows to print the proper
report, the client’s name must first be visible in the Primary
Applicant text box in the Request Status window. You may
need to “click” on the client’s name in the Request Status
Window to make that client “active”, before you will be able
to print the correct report.

= Instant Merge for Windows 2.0 [_ O] ]
File Setup Securty Help

é|m Dl @ | = | x

Send | Dissonmest Frint Wiew Eateh New Save Cancel Delete

[ Batch ¢ Individual ¢ Joint Repostories: [T OR ER¢ ™ ®PN [ TUC ¥ | Profil: \EEE =l

Hotes: I

First: [ANDY Wi
SetBaich | Comment
AgemB:[ benfr =] e Batcl omments |

Last. [EMERICAN | First [AMY ME[

| You can print Andy sonf 3]
American’s report. A

T TZ3TSFDRLSDFAIL h -
€ P.0.Box I I 5 I " I/J
ate: Zip:

Cityr:
" Rural Route AN,

i

~ Spouse:

 Previous Address: You cannot print Charlie Credco’s report
Num 3 - g 0

& Homal r until his name appears in the Primary

©)PD. Box gy | Applicant text box. “Click” on his name to
e

" Rural Route A . A
make Charlie Credco the active client. v
| Ready [ | Completed | Frinted | User | 0000 2

Step 2: “Click” on the Print button, located on the button bar.

A a )= D[ || = | %

Send | Discanmect Print Wiew Batch Hew Save Cancel Delete
New You may also use the Print SelE ElEbeeD
SaE option on the File menu, or “right
EaTCtel click” with your mouse to bring

===

up the “pop-up” menu. Then
select the Print option.. Bty

4/ Auta Print

Select Printer

<

Wiew Emror Log
Wiew Trans Log
Wiew Cugtomer R epart

Clear Transactions

Exit
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9.2.3 Reprinting an Existing Report

When Instant Merge returns a report, it electronically stores the
report on your computer. Provided you have not, at any time,
selected the report for deletion, you can print an additional copy of
the report from your computer.

To reprint an existing report refer to the preceding paragraph,
Manual Printing. If you have previously received a report and since
deleted it from your computer, refer to Reordering an Existing Report.
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9.3 Deleting Reports

9.3.1

86

Instant Merge for Windows stores completed reports as a permanent
part of each client’s record. In order to delete a report, you must
delete the associated client record.

To delete a report or multiple reports, follow these simple steps:
Deleting Records by Name

Step 1: Click on the Delete button on the button bar.

\u"\ew Batch New Save Cancel ®

Step 2: The Delete Records window is displayed.

Send D\scnnnecl F’nnt

= Delete Records

Select Al |
Celete Selected |

Celete On and Before:
01./06/99

Delete By Date

i

Step 3: SELECT ALL: You may select the clients individually
using standard selection methods or simply click on the
Select All button if you wish to mark all clients for
deletion.

To select multiple individual clients, use your mouse and
the <CTRL> key to selectively choose those clients to be
included. To select only a small group of clients, use your
mouse to select the top member of the group. Then hold
down the <SHIFT> key and click on the bottom member
of the group. The whole group is now selected.
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Step 4: DELETE SELECTED: To actually delete the selected
records, “click” on the Delete Selected button.

Note: No client records/reports are actually
deleted until you click the Delete Selected button.
Be careful, selected records will be permanently
deleted — there is no “undo”.

Step 5: You will be given one last chance to change your mind,
when the following window “pops-up”.

Instant Merge for Windows 2.0

& Thiz will permanently delete the selected customers from the databaze. Proceed?

Cancel |

Step 6: FINISH: “Clicking” the OK button will permanently
remove the selected records. “Clicking” the Cancel button
will return you to the Delete Records window without
deleting any records.

9.3.2 Deleting Records by Date

To delete records based on the date they were entered, follow Steps 1
and 2 above first, then follow these additional steps.

Step 3: DELETE BY DATE: Enter the date in the Delete Before
window. You may also use the up or down scroll arrows to
find your desired date.

/N

01/06/99 @H

You can also “click” on the W arrow to search for your date.
This will bring up a calendar that can be used to select the
date desired.
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Step 4:

Step 5:

Step 6:

Instant Merge® for Windows

December 1338
Sun| Mon| Tue|“Wed Thu| Fri | Sat
1 2 3| 4|5
E 7| B g 10 11 | 12
13 | 14 [ 15 | 16 | 17 | 18 | 19
20 21 |22 23|24 25| 26
27 30 A

Kl o >

Simply find your desired date by using the scroll bars at the
bottom of the calendar to find the correct month and year.
When you “c/ick” on the day of the month that you want,
that date is reflected in the Delete Before window.

After you have identified and entered the date in the Delete
Before window, “click” on the Delete By Date button to delete
these records.

NOTE: This feature will delete records entered on
and before the date in the window.

To actually delete the selected records, “click” on the Delete
Selected button.

Note: No client records/reports are actually
deleted until you click the Delete Selected button.
Be careful, selected records will be permanently
deleted — there is no “undo”.

You will be given one last chance to change your mind,
when the following window “pops-up”.

Instant Merge for Windows 2.0

& This will permanently delete the selected customers from the databaze. Proceed?

Cancel |

Step 7:

“Clicking” the OK button will permanently remove the
selected records. “Clicking” the Cancel button will return
you to the Delete Records window without deleting any
records.
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10 Viewing and Clearing Logs and Records

Select [ atabaze

Instant Merge for Windows provides

an active customer report and Serd
transaction and error logging. The Diszonmest
Customer Report displays a list of Print
active clients and their associated i
comments. The Error Log displays the Bateh:
date, time, error code, and a

description of the error. The v At Print

Transaction Log displays the date and SgleetPrmter—__

time of each transaction.

All users can view and clear the
Transaction Log, They may also view

Wiew Tranz Log
Wiew Customer Report

the Error Log and the Customer
Report. Clear Transactions /

r——
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10.1 Viewing the Error Log

Select Database

=l . . .
B To view the Error Log, select File — View Error
[ERETTEED c

Frint Log
Yiew
Eiateh

¥ Auta Print
Select Printer

Emor Log
Wiew Trans Log
iew Customer Report

Clear Transactions

Exit

The Error Log window is displayed.

= ErmorLog
Date Time Error Code & Text
08/26/1998 01:52 BM Code -903: It appears that the phone mumbers are inv

alid. Please check your phone numbers setup infor
mation in the Phone Numbers Setup section of the s
etup menu. For additional information please cont
act technical support.

08/26/1998 01:52 M Code -903: It appears that the phone numbers are inv
alid. Please check your phone numbers setup infor
mation in the Phone Numbers Setup section of the =
etup menu. For additional information please cont
act technical support.

08/26/1998 01:52 BM Code -1006: There is no dialtone. Please ensure tha
t your phone line is connected properly to your mo
dem and functional. If the problem persists pleas
e contact technical support.

W v 0% zeem[m ]

The current page number of the Error Log is shown on the Error Log
tool bar, at the bottom of the window.

WAl 1o ) 21| Zeom[io =] ST
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Additional functions can also be selected from the tool bar.

P Click this icon to move to the
beginning of the error log file.

4 Click this icon to move one
Z—1  page to the left in the error log
file.

M Click this icon to move to the
=1 end of the error log file.

b Click this icon to move one
page to the right in the error log
file.

Zoom: [100 =] Use the Zoom drop down text
box to enlarge or reduce the size
of the displayed error Log.

You can use the Scroll Bar at
the bottom of the screen to
move “left” or “right” to see
more of the error log.

= Click on the printer icon to
print the error log on your
default printer.

[ Click on this icon to close the
View Error Log window and
return to Instant Merge for
Windows.

r==1| Click this icon to adjust the
====1 margins for your printed report.
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= Report Margins B

— M 1
argins oK
Diefault
Left Eight
(15 & (o5 3
Botom [ 05 |2

Use the margin windows to adjust the top,
bottom, left, or right margins. When you are
finished, click OK to save your changes and exit.
Click Cancel to exit without saving your
changes. To restore your margin settings to the
default system margins ( ¥2”), click the Default
button.
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10.2 Viewing the Transaction Log

Select Database

Send
Fresmmmash To view the Transaction Log, select File —

Frint View Trans Log.
Yigw
Bateh

v Auto Print
Select Printer

Yiew Errar Log

T g
Yiew Cuztamer Bepart

Clear Tranzactions

Exit

The Transaction Log window is displayed.

1l
= Transaction Log H=] E3
=
Instant Merge for Windows Transactiom Le—
AMERICAN GENERAL 200-20-2000 01/25/99 16:15:1
CREDCO CHARLIE 123-45-6789 01/22/99 16:15:1
CREDCO CHARLIE 123-45-6789 01/22/99 18:07:1
CREDCO CHARLIE 1253-65-4654 01727799 12:58:4
CREDCO CHARLIE 1253-45-6789 01722799 18:11:0
CREDCO CHARLIE 123-45-6789 01/22/99 18:04:3
CREDCO CHARLIE 123-45-6789 01/22/99 18:01:0
CREDCO CHARLIE 123-45-6789 01/22/99 16:18:3
CREDCO CHARLIE 123-45-678% 01/22/99 17:58:5
CREDCO CHARLIE 123-45-6759 01722799 16:28:1
=
4 »
W4 1ot1 B|M Zoom: [100 = = n |

The current page number of the Transaction Log is shown on the
Transaction Log tool bar, at the bottom of the window.

i 1001 )r M| Zoom [l = a8
N
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Additional functions can also be selected from the tool bar.

4

Zoom: 100 LI

94

Click this icon to move to the
beginning of the transaction log
file.

Click this icon to move one
page to the left in the
transaction log file.

Click this icon to move to the
end of the transaction log file.

Click this icon to move one
page to the right in the
transaction log file.

Use the Zoom drop down text
box to enlarge or reduce the size
of the displayed Transaction
Log.

You can use the Scroll Bar at
the bottom of the screen to
move “left” or “right” to see
more of the transaction log.

Click on the printer icon to
print the transaction log on
your default printer.

Click on this icon to close the
View Transaction Log window
and return to Instant Merge
for Windows..

Click this icon to adjust the
margins for your printed report.
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= Report Margins B

— M 1
argins oK
Diefault
Left Eight
(15 & (o5 3

Botam | 05 o

Use the margin windows to adjust the top,
bottom, left, or right margins. When you are
finished, click OK to save your changes and exit.
Click Cancel to exit without saving your
changes. To restore your margin settings to the
default system margins ( ¥2”), click the Default
button.
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10.3 Clearing the Transaction Log
To clear the Transaction Log, select File — Clear Transaction Log. A

delete warning window is displayed.

Instant Merge for Windows 2.0

@ This will delete all entries in the Transaction Log. Once deleted, the transaction log cannot be recovered. Proceed?

Cancel |

To delete all entries in the Transaction Log, click on the OK button.
An information window confirms that the Transaction Log was
successfully deleted. Click on the OK button.

Instant Merge for Windows 2.0 B

@ The Tranzaction Log was sucessfully deleted.
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10.4 Viewing the Customer Report

Select Databaze

Send
[ieeannest
Frint

Wi
Batzh To view the Customer Report, select File —
Customer Report.

v Ao Print
Select Printer

Wiew Ermor Log
Wiew Trans Log

Clear Tranzactions

Exit

The Customer Report window is displayed.

1
=, Customer Report [_[O[x]
Instant Merge for Windows Customer Report —
AMERICAN ANDTY 123-45-6456 01715499 I can enter my comments for this
CREDCO CHARLIE 123-565-4654 01/26/39 I can enter comments here for Che

‘ » o
M4 vetr P zoomfio =] S @13 |

The current page number of the Customer Report is shown on the
Customer Report tool bar, at the bottom of the window.

[l 1ot )y M| Zoom: [0 gLy
N
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Additional functions can also be selected from the tool bar.

4

=]

Zoom: |100 LI

98

Click this icon to move to the
beginning of the Customer
Report file.

Click this icon to move one
page to the left in the Customer
Report file.

Click this icon to move to the
end of the Customer Report file.

Click this icon to move one
page to the right in the
Customer Report file.

Use the Zoom drop down text
box to enlarge or reduce the size
of the displayed Customer
Report.

You can use the Scroll Bar at
the bottom of the screen to
move “left” or “right” to see
more of the Customer Report..

Click on the printer icon to
print the transaction log on
your default printer.

Click on this icon to close the
View Customer Report window
and return to Instant Merge
for Windows..

Click this icon to adjust the
margins for your printed report.
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= Report Margins B

— M 1
argins oK
Diefault
Left Eight
(15 & (o5 3

Botam | 05 o

Use the margin windows to adjust the top,
bottom, left, or right margins. When you are
finished, click OK to save your changes and exit.
Click Cancel to exit without saving your
changes. To restore your margin settings to the
default system margins ( ¥2”), click the Default
button.
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