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When logging in users may encounter an alert icon of outstanding documents (shown below).

& BLUE Home Account @ Documents @ Partners Social Media @~ Reports &ﬂ

Required Documents

)

To access, navigate to the 'Documents' tab located in the top menu. Any documents required by all
investors will be listed here by default.

Tip: From the 'Home' tab, users can select the investor company name within the 'Required
Documents' section and be taken to the document list for that specific partner. Click the following link

for more information on the 'Home' tab - Lender Home Page

(https://o.comergencesupport.com/support/solutions/articles/8000016242-lender-home-page),

Select specific investor in the 'Partners' filter to view the list of documents requested by the selected
investor. After selecting, the 'Channels' and 'Questionnaire’ filters become available.
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Documents

My Partners My Library

Pariner Channels Queslionnaire

04-w-9 Upload Document

W9

| Required | & Template 4D History

2013 Audited Financials Upload Document
2013 Audited Financials

| Required | 4D History

:

2014 Audited Financials Upload Docu
2014 Audited Financials

[ Required | 4D History

Affiliate Relationship Form Upload Document

Affiliate Relationship Form

| Required | = Template 4D History

Lenders can visually determine which documents are complete (green) and which documents are still
required or expired (red).

Please Note: Documents labeled 'Expired’ and highlighted in red do not affect the application
workflow and are an indicator that the document may be outdated based on general best practice
timeframes. Documents that reach expiration are not included in the Weekly Status Report and are not
presented on the lender 'Home' page as a required item.

Lenders can choose to upload the document to satisfy all potential requests ahead of time or choose
not to take any action until requested.

The label 'from Library' indicates that as lenders upload the document it will also be saved into
the 'Document Library' (https://o.comergencesupport.com/solution/articles/8000016253-client-
document-library). This feature is initiated by the investor and helps clients automatically store
commonly requested documents to be used for future applications.

Uploading Documents

There are four ways to fulfill a document requirement:
1. Clicking 'Upload' option and select a file from your local file system
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2. Drag and drop the local file onto the appropriate document placeholder
3. Choose from Library, if the document is stored within the library
4. If the investor has integrated DocuSign, a 'DocuSign' option will be available for templates for e-
signature (see DocuSign section below for more details)

If an email notification is received requesting to upload a document specifically to the 'Library', locate
the document within the library sub tab and 'Upload' it.

Each time a document is uploaded, a confirmation window will pop up to verify the file and document

is correct. Click 'Upload’ to complete the operation. If it is not correct, click ‘Cancel’ and select the
correct document:

Upload Document

You are about to upload
Sample Doc.docx
to this document

2013 Audited Financials

Investors upon review will determine if the upload is sufficient and will notify lenders through email
notification or directly outside of the system. For an example of the email notification, click HERE.

(https://o.comergencesupport.com/en/support/solutions/articles/8000066186)
If you wish to drag and drop the document into the window, simply click the local file and hold down

the mouse button while you drag it into the browser window and onto the document you wish to
upload.

0
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2014 Audited Financials
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My Partners My Library

Upload Document

Choose from Library

Upload Document

Choose from Library

Affiliata Dalatinnchin Earm

Affiliate Relationship Form

Again, the system will ask you to confirm your action. Click 'Upload' to complete the operation. If it is
not correct, click 'Cancel' and select the correct document.

Please Note: The system will automatically fulfill any previously uploaded investor specific document
if the document has been uploaded within the last 60 days.

DocuSign

If the option to DocuSign is available. Below is an example of how to e-sign.
Select the 'DocuSign' option:

akre-investor-lender-fixed-order-DEMO

some description UPD

[ Required | & Template

A new tab will open to the DocuSign template with further instructions.
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Please review the documents below. m OTHER ACTIONS v

Q@ Q@ & 5 B 0O

DEMONSTRATION DOCUMENT ONLY

DocuSign Envelope 1D: 24D5DFCT-7F06-43EA-BCBA-941605326407

A Simple PDF File

This is a small demonstration .pdf file -

START

just for use in the Virtual Mechanics tutorials. More text. And more
text. And more text. And more text. And more text.

And more text. And more text. And more text. And more text. And more
text. And more text. And more text. Even more. Continued on page 2 ...

Test Test

akre.lender@gmail. com >

Once completed, the document place holder will show as green.

If the below message is viewed, please contact partnered company that the request is from, so they
may update DocuSign if needed, or they may have further instructions:

Electronic Signature

Please contact the organization that requested this document so they can make the
document available for electronic signature.

History

To view the history of a document, click the word 'History' next to the name. This can help determin
previous uploaded documents by verifying either the date or the file name, as well as actions to the
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More articles

e Your Document Library
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document, such as an investor re-request.

Action

Document uploaded

Renewal Launched

Document Uploaded

Template uploaded

New Channel and settings added:
Wholesale, Required for New, Required
for Renewal

Action by

John Smith

System

John Smith

¢ Locating and Uploading Investor Requested Documents

Document

W-9 dated 4-16-2014

Bouncedemailservice

Bouncedemailservice
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