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Adding Companies to Risk Tracker

When using the Creditsafe Risk tracker there are several ways that you can add companies to your portfolios,
these are:

Manually
—When viewing a company report clicking the ‘Follow’ button in the top-right hand corner of the

screen will open a box allowing you to choose a portfolio to which this company will be added from the
drop-down available.

[- UK Quick Search

a| CREDITSAFE BUSINESS SOLUTIONS LIMITED

UK03490298

&= 8

Company Search
Select portfolio suppliers v ‘ m
People Search
Risk Tracker
N Rafing Credit Contract Industry
» Fresh Investigation 96 Lirnit ME Status
? e cieanne - S AR m - n ' ‘
+ Marketing Solutions (_":?‘) P& Pall"'“mt
+ Partner Solutions
J + Summary | | Directors/Sharehokders | | Financials | | Event History | | Group Structure ‘ | Wedia Solutions |
* My Account
Payment information | Commentary | Enquiries
» Ledger 3D
Company Number 03836192
Company Name CREDITSAFE BUSINESS Show more
SOLUTIONS LIMTED
Registered BRYN HOUSE Show more
Address CAERPHILLY BUSINESS ‘ 9
PARK f
CAERPHILLY ‘
CF83 366G —
A\ - -
Website Address hitpuiww w .creditsafeuk.com i \\ =7
i
Telephone Number 02920885500 TPS No e
CLICKTO VIEW FULL MAP.
Incorporation Date 31/08/1999
sIC07 82990 Does this company owe you maney?
SICOT Description OTHER BUSINESS SUPPORT SERVICE
ACTWITES NE.C Company Status Active - Accounts Filed
Principal Activity The provision of credit referencing services
~ Show maore

You can also use the ‘Add Free

You're following this company in:

Text’ box to assign a reference (R suppiers

to this company within the Risk
Tracker portFOl.los Add the current company to another portfolio | suppliers ¥ ‘m

Add Free Text | ‘

Once added, the button Wi“ turn Edit the company details in all monitored portfolios m

green and the text will change to
state ‘Following’
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Need more help? Contact your account manager on 02920 886 500 or email ukinfo®creditsafeuk.com

Automatically

—Ifyou want Risk Tracker to automatically monitor all reports you view it can be managed within the product
itself. Accessing Risk Tracker through the main menu and selecting the ‘My Portfolios’ tab will open a page
with an option at the bottom of the page to automatically add companies to Risk tracker.

UK Quick Search .
( a] My portfolios
Credit Solufions QOverview Manitoring + My Portfolios ‘ ‘ Portfolio Analysis ‘ ‘ Import / Export

Company Search Portfolio Overview Create new Portfolio
People Search View your portfolio sefting page for advance settings.
Risk Tracker &  Removes the portfolio and all companies within it
» Fresh Investigation u] View and edit companies in a portfolio.
o Leave Payment Experience
+ Data Cleaning
+ Marketing Solutions . . §
Portfolio Companies Settings Changed  Email Addresses Filter
+ Partner Solutions
= & Q HonLtd 0 22-Juk14 No email addresses Daaulllor
* My Account
» Ledger 30 @ & Q suppliers 1 22-Juk14 alex. mesk@creditsafeuk.com Defaul i,
5] Q competitors 0 22-Juk14 alex.mesk@creditsafeuk.com Dclal ey
© @ g customers? 0 22-Juk14 alex meek@creditsafeuk.com Defaul filer
@ & Q Customce 0 22-Juk14 alex.mesk@creditsafeuk.com Defail iy
& & Q customers 3 0 22-Juk-14 alex.meek@creditsafeuk.com Dl ey
If Auto RiskTracker is active, the first time you view a company’s Creditsafe report, Auto RiskTracker will ask you which portfolio to add it to
(® automatically add companies to my risk tracker ) | will add companies to risk tracker myself

If set to “Automatically add...” then the blue ‘Follow’ button on all company report pages will now be a
green ‘Following’ button as the company will have automatically been added to your default portfolio.
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Bulk
—IFyou have a file or list of companies you would like to upload into the product this can be done by
selecting the ‘Import/Export’ tab from within the Risk Tracker.*

The first step is to choose the portfolio to which the companies will be uploaded.

Import/export
| Overview || WMonitoring || My Portfolios | | Portfolio Analysis vlmport | Export
Import | Export |
STEP ONE
Select a portfolio to upload to suppliers v | Create new Portfolio

Then you have two choices:

Option 1

—Manually entering company numbers or names into the box provided, only one record per line.

IFyou type a, after the company name/number you can then type a reference alongside which will be added
as a ‘Free text’ when uploaded.

Or

Option 2
— Uploading a .csv file with company numbers listed in Column A of the file and anything you would like
appended to the ‘Free text’ alongside the records in Column B.

Please note: This only works for limited company numbers, and non-limited records need to be manually added

STEP TWO

Option 1: Add companies directly via the form below, one company Option 2: Impaort companies by uploading a comma separated file

number per line. {.csv). Press the Browse button to search for a file to upload

Choose file | MO file chosen
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Need more help? Contact your account manager on 02920 886 500 or email ukinfo®creditsafeuk.com

Once satisfied simply hit the ‘Import’ button and we will try to match the submitted data to records on our
database. All matched records will be added to the pre-selected portfolio.

STEP THREE

*Please note this method is completely dependent on the accuracy of the data you submit, if you would like us to try to improve your records
please contact us on 02920 856 500 and ask your account manager about our Data cleaning service.
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How to view & export changes within your

Risk Tracker portfolio

The first step to viewing changes within your portfolio is to simply visit risk tracker from the left menu.

Select your chosen portfolio

UK Quick Search .
( Q] Risk Tracker

Credit Solutions JbOverview || Wonitoring || Wy Portfolios || Portfolio Analysis || Import / Export

Company Search

People Search

Risk Tracker

+ Fresh Investigation

+ Data Cleaning

» Marketing Solutions

» Partner Solutions

¥ My Account

» Ledger 3D

Monitoring Overview

Number of Units Paid
Used Units

Overall Humber of Units Remaining

GB
300 companies
{0} companies

281 companies

IE
400 companies
0

100 companies

Total Removed 1 companies 0 companies
Renewal Date 18/10/2014 18M0/2014
Portfolio Overview
Portfolio Number monitored Number changed
MonLtd 0 companies 0 Companies
suppliers 1 companies 0 Companies
‘ competitors 0 companies 0 Companies
customers 1 0 companies 0 Companies
customers 2 0 companies 0 Companies
customers 3 0 companies 0 Companies
Total Portfolioc Companies 1 companies 0 companies
Removed Companies 1 companies
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Need more help? Contact your account manager on 02920 886 500 or email ukinfo®creditsafeuk.com

Tick show only changed companies & your chosen time frame. Click on search

Choose Portfolio | suppliers v | Change Since | 2 Weeks L4 |

[#| Show only changed Companies [] Show result according to selected e-mail filter Companies Per Page 50 ¥ |

This will return a list of companies that have had a ‘change’ within the selected time frame. The changes will
be highlighted with a red astrix.

Name Company Last Annual Limit  Rating CCJls/ Write Others Portfolio Free  Hon
# changed Accounts Cls text Ltd?
& ASKEY 03284178 1500872014 T2 - 1211 @ i 0 0 *Annual Returns  suppliers N
LIMITED Ewent/Status
History
& OSPREY 00828763  13/08/2014  *12M1-13M11  =120000 *53 0 0 - suppliers N
LIMITED

In order to export these changes, select Import / Export from the top menu

Import/export

‘ Overview H Monitoring || My Portfolios || Portfolio Analysis | rImport | Export

Choose Export from the top left of the page

Import/export

Owverview Monitoring || My Portfolios || Portfolio Analysis | v Import / Export
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Risk Tracker Import/Export Follow these simple steps:

| Overview || Monitoring H My Portfolios || Portfolio Analysis ‘ »Import | Export

mport | Export | » Choose a previous saved

template or choose ‘New export’
NEW OR SAVED TEMPLATE

Choose a previous saved template or choose "New export New export v

» Choose portfolios to export

INFORMATION TO EXPORT CHOOSE COMPANY TO EXPORT

' » Choose company to export
Choose portfolios to export (® All monitored companies () Changed companies pany P
(hold Ctrl to =elect more than one)

NonLtd - Last e-mail date v |
suppliers
competitors » Choose parameters to export
customers 1 |

customers 2

customers 3 -

= » File format- your data can be

CHOOSE PARAMETERS TO EXPORT exported in .xls, .csv, .sdv

] Select/Deselect All

« Company number (Mandatory Field) "] Company name [ | Free Text

» Input the email address that you

|| Rating || Rating Text [ Limit

O ccd [ writs of CCJ wish to receive the data

] Ho of Employees || Last change date ] Address

[ ] Postcode | Telephone number Senior Executive

» Save and update options

FILE FORMAT AND E-MAIL ADDRESS

File format | s v E-mail address

» Select export and your data shall

be emailed to you shortly
SAVE AND UPDATE OPTIONS

() Bave as new template Update chosen template

{enter templ
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