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1. Account Manager Overview

D&B Account Manager for DNBi™ allows you to manage the risk of your entire customer base by combining
your own credit policy, your Accounts Receivables data and the latest and most complete D&B information
to tell you when you need to take action on your existing customers.

Account Manager will transform your customer review process by providing:

¢ Decision Scorecards:
Establish your own rules for evaluating existing customers based on the latest D&B business information
and your Accounts Receivable.

e Automatic Daily Account Reviews:
Account Manager reviews each customer in your portfolio and notifies you when a change in credit
status should occur.

¢ Centralized Electronic Credit File:
View a complete picture of each customer’s account aging, the latest D&B business information and all
actions taken on the account.

e Audit Trail:
Every decision is recorded in Account Manager.

e Document Generation:
the ability to create and store standard and customized documents which can be added to an account and
emailed to your accounts.
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2. Dashboard
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With Account Manager, you can add sections to the Dashboard to show your individual workflow queues.
You can also add sections from, your Account Manager Inbox to display the status of your accounts, Aging

Tables and Graphs.

Click the “Customize Dashboard” button near the top of the page to choose sections and layout options for

your personal Dashboard view.

Cashboard
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recanl news tems perfaininglo companias in your porliclo are displayed here
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3. Account Inbox

3.1 Overview

The Account Manager Home page provides an at-a-glance view of all your customer accounts. These
accounts are grouped in work queues by status, for example “Credit Hold Advised” and “Manager Review
Required.” You can also apply a filter to view work queues by Territories predefined by your Admin user.
Account statuses are based on your company’s Account Review Rules. Account Manager reviews your
accounts against these Account Review Rules using the latest D&B information and the Accounts
Receivable information you have uploaded, and then recommends specific actions.

Configuring these Account Review Rules is easy the process is facilitated with online wizards found in the
Admin section. Account Manager can also calculate recommended credit limits based on your company’s
rules.

To view a list of accounts in a particular work queue, simply click on the work queue name.

View pre-defined Account Analysis reports and change this view by selecting from the comparisons listed in
the drop down box.

View aging data and graphs by Territory, or for the whole portfolio.

Create and save reports here to view later.
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Account Manager Home
i
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Figure 2
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3.2 Account List
This is a list of accounts with a system-recommended Credit Hold.
Click on a company name to view the company’s credit file details.
Acceunt Manager |
L4 Searth [Enter Compay Name [0 o DU-H-5 8 | [Enter ciy |selectState v | [ Search ) Mare Dptisns
u Credit Hold Advised
tustomize @l
Showecompanymamesthatbeginwith: A B C D EFG HIJKEL MHNOPOQRSTUWWXYZ AN
L
1 12 02
Type | Company Hanne | Total Outstanding Dallars | Last Evaluated Date | Status | DEB Alerts | i:|
B T iy T e = DEI1/2007 1237 PMEDT  Credi Hold advised 2 |
i LEGACY FOUNDATION MiC =
el 200 5 FILLMORE 5T APT 248 QL /2007 1223 PMEDT  Crodi Hold Advized -
W onmicticreRRRaS e
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Figure 3
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3.3 AGING

Use the Account Manager Aging Roll Up section to see the overall aging data for your portfolio. Drill
down to view the Trend summary or View a Trend graph.

You can also see aging information by Territories using the View By drop down list.

Also, you can create reports in DNBi and store them for future review.

3LA0 Py Past Do
6180 Dayz Past Due

RAR AR 42 T T
06,083 00 S40%

Account Manager Rging Roll Up
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larlercy Dot 1 - i U turrent W 1-30 Uays Fast Due
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SOE8% |
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e |
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Figure 4
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3.4 Create New Report

Select from several report layout options.

Select Variables to be displayed in Report Columns.

Select options for sort order and filtering, and either run or save your report.
Enter a repot name and select options for sharing this report and save it.

Your new report will be listed in the Report section of the Account Manager tab.

If you select to create a new Analysis report, you will first select Row and Column fields to be compared and
set data ranges to be distributed across the X and Y axis of the analysis report.

Next, select the data element to be displayed within the cells of the table and the analysis criteria.
Select a folder or analyze all companies.
Select display options for graphing.

Next, select variable field to be displayed in the table cells and whether to display a Number of companies,
or Track by Variable and choose a sum or average of the data in that field for the intersection of the X&Y
variables selected.

Select criteria to display data as a percentage or normal numbers.
Select to include Min or Max values.

Finally, you will save the report and select whether to share the report and save all parameters.

1

Column Information

Eeelect the column indormation to be dizpleyed in the Tabuler Report

Category

Account Inicemetion ¥

Wariables Selecled Variahles

Account Crested Date ~
Aecourd Custom Field 1

Aceound bumber Add
Business Sruciure
Businass Lint

Q_ﬂ'r‘.ltlll’jl’r‘ﬁ'ﬂlltl Remdie
Counry

Credit Limi @
Credit Tesms Status

Custrimer Ty

Frederal Tax 0

Financials Custom Field 3

| ks Tead

| part of Teba Group of companiesT

LSt PayMEn: Armoumm

Paryirenl Terms

| Prociich Lins b

HCIE

Figure 5
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4. Account Credit File

4.1 Recommended Action

The electronic credit file displays all account information, including recommended actions, credit limit, and
credit terms.

Click “View Reasons” to see why a Credit Hold is advised.

Click “Recommended Credit Terms” to view the system-recommended credit limit and terms.

@ ¥ & =2 B
Account : INTERNATIONAL BUSINESS MACHINES CORPORATION Ml Sk P E-BHE Rafacenicis
D-U-N-S@ Mumber: 11-032-2664 - IEM BYE ¢ Account Number DHE-NTTERELZNES ¢ Trade Mames: Ho trade names For ths company.
Assigned ke Crecit Departent Match Company |
Addresy 275 ROSEIUSH AVE | Address 275 ROSEBLISH AVE 7 RETE 3
A Createc: EEI20E

DALLARD G, - 30537 DLLARD G4, - 30537 oo Dramed. 0] | Reassign |
Locatien Type Phane  770-863-1875 Last View Dates  02/152008 [ order ivestigwion |
Phens  T70-863-1875 Fax A |

Fax

Web

Magp using Co- i | | | Map using Lo g |

Company Summary 1 | Add Content

Account Revien Reasons

Company Summary

umr‘“u*‘“. o e ——————— P - — SR - .
T : S Croct Bbvibw REquied Place on Credit old | | Change Credit Terms |
Predic v e SEorES
Credit Review Redquit ed: An sutormated review Irggered a recommended
T R stfion of *Cradt Review Requred® on 01 282008 . Clear | Reevaluate Credit |
public Filings B ) WA P [ SetMinual Review Date | | Sendto Collections |
Special Events Send to Creddit Manager | Generate Document |

Mty & Ratisnd » View Previcus 10 Credit Terms

Financial Statements

Fraud Risk Scores

Figure 6
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4.2 Company Details

With DNBI, you have access to the most complete D&B business information available on each account,
as well as any account information that you've imported into DNBI. You also have access to other credit
bureau information, if you choose.

The Company Summary Tab displays executive summary of key statistics and data. You can also access
additional information on the company by clicking on the tabs in the left navigation.

Corporate Linkage: This displays the expanded D&B Family Tree, allowing you to more easily view and
assess risk across different parts of an organization.

Predictive Scores: Delivers a statistically based assessment of a company’s likelihood of future severe
payment delinquency and business failure.

Trade Payments: This critical information helps you quickly assess payment habits of prospects and
customers.

Public Filings: Includes records from 3,100 U.S. courts and legal filings offices to provide critical insight on
credit risk.

Special Events: This lists recent development not featured in other categories that may impact your
potential relationship with the company.

History & Operations: Provides background on the management team and key principals, details on
related companies and incorporation information, as well as banking information.

Financial Statements: Provides access to public company financial statements, as well as the most
complete listing of private company financial statements available anywhere. Key Business Ratios are
available here, as well as the ability to request financials from your contact at a company and spread
Financial statements to compare and see variances across time periods.

Small Business Risk Insight: Provides detailed financial services payment performance data and
Origination Scores (Available through additional subscription — Conditions apply)

Fraud Risk Score: Allows you to identify characteristics and behaviors that are similar to previously
identified frauds. (This is available through additional subscription)

Associations: Displays other electronic credit files associated to this D-U-N-S® Number. For example, if
you have an Account, an Application, and/or Snapshots also saved in DNBi with the same D-U-N-S®
number, DNBi will list them all.

Trade Groups: Allows DNBi users to join or form industry sector groups. These groups enable members
to exchange, request and submit trade information in real time.(This is available through additional
subscription, additional fees apply)

Notes: Enables you to add your own notes to the application, and displays a list of all notes that have
been entered about the company.

Up load Documents: Displays a list of documents you have uploaded to save within your DNBi account.
You can also upload new documents here up to 512MG.

© 2006 Dun & Bradstreet




Risk Management

Account Manager - Tour

Solutions
1 Company Summary | Add Conkent
Company Summal
e e Account Review Reasons
Srnall Business Risk
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sty s o e Set Minual Review Date Send to Collections |
Trade Payments - -
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L e | Payment Terms Mot Sed Bet 20
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Account Irformation
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Aging Atcourt Review Rue Credt Review Reguired Rus
Custom Scores Percentnge Caculation T5)0% of High Credi - Aveings
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Figure 7

Add Documents: You can add a document using templates your admin can customize for your company
which can then be emailed or printed to send to the contact for this account.
Account Information: All key information on the account.

Aging: The Aging tab displays account aging and aging trends over time. This information is based on
your Accounts Receivables uploads and is exclusive to your DNBi account.

View the Corporate Exposure for this company, which is your total exposure within a corporate family to
help identify aggregate risks and opportunities. Select from two Corporate Exposure options and click on
“View Corporate Exposure Report”. You can filter this view by Territories assigned by your company
admin.

Custom Scores: Displays latest scores and score trends.

Audit Trail: Displays the time, date, and user stamp of every action that has been taken on the
application.
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4.3 Take an Action

Once you have finished reviewing the account, you can take an action. Users can be set with Territories that
limit the types of action they can take on an Account.

In this example, Established company with good payment trend "Gorman Manufacturing”, is being put on
Credit Hold.

Select the reasons for putting the account on Credit Hold, or enter notes of your own.

Once you’ve put the account on Credit Hold, its status changes to “On Credit Hold.” Each member of your
organization will be able to see this updated status, as well as your notes.

! Account Reviem Reasons l

Company Summary Stalurs: Mo Action Recommended Reevalizate Credi | Change Credit Terms

Small Business Risk

Insight Place on Credit Hobd _“‘Sct Manual Review Date

| Corporabe Linkage Semd o Credit Review Send te Collections

: Pradictive Scores Send to Credit Manager .

Trade Payments
t There iv no astive decicion currently

Public Filings

Special Events

History & Dperations

.. S, I Score Bar
Financial Statements
[ FAYDELD Commercial Francisd Sress  D4E Rating

Lredt ¥oore ass
(lass

62 E 1 1R3

Feand Bide Srnmoe
Associations

Trade Groups
[ Customize Score Bar
Hotes

Docurmans DEE 3-month FAYDEXE il DEB 12-month PAYDEXS [

Account Infermation
AT AT 61 €2
Aging 1 . Hei) ] ! 100
- ] - =
| | | 1 1 ]
B D 20 Dawt 1230 Danvt 30 Darex

Cristany Scares

Figure 8
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4.4 Change Credit Terms

You can also change an account’s credit terms at any time by clicking on “Change Credit Terms.”

Notice that after changing credit terms, the account’s status has changed from “On Credit Hold” to “No
Action Recommended.”

Current Credit Terms
=it Linni [
Payment Terms |Nms

[ pdate Terms | [ Cance |

Figure 9
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4.5 Print
You can print the account information to keep a record of actions taken in your paper files.
e  Print all company information, or just the sections that matter most to you.
e The Company Summary can also be printed
Auwnln:nq-r] Bacls
4, Search [Erter Company Rame, b DULIS # J e <ty Seloct Stte v seweh O More Options
Yo are in: Aocourt Menager s A Soosunds » oot - B . - "_- -
w & |[&@=2@3 &
. Add Fernni Brinl [E-Mad RPOF  Profersnces
Account : IBM Feader _from Felde
D-U-N-SE Mumber: 11-039-2664 - INTERMATIONAL BUSINESS MACHINES CORPORATION / Account Mumnber: DNSI-NETHOMLWIXOS  Trade Names: 151
' nssigmedtos CredtDsputmane | | Mateh Conpany__|
. — Ao Crsets 115200 T
LocatanType Erncn 35 Hendguters phens Las Vi D 011072008
Phone 770 8631875 Fay
Fan
Web
(Rcats wmicw Gonge ) (iocata wirg Gonilc )
Account Review Reasons
| Company SUmMmMarY  Status: o Action Recommensie [ Reevaumte Crean__| [ Change Credn Terms |
e [ Place onCredittold | | Set Manual Review Date |
Corporate Linkage | sendto Credit Review | Send to Collections |
Trade Payments
There s ne active declsion currently
Public Filings
Special Events
o
History & Operations Score Bar
Financial Statements
Fraud Risk Scores FAVDEN® g:).n;l:as:::: FIn-:-g:Li‘b-\ess D&E Rating

Figure 10
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You can also email the company information you’ve just viewed, along with your comments — so you can
notify colleagues of your actions.

Email all company information, or just the sections that matter most to you by selecting sections using the
Preferences icon link in the report header.

4. Search [Erter Company Hame, D o DUNS #
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Solutions

You can also save a PDF of the company information you’ve just viewed, along with your comments.

Use the Preferences link to select the sections to email.

Hua-unlﬂanag-r-! Decls

Risk Management
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Figure 12
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5. New Account

5.1 Overview

To create a new account, click on the Create Account button. Accounts can also be created from
searches, live reports, snapshots, and approved and booked credit applications.

Account Manager |

-‘; Search |En1=r Cornpany Hame, [0 or DU-H-S & | |Er¢ef Cily SelectState W | O Mare Optisns

u Account Manager Home

Ghielp
pepmnttedbenInbos,

Create Aceount | Al Accounts
Account Requiring Review Oiher Aecounts
» Manager Review Roguired * [o Action Recommended
® Credi Hold Advised # Errored Accounts
& Credit Reviewr Redgired & Deleded Accounts
» Collections Requred ® Al Accouris
® Credil Increase Recommended
= On Credi Hold

Accounk Manwerswsnwnnﬂ-up

Figure 13
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5.2 Company Information

Start by filling out the company information.

B et Comry e, D DN

ou ane in: Sooount Mbnager s Create Sooount

Company Information

Risk Management

Selutions
| | setect stote Seatch 5 More Options
]
L
Bdd Male

Company Details
Thote: Comparry Mame, Address, CRy and State edds are reguired to obtain & Fraud Risk Score
Account Number * | DNSI-NBSIPSANAPHS | s=3|
Company Nane *  [KYZ CATALOG PRINTRIG 1IC |
Country * | United States Of Amenca b
Address 492 KCULER STREET |
Address 2 | |
City  [San FRancisco |
County | |
Province/State * | Connectict W
2P Code | 34110 ]
Company Phone | |
Contact Information
Contact Name | ]
Contact Last Name | |
Contact Title in Business | | !ﬂ:‘
Contact Department | ]
Figure 14
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5.3 Company Search

DNBi will search for a matching company in the D&B Global Database based on the company information
you’ve entered in the Company Information page.

Select the company you are looking for from a list of possible matches. If you are unable to find the
company you are looking for, you may choose to search the Small Business Risk Insight Unmatched
database. (Available through additional subscription — Conditions apply)

You have successfully created a new account. You can now upload account receivables information. This

will enable you to view aging together with D&B data, giving you the power to monitor this company based
on the most complete and up-to-date information available.

Companies

. Search [Erler Company Hame_ D or DA-NS # | [Enter ity Select Stale | & Mere Options

&y Search Results

Gitelp
Your Search Criteria
Camipany ibm State Flarida
Foldars %) 0 matches Cantt find the comparsy you are searching for 7
8 DEB. @ 25 maches Order investigation from D&B 1
Search Small Business Risk Search cur Small Business Righ nsight database 1o find information on small
Imzight Datsbase businesses that fave rod et qualited for 8 DEED-LLN-S8 number.
Type | Company Hame | Location Type | options JET]
% BN
= g&l?-:gcmﬂ T JENKS AVE Branch = Apply for Credi o
= J B?é A730 . PANAMA CITY FL 32401 -2576 sHesdquater » Create Accour s
Rt b 850-TE3-3562
DB Live Report i
= | D-LLN-S Mumber 1 ALHAMBRA PLE Branch » Apply for Credi 0
' pg.omiasrs CORAL GABLES FL 33134-5216 wHeadquartes » Credle Acoourd
= phe 305-442-3665
DEB Live Report iy
=1 DS Ruimer T30t MROCKEY POIMT DR Branch » Sty for Credit 0O
“ 12415035 TAMPAFL 33605 #Hesdquader « Creste Accourt -
ph B13-356-41 56
08B Live Report o
= D_U“"; 515 E ROBINSON ST STE 300 Branch » Bipply for Credi 0O
- Heein okt ORLAMDO FL 326011932 =Hesdquarters » Creste Accourt
Figure 14
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6. Summary

DNBi Account Manager Tutorial Review:

Account Inbox

e View account work queues, based on your company'’s rules and the latest, most complete information
from D&B for the whole portfolio or by Territories

e Drill down to accounts in each work queue to view account details and take action.

Account Credit File

View recommended actions, credit limit, and credit terms

See the most complete and up-to-date information available each time you view company details
Spread Financial Statements to compare across time periods.

Add your notes to the account and view an audit trail of every action taken

Take actions on accounts and change credit terms.

Print or email information to communicate and document actions taken

Add Documents to your account from your files or generate a document within DNBi using our list of
standard documents and your customized documents which can be created in Admin.

New Account:

e  Fillin Company Information to create an account in DNBi.

e Upload account receivable data to enable complete and up-to-date monitoring of both aging and D&B
data in one place.

e Select D&B financials to be prepopulated in the account data.

Create and Save Reports:
e Create and save reports to show filtered summary information about your portfolio
e Choose variables and filters and share reports with others in your workspace.
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