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Ordering a Supplement Request 

This document will show you how to order credit Supplement through Lending QB. Its purpose is not intended to 
provide detailed instructions on any other process. 

Step 1: 

Open the report from one of the two ways from the Customer File Page within the Credit File. 

Example 
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Step 2: 

A new window will appear and display the credit report. Scroll through the report until you come to the account in 
which a supplement needs to be submitted. CLICK on the name of the account. 

Example 
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Step 3: 

A new window will appear. Within this window, select what verification(s) are needed on the supplement, attach 
documents or add additional information to the request. Once completed, CLICK Submit Order button. 

Example 

 

            END 


