Confirmation.com Quick Reference Guide

o Confirmation.com

Step 1: Add Accounts

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

Choose account type: Choose which account type

you would like to add to Confirmation.com.

&)

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

Accounts Receivable
Choose this for Accounts Receivable confirmations

Accounts Payable
Choose this for Accounts Payable confirmations

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

Legal
Choose this for Legal confirmations

Enter contact information: For confirmations
intended for a recipient that is not yet registered

1 Choose Type Search and select a Financial

Search

responder:

| Partner Bank

|

2 Select Responder

Responder Name

with Confirmation.com, basic contact information ... -

such as a physical address and/or email address ..
is required. ——

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

-

MNew Responder close

seanch again

Responder Contact Name *

Responder Email * Confirm Emall *

Language

| Electroni ¥ Faper

Copyright 2016, Confirmation.com

Engshius_english)

Attention

Address 17

Address 2

¥ located ingide the United States

City © State " Zip Cade ~
Phane Ext. Fax
* Denotes requied field

=
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Step 2: Upload

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

£ QUICK LINKS import Rospenders - Slect Type

Filter |Sele

Field Mame Search Criteria

= Add New Client e B 88 reouis founo Upload Responders
Please select the type of responders you will be importing. The import feature can only process one Responder Type per file.
. Respondera Ty
= Add Client Accounts st =
15t Capital Bank Financial -
=+ Request Client Authorization S Conpay ElesmaRes) o
Agere Systems Company (ARIAR) <. Financial
- - | w Choose this for bank confirmations or similar. Examples include Asset confirmations, liability
bed RE&SSIQH Client Agere Systams. Company (ARIAR) confirmations, and other instruments held by financial institutions.
Allizd Communicalions Company [ARAF) A
Allied Communicatons Company (ARIAF) [Lunmau'.r (ARSAR) i
American Mational Bank Financial = Company
Manage Qut-of-Network Responders ausl, ik Company (ARIAR) = Choose this for Accounts Receivable and Accounts Payable confirmations
Allanbc Capital Bank Fmancl
BAC Florda Bank Financial
Bank af America Corp. Campany [ARIAP)

Bark of Evergrean Financial @
Import Responders - Upload close

Upload Responders

Select an Excel spreadsheet or comma delimited CSV text fle of the responders to upload. View sample csv layout
* The fil may not exceed 5HB

*The fie may ot exceed 250 Responders

* CSV, XLS, XLSK fles accepted

* Only mapped fiekds wil be Imported
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Step 3: Add Account Information

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

Financial
Add New Account

1 Choose Type Add Account

Financial Responder: Add New Account for Kinzer Health Services

Bank of Coweta
1465 Highland Street
Coweta, GA 30365
United States

2 Select Responder
1 Choose Type Add Account

__| Employee Benefits Responder: Add New Account for ABC Corp

browse/upload

* Denotes re
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3 Add Account Authorized Signer » Katherine Smith
’—9— 2 Add Contact 324 Lemon Tree Road
Pung Jackie Joplin, MO 64603 1 Choose Type Add Account
United States
Tax ID N
] . ) ' =
3 Add Account Response Type = Faulkner Manufacturing Invoice v
Account ID = baich import —-select- 2 Select Responder Attention: Accounts Payable
1465 Chase Boulevard
Authorized Signer + Jacksonville, FL 32216
Account Name Simon Cathering United States
3 Add Account
Account ID = Response *
Currency = --select-- v
United States of America, Dollars - US Authorized Signer *
Plan Name *
Balance ‘ Pung Jackie V‘
3|
Attachments: Available for electronic resp Vendor Number:
File Name & ‘ ‘
*
- Denote: Currency
‘ United States of America, Dollars - USD v ‘

o Invoice Number * batch import

Amount * ($)

o ‘ |

{ delete | _acdinvoice |

* Denotes required field

save & add new

4 in-Network ld Out-of-Network || Paper
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Step 4: Request Client Authorization

Your client will receive an email
from Confirmation.com asking
them to provide their
authorization to their bank and
other parties to disclose
information through
Confirmation.com.

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

STEP (3)

’ﬁ CLIENT AUTHORIZATION

Received (0)
[ no active client authorizations ]

Pending (0)
[ no pending client authorizations ]

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

The process takes less than 30
seconds to complete.

4 Copyright 2016, Confirmation.com

Matt Mclnnis at Innova CPA's requires a Client Authorization to complete theiraudit work on your

behalf. This Client Authorization allows your auditor to requestinformation deemed relevant to the
completion of your financial audit. Without this Client Authorization, your auditor cannot initiate or
obtain information from third parties on your behalf using the Confirmation.com application.

This Client Authorization applies to the following companies:

1ent Numbe

a5’

ICompanyName |Ei

ABC Metals

Click here to provide authorization to your auditor, or, copy and paste the link below into yourbrowser’s
address window. Please note the links in this message will expire 90 days from the date of issue

Client Authorization
By providing the below Client Authorization, | am agreeing to Confirmation.com’s User Agreement which allows my financial
institutions, business partners, and auditors to process and receive confirmations thraugh the Confirmation.com senice.

Signature*

Sign It Tvpe lt Clear Signature Tutorial

Company Information
ABC Metals

Firm Information

Innova CPA's

Matt Mclnnis

innova confirmation@gmail zzz

Contact Information
Roger Metcalf
rogermetcalf@abcmetals.com.au

www.confirmation.com
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Step 5: Initiate Confirmations

Confirmation requests are sent to their intended recipients. The icon next to the responder’s name shows how it will be delivered. If you choose a responder with a
paper icon the cost will be free until March 31, 2016. For bank confirmations, recipients have the option to respond online in addition to mail.

As of Date *
e A ;
* INITIATE 123112015 3 Choose As of Date and filter criteria then select search

As of Date * Field Name Responder Type Search Criteria

‘ (09/30/2015 | R Aresuts found
‘ S50 Mo Tu We Th Fr S5a ‘ ¥ Respondera Type Account ID Name Form Signer Additions

: ‘ Responder v

| - Responder Type -- ¥

28 || 30 1 2 3 4 5 ¥ w4 3rd Masters Bank Financial 15-11511 - Liability Pung, Jackie [add] -
& T g 9 10/ 11| 12 ¥/ Bankof Coweta Financial 98988 - Asset Pung, Jackie [add]

13| 14| 15| 16([ 17| 18| 19 ¥ Faulkner Manufacturing  Account Receivable (4) Invoices AR-Invoice-Account Invoice Pung, Jackie [add]

20 21| 22| 23|| 24| 25| 26 ¥ @4 Smith & Jones Law Firm  Legal legal - Legal Represent...  Pung, Jackie [add]

27| 28] 29| 30][ 31] 1 2
B4 In-Network Dut—nf—N&h.lmr S —

Step 6: Track and Print Responses S

R

+ oy
All confirmations are tracked and responses uploaded to electronic workpapers. oo v P
ecom [o— - s
frrfar Pt 4 rcam ottt o s
iy e pirvy
e . e e - 2078 g
ey feresoeey Uz ok v o -
Ergagument Mumber. (1M TeTemie
Confirmation Log for ABC Corp close DASHBOARD | CLIENT INFORMATION | REPORTS A NI
S B Tat IO M) gmitact
- e o Select Report Client Search As of Date’ Responder Type® Form Report Type Audit Log g 2 A, T v
Filter | Select a fieid name elow and your se: f Compietea Contimmtions v | ABG Gorp [oam32015 7] [tega 7 [m v [Detall- nawiauai v] B inchide S oy e
Status Activity For Type Form Delivery Method Responder bt o
a » || oanoiz01s -| T A v||an - [ export | dovmioad attachrets Chemits Anommmnt iformation
L (S 1 YOur e € i above I View a re
; e et fe—
& resuns oung 4 accounts) - ek S
Status Account ID  Responder Type Form Sent RecelvedTrack s St
Rl A oDty Cwmremcy. Mwguesi 0 Cewvary Metheu
o " | 7oAl = o e
[view] Pendmg 1511511 W 5rd Masters Bank Financial Liability NiA . e
[view] Pending legal Wi Smith & Jenes Law Firm Legal Legal Represent... N/A L R ——
[view] Pendmg  (d)invokes Faumner Manutacturing Account Recevable AR Involce-Bositve  (1SH0S032015  K73577H0 et { Commsnts
[view] Pending Account __ Bank of Cowela Financial AsseliLiabity (150032015 K335T2R0O Respondes Statements
a8 e gt
[r—
-

ol
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