
Login using your username & 
Password

Step 1

Processing a completed credit application 



Step 2

Processing a completed credit application 

Click on “View All Applications”

Debtor 1 XXXXXXXXX



Step 3

Processing a completed credit application 

Click on "Credit Applications Sent" to see a list of all credit applications sent 
to customers for completion.



Step 4

Processing a completed credit application 

Click on “Credit Application Received” to view and process completed 
applications

Customer 1

Customer 1

Customer 1

Customer 1

Customer 1

Customer 1
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XXXXXXXXXX

XXXXXXXXXX

XXXXXXXXXX
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XXXXXXXXXX



Step 5

Processing a completed credit application 

Click on “Action” pen to access the customer 
folder and to start procession the application

Customer 1

Customer 2

Customer 3

Customer 4

Customer 5

Customer 6
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Step 6
Processing a completed credit application 

Use the status field to inform everyone 
in your organization of the current stage 
of this application in the process.

Take note of the client details 
and their requested trading terms



Step 7
Processing a completed credit application 

Add the customer’s unique account 
number allocated by your company. You 
can also add the account number later.



Step 8
Processing a completed credit application 

View their contact details



Step 9
Processing a completed credit application 

Use this section to send any 
reminder to the customer (e.g., 
to sign your credit application). 
You can also click to attach your 
unsigned credit application to 
be sent with the reminder.



Step 10 Processing a completed credit application 

View or download the customer’s 
supporting documents



Step 11 Processing a completed credit application 

Use this field to add any document 
related to this application.

Click on “X” to identify 
incorrect or missing supporting 
document

Once you have identified the 
outstanding document, 
change the status to "Waiting 
for documentation" to 
activate weekly reminders to 
the customer.



Step 12 Processing a completed credit application 

Add any comments that you would 
like your team to take note of.



Step 13 Processing a completed credit application 

Use this shortcut field to request a vetting 
report of your choice from our list of vetting 
products.



Step 14
Processing a completed credit application 

Use this field to initiate a credit limit 
sign-off or approval of the account 
by management/users  nominated  
as approvers by your company.



Step 15
Processing a completed credit application 

Use this field to send account request 
outcome letters the customer.

Outcome letters have already been 
setup, Select the type of letter and 
follow the prompts
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