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1. DNBi Overview

DNBi is an interactive, customizable Web application that provides you with the most complete and up-to-date
DUNSRIght information D&B has available, comprehensive monitoring, and portfolio analysis, all for one set
price.

DNBi delivers:

e The Power of insight
DNBi empowers you to make more informed, efficient, and insightful credit decisions by providing
online access to the most complete and up-to-date information we have available on the more than
100 million companies in the D&B global database. This information is presented in an easy-to-
navigate, customizable Web-based format that makes your work life easier.

¢ The Freedom of one set price
View all the business information you need- when you want and how you want- for one set price.

e The Confidence of DUNSRight-driven results
Have the confidence that all the insight you gain and every decision you make using DNBi is backed by
D&B’s DUNSRight Quality Process. With D&B, you know you are using the most accurate, timely, and
Complete information available.

© 2006 Dun & Bradstreet
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2. Administer Users

2.1 Overview

The Administer Users link allows you to add new users, edit the user profile and set credit approval authorities.

\,1}' Search |En1t.r Company Name, 1D or D-U-N-3 # |Eriter Gy | SeleﬂS'!ale v (D More Options

LT Basic Admin
] Eitelp

- 1

i
Administer Users

Specify wha wil use the product and
iher sysiem privisges.

| Basic Admin

i &

Account Manager Delete Credit Files
Admin Delete sccounts, apphcations and DEB
Live Reports from DHBI
Decision Maker ‘
| Admia Export Data
Export accounts, apphcations and DEB
Live Reports from DB
¥ ,{F Set Credit Bureau ACCRSS
M Enabie real-time access to the credi:
bureaus of your choice
Figure 1

wn & Bradstreet




Risk Management
Solutions

Core Admin - Tour

2.2 User List

The user list screen displays a list of all user names in the DNBi workspace, their login names, Subscriber
account number, the date their user account was last modified, their status, and visibility option for Live
Reports.

You can view filtered lists of users by Role.

_;'\L Search [Erter Company Name, ID o DULNS & | [nter cay Select State ¥ Search % Mora Oplions

ieua 3w in: Sdmin e Adminirer Uirers

Administer Users

Add New User || Configure IP Security || Set Role Permissions || Manage Workspace Territories || Add Groups

!

W Roles Trurns 1-18 of 1
User lama | Lorgin Hamea | Subyseriber Humber | Status | Live Paport Visibility | Date Maodified
Jahn, Smith Johm_smithdd 1 geyz con 665123123 Enabled Unrestncted OBE200T
Jane, Doe ‘ooe_Eeif) 12345 com 565123123 Enabied Unresiricied OB/0E200T
Joa, Dos josjoeg@new.com GE5123123 Enabisd Unresirictad DEDEZO0T
Jay, Smith JevmiEy.@nyz.com 566123123 Enabiled Unrestricted oFozzoaT
Ronald, Martin mErtin2005@ new.coem 585123123 Enabisg Unrestricted 0E/2672007
Hetan, Hill helblkgy 123 com SES123123 Enabled Unrestricted DEZET00T
Kewin, Jones Jenes,_kgxyz oo SE5123123 Enabisd Restricted o0& 12007
Dravid, Richard CEvIINChari@xyz. com 565123123 Enabiled Unrestricied DEDE00T

Figure 2
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2.3 Configure IP

Admin users can configure a list of permissible locations to access DNBi by clicking on Configure IP where
they can enter up to 6 network IP addresses. Once enabled, users will not be able to login from IP addresses
outside those network locations.

Goto manage workspace section

\J\\ Search |En1=r Company Name, IO or D-U-N-5 2 | [Enter City | Seleu "S'iau v Om Options

Administer Users
gHelp

[ addanew vser || configure IP Security || Set Role Permission |[ Manage Workspace Territories |

Fulll List Territories 1-20 of 21 | Next > | Last »>

Uzer Name | Login Hame | Subscribar Humber | Status | Live Report Visibility | Date Modified
John, Smith Johm R0ty con 565123122 Enabled Unrestricted QETea2007
Jane, Doe roe_dneg 17545.00m 555123123 Enable¢  Unresiricted 05052007
Jos, Doe Joejoe@naw.com 565123123 Enablag Unrestricted DEMmaZ00T
Jay, Smith Jaymay goyz.cam 555123123 Enabled  Unrestricied 07022007
Ronzid, Martin martin20EgRnew com 555123123 Enabled  Unrestricted DE262007
Haken, Hill helnig 123 com 585123123 Enabled  Unrestricied DEZS200T
Kewin, Jones Jones, kggonz con 565123123 Enables  Restricted oeM 12007
Dravid, Richard davidnchand@xyz com 565123123 Enabled  Unresiricied 08082007
view fems: | 20w 1-20 of 21 | Mext > | Last ==
Figure 3
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2.4 Manage Workspace Territories

Admin users can Manage Workspace Territories from this page.

Territories can be a geographical area, a business unit, or product line that the user manages within the
company. In order to begin segmenting your DNBi workspace with territories, your DNBi administrator will
need to go into DNBi admin and enable territories.

Territories functionality allows users to focus on managing accounts and applications within their territory(s).
Users can continue to view accounts/applications outside their territory(s), but their ability to take action
(including changing credit terms) on these accounts/applications will be restricted.

(Available with Account manager and Decision Maker Modules only).

.._‘\_ Search |En1=r Company Neme, D or D-U-N-5# {Enter City Sekset §1ale w Qm Options

Q Administer Users
4 Ginelp

Terrtories can be a gaographical area, a business unit, or product line thet the user manages within the company. Chck Enable to begin segmenting your DNEI Cradt workspace with & specific
termitory type w:n:r.i:n terriory type, you wil be abie to set berrtory vakies specific to your company. Usens can continue by view sccounta/applications outsids their terrtory(s}, but their

sbity to take acticn (-udng changing cred ferms] on these accounisfapplications will be restricied

Terrtory Enablement () Enatled (2! Disabled |

Terrtory Type Region
Buziness Unit
Product Line
State
| Sawe & Rewrn | | Cancel |
Figure 4
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2.5 Assign Users to Territories

Assign Territories to users by selecting users and then choosing from the Territories you previously created.
and then assigning these to the users. (Available with Account manager and Decision Maker Modules only)

\j\\ Search |En-1=r Company Neme, 0 or D-U-N-5 # | {Enter Cay | [sescistse | © trors Options

% Administer Users
Eelp

[ Adanewvser ][ Configure IP Security || Set Role Permission || Manage Workspace Tertitories |

Full List | Terntories l T3ef 3

View by Territory Value | View by User
Territory Value | User Hame | Login Hame | Subseriber Number | Status | Live Report Visibility
an

Business Unit 12

L3

]

b  Business Unit 22
¥ Business Unil 3
k

Business Unit 1

| Aswign Terrilory Valus{s} pl

ViEw Bems | 20 W 1-50f 5

Figure 5
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2.6 Set Role Permissions

Admin users can customize Role Permissions to extend or disable access to features for all users assigned to
a role. Modifying the permissions for a role will change access permissions for every user assigned to that
role.

\_J‘n_\ Search |En1=r Company Hame, D or D-U-N-5 # |Enter Cay | s_ele:lSIaLe v ) More Optisas

Administer Users
E=lp

e ——————
[ addiew user  |[ Configure IP Security || Set Role Permission || Manage Workspace Territories |

Full List Territonas 1-30 of 21 | Next = | Last »>

Ueer Name | Login Hame | Subscribar Humber | Status | Live Report Visibiity | Date Modified
John, Smith Johm_smith00 1gsyT.cain 555123123 Enabled Unrestricted oEme00T
Jans, Doe doe doedp 12345 com 5ES123123 Enabled  Unrestricted a0e2007
Jog, Doe Joajoe@nen.com 556123123 Enasbled  Unrestricted OEMEZ00T
Jay, Bmith JavmiEy gy cam 555123128 Enabled  Unresiricied OTmE007
Ronald, Martin martin200Enew com GES123123 Enabled  Unresiricied DE/262007
Hetan, Hill helhigg 123.com 555121123 Enabled  Unrestricted Da/2e2007
Kevin, Jones Janes_k@gayz.con 555123123 Enabisg Reatricted OEM11/2007
Drawid, Richard EEvnChardgayz.com 565123123 Enablzd Unrasiricied DEMEZ0T
view tema. | 20 v 1-30 of 21 | Next > | Lask >>

Figure 6
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2.7 Add New Group

You can create groups which will have additional permission restrictions so you can place users with different
roles within a group to limit their access to a few features.

L Search [Erter Company Name, D cr DS # | [nter cay Select State ¥ Search O Hoea Opiions

Foua 2w in: Sdmin »  Adminiiter Upers

Administer Users

Add New User || Configure TP Security || Set Role Permissions || Manage Workspace Territories | Add Groups

ey 1-18 of
Full List Roles Irarns 1-18 of §

User lama | Lorgin Hamea | Subyseriber Humber | Status | Live Paport Visibiliny | Date Maodified
Jahn, Smith Johm_smithdd 1 geyz con 665123123 Enabled Unrestncted OBE200T
Jane, Doe Tioe_ e 173435 .00m 565123123 Enabied Unresiricied 0B/0E2007
Joa, Dos josjoeg@new.com GE5123123 Enabisd Unresirictad OE8DEZ007
Jay, Smith JamiEy.@ayz.com 565123123 Enabiled Unresiricted OTRE0T
Ronald, Martin mErtin2005@ new.coem 585123123 Enabisg Unrestricted 0E/2672007
Hetan, Hill helblkgy 123 com SES123123 Enabled Unrestricted DEZE00T
Kewin, Jones Jenes,_kgxyz oo SE5123123 Enabisd Restricted o0& 12007
Dravid, Rischard daviinChard@ayz . com 565123123 Enabled Unrestricied DEME00T
Figure 7

2.8 Add New User

In the Add User screen, enter the required information fields, as indicated with a red asterisk

In the User Roles field, select the role(s) the user will perform in DNBi. A user can be assigned multiple roles
depending on the job function. The role(s) assigned determines the actions the user can perform and view in
DNBi. Hold down CTRL button to select multiple roles

If there are multiple subriber accounts within your company’s D&B contract, users can be set up with
permissions under either the main Organization sub or point sub number.

06 Dun & Bradstreef
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You may set a user to have a Restricted view of only his/her reports in their ‘My Companies’ folder and their
alerts and Dashboard views would reflect only companies they inquired on. Unrestricted users will have
access to live reports ordered by anyone within the shared workspace in the ‘All companies’ folder and their
Alerts and Dashboard views would be driven by all companies in the shared workspace. The default will be a
restricted view for users being added as of July 2007.

For User Status box, select enable to allow the user to access DNBi. Selecting Disabled leaves the user's
information in the system, but does not allow the user to log into DNBi until the status is enabled

. Search [Erter Company Name, ID or D-ALN-S £ | [Enter cry Selact State v Search &5 More Oplions

Youd 30w I Sdmin m  AdMiniTe Upers

Administer Users

1

|| configure 17 Security || Set Role Permissions || Manage Workspace Territories || Add Groups

Full List Roles Teerns 1-18 of 1

User llame | Login lame | Subseriber lhumber | Status | Live Report Visibilty | Date Moditied
Johin, Smith Johmy_smithi0d ey co.n GE5123123 Enabied Unrestncted QEER007T
Jane, Doa doe_coeif 12345 .com 585123123 Enabiag Unrestricted OB/0E200T
Joa, Dos Josjoe@naw.com 665123123 Enabizd Unresdrictad DEMEZ00T
Jay, Smith Jaymiay.@xyzcom 565123123 Enabisd Unresiricted OFO2200T
Roneld, Martin martin200G@new com S85123123 Enabiled Unresiricied DE/2872007
Heten, Hill helhilg123.com 565123123 Enabied Unrestricted 06282007
Kevin, Jones Jones_k@xyz.coin 555123123 Enabisd Restricted e 12007
Dravid, Rechard davidrichard@yz cam 5565123123 Enabled Unresdricted OEMEZ007
Figure 8
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2.9 Edit User Profile

To edit a user’s profile information, click on the user name in the list.

Risk Management
Solutions

The currently saved user details information will be displayed. Click on the edit button to make changes to the

user profile.

The edit profile screen will allow you to make any changes to name, address, role, and user status. However,
you will not be able to change the email address.

‘-J-‘.\, Search |En.1=r Company Home, 0 or D-U-N5 #

| |Enter Ciy

& Administer Users

I Saisct State

[ Adanew vser

[ configure I Security || Set Role Permission || Manage Workspace Teritories |

v|[searen ]

O More Optioas

1-70 of 21 | Next = | Last =>

s
John, Smith I

Jana, Doe
Jog, Doe

Jay, Smith
Ronald, Martin
Heben, Hill
Kewvin. Jones
David, Richard

Ful List Territories
u 1"":

| Login Hame
Jahm_srithid0 iggyz.co.in
doe_doeg) 12345.com
Jesjoed@nesicom
13T ez cam
martin200Egnew.com
helhii 123 com
Jones. kgnyz.cain

EE5123123
SE5123123
585123123
585123123
SE5123123
5E5123123
585123123
SE5123123

| Subscriber Humber | Status

Enabled
Enablad
Enabled
Enablad
Enabled
Enabled
Enabiad
Enabilad

| Live Report Visibility | Date Modified ©

Unresdricied
Unrastricted
Unrestricted
Unrestricted
Unresiricied
Unresdricied
Restricted

Unrastrictad

OBDE/2007
OB062007
OBDS2007
QT
DE28/2007
DE/Z52007
08112007
DEIDEIZ00T

view Bemal | 30 v

Figure 9

06 Dun & Bradstreef
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2.10 Reset Password

To reset a user’s password, click on the user name on the list

Risk Management
Solutions

The currently saved user details information will be displayed, click on the Reset Password button. A separate
window will be displayed confirming the request.

To proceed with the change, click OK. The user will receive an email with a temporary password. Otherwise,

click Cancel to exit the window.

Confirm LoginEmail
Tithe:
Job Funchion

Treasurer
Technology
sdas
asdas

MO

12345

Windows Internet Explorer El

A amnail will be sent

:Elj b0 Joh_smilh00] @xyz caln

with & news temporary passwond
ik OK to continue,

Receive DB Warketng Materials

Ko

Roles and Visibility Settings
\iew User Role Privileges
User A0S admn
User Live Report Visiblity UNRESTRICTED
Territory Settings
Terrfory Enablement Enabled
Terriory Type Business Unk
Terrory Vakes 5
| EdnDetails || Reset Password

Figure 10
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2.11 Reassign Roles

To assign additional roles to an user, click on the user name on the list
The currently saved user detail information will be displayed. Click on the Assign Roles button.

The role(s) currently assigned will be displayed in the box on the right. To add or delete roles, just highlight
the role and click on the appropriate button.

Once complete, click the Update button. Otherwise, click the Cancel button to return to the user details screen

EpLouE 1E7? ]

Country United States

Prone ™ (1234567850

Fax 1224887880

T Zons | U S Easienn W

User Status () Enabied () Disabled

Enabis Trage Group
Services 2

Roles and Visibility Settings

View Uszer Role Privileges

UserRoles " gyaiiabie Roles nnslgnulnmen
Colector Ladmin
Credi Anakyst i Credi Manager
Credt Anakyst il

alf Wiz

To select multiphe, press cirl + ciick To select muliple, press cirl - chek

Usar Live Report Visitdty (%) Unrestricted () Restricted

Territory Settings

Terrkory Enablemant Enabled
Terriiory Type Business Unit
Teriory Vakies Al
Busingss Unit 1
Business Unit 2
Business Unk 3

Business Unit £

Submit || Cancel

Figure 11
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3. Set Credit Bureau Access

The Set Credit Bureau Access link allows you to set up real time access to credit bureaus other than D&B
(Note: This functionality is only available to subscribers of Account Manager and/or Decision Maker who have
an established account with supported third party bureaus.)

k.J;\ Search |Fn1=r Company Neme, 0 or D-U-N-5 7 | |Eniter Gy | [Selcisiste | & More Options

/71 Basic Admin
QH. Ip

—_—
| Basic Admin

Administer Users
Specily who will use the product and
iner sysiem priviieges.

Account Hanager

Delete Credit Files

Admin Delste accounts, apphcations and D&ES
Live Reparts from DNEQ
Decision Haker

Mesiivi Export Data

Export accounts. appications and DAB
Live Hewr.tom DNBi

| St Credit Bureau ACCess I
TIBLAE TEaRtma ACCESS [0 the Credi

bureaus of your choice

=W e

2

Figure 12
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4. Delete Credit Files

This functionality allows you to delete all records of one or more credit file types currently saved in your
workspace.

You can choose the type(s) of credit files to delete. A separate window will be displayed confirming this
transaction. To proceed, click OK. Otherwise, click Cancel to exit the window separate.

'-L-J\\‘\ Search |En1=f Company Hame, I or D-U-N-5 #

ﬂ Delete Credit Files

Please sefect the type of company file to delete.

O accounts & R——

[ose Live Regers icrosoft Internet Explorer

[Isnapshots . .

[ Swbmi [ canesl | 3/ You are abouk bo delete the selected company types. Click OK to canfim deletion.

Lo J[ come ]

|Enter Ciy | | seictstae v 0 More Options

Figure 13
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5. Export Data

5.1 Overview

This functionality allows you to export select records of a type of credit file based on configurable criteria.

\.‘-{\ Search |E"-1=r Company Name, 10 or D-U-N-5 2 {Enter Ciy & More Dptions

Basic Admin
~ Eelp

| Administer Users
R Specily who will uss the product and
| Basic Admin inerr sysiem priviages.

Account Manager = Delete Credit Files
Admin ﬂ Delste accaunts, apphications and DEB

= Live Agarts from DNBI
Decision Maker
i Export Data
Po accouns, apphcations and DEB
Live Reports from BNBI

5ol Credit Bureau Access
Enabie real-tims access to the credi
bureaus of your choice

Ces

Figure 14
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5.2 Set Export Criteria

This screen will show any export file jobs you have submitted and their readiness of files to download.

Click on Export Data button to you to select the type of credit file to export. Then, set the export criteria limiting
the file records. Select the file type (Snapshot or Live Report for example), select Country and then Select
search criteria fields and values. The default criteria displayed is Company Name. You may also select a
country in your criteria.

You can add new fields by clicking on “Add Search Field.” to further limit the file records. You can delete fields
by clicking on the red X

Enter the search criteria values and click on Search. The list of credit files matching the search criteria will be
displayed finally, select the data fields to be included in your export file from the list displayed by highlighting a
field and clicking the Add icon.

Select a file format from either .CSV file or Microsoft Excel.

Click on the “Search” button to proceed and a list of companies will be returned.

4 Search [Enter Company bame, ID o D-U-NS # | [Eter cay Setect State v | Search 3 More Options

You are in: sdmin = Export Dt

Export Home
| Export Data Jin the tatie besaw, you can review the status of pending and compieted exporis.
Tterms 1-8 of 8
Status | Sulsmdtted By | Expart Type | Eapont Request Date | Action
Compleied Dilip Shvzankar &8 Live Reporis 1202002007 0330 AMEST Dorevndomd
Coenpleded Diip Sivaarkar DEB Live Reports 1202002007 0207 AMEST Dorwvricad
Compleled Dip Shezankar DED Live Repoits 12202007 0201 AMEST Do
Compleded Diip Sivzarkar D&B Live Reporis 1 202002007 0200 AM EST Dovaréond

Compleisd Dilip Sivzankar DEB Live Reporiz 122002007 01:53 AMEST Dowrinsd

Bincked Dilip Shesankar DEB Live Reporis 1202007 0632 AM EST

Ellacked Dilip Sivsankar DEE Live Reports 12A 072007 DE26 AM EST

Efocked Diip Shvzankar DEB Live Reports 12N02007 0520 AMEST

View fems |20 5 Ttems 1-8 of 8

=]

@Back g Home Dnne@

Figure 15
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5.3 Display and Export Results

The results can be filtered further using the criteria in the drop down menu

Click on the export button to create a file which can be downloaded. Creating the file may take some time
depending on size.

Click Next to return to the Export Home page to view the status of the file creation.

The Export home page will inform you of the export status and when a file is ready, click on the download icon
to retrieve the file.

<, Search [Erter Company Name, D or DALNS # | [Enter cay | | setect state ¥ Seaeh O ore Options

ow ace in: Admin = Evport Dista = Search » Search Resubs

Export Data
View: Filter || Reset List
Show company names that FGHIJKLMHNOPORSTUVWXYZ=aAl
Create Export File |
Ttams 1-2 of 2

Type | Company Hame | PAYDEXS® | Commercial Credit Score Percentile | Financial Stress Score Percentile | DEB Alerts

e DE5 Live Report GORNAN MANUFACTURRIG COMPAIINY, HIC

f:_ Delt=Pe MLmbar 10735 BOYLE AVE 4 4

O3873-2118 LGS AMGELES, A 90023 246

DEB Live Raport
[L-N-S Mumbsr
BO-473-5132

Wisws e

Figure 16

GORMAN MANUFACTURING COMPANY, MIC
492 KOLLER STREET a i a“ 20 - 10
SAN FRAMNCISCO, CA, 34110

Itams 1-2 of 2
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6. Summary

DNBi Basic Admin Tutorial Review:

+ Administer Users: Allows you to add new users, edit user profile and set credit approval
authorities and set up access to credit bureaus:
— Assign one or more roles depending on the job function.
— Create and Assign users to Groups for more control over permissions
—  Quickly reset a password or disable user access.
— Easily set and change credit limit approval authorities depending on company policy.
—  Set up real time access to credit bureaus other than D&B.

e Delete Credit Files: Allows you to delete all records of one or more credit file types currently saved in
your workspace.

«  Export Data: Allows you to export select records of a type of credit file based on configurable criteria.

D&B Risk Management Solutions
For more information about DNBI, please contact D&B at 800.234.3867
www.DNB.com
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