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TRAINING 

Adding an Applicant:  

 To add an applicant, select the Add Applicant radio button 
 Select ‘Joint Report’ to generate a merged report for the 

Applicant & Co-Applicant 
 Enter the Co-Applicant’s information into the fields  
 Click Submit   

 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 

Deleting an Applicant:  

 To delete an applicant, select the Delete Applicant 
radio button  

 Choose the borrower or co-borrower you wish to 
remove from the report  

 Click the ‘New Reference #’ checkbox 
 Click Submit  
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TRAINING 

Split a Report:  

 To split an applicant from the credit report, select 
the Split Report radio button  

 Click the ‘New Reference #’ checkbox  
 Click Submit 
 You will be directed back to the Report Status page 

to view the split reports   
 

 

 

 

 

 

 

Swap Applicants:  

 To swap applicants on the credit report, select 
the Swap Applicants radio button 

o A new Reference Number is 
automatically generated with this 
function  

 Click Submit 
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