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MergePlus via eMortgage

Users can order a MergePlus report requesting Equifax Mortgage Solutions (EMS) research and/or
update a trade line or public record via eMortgage. Additional documentation may be provided to EMS or
EMS may simply investigate the request. Upon completion of their investigation, EMS provides a
supplemental report indicating their findings, which may include added, modified, or deleted information
relative to the trade line or public record inquiries.

This user guide has been designed to get you started and will lead you through the request process, step
by step. We hope you find your EMS eMortgage experience to be intuitive and efficient.

Thank you for selecting Equifax Mortgage Solutions for your business needs.



MergePlus

How to Request a Tradeline Verification
A credit report must have already been ordered and received to order MergePlus for tradeline verification.

1. Log into eMortgage (reference eMortgage User Guide for steps required to log in).
2. Select “Order Search” located in the top navigation menu.
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Figure 1 Order Search

3. Enter the appropriate search criteria to locate the credit report requiring a supplement or search
“ALL" to display all reports previously requested. We recommend searching using the borrower

Social Security number (SSN) so all reports associated with that specific SSN are displayed.
Click the “Search” button.
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Figure 2 Order Search Criteria
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4. Click the “Select” button next to the credit report you wish to update and choose “Update to
MergePlus.” You will be advanced to the “MergePlus” request page. Alternatively, you may click
the “Order#” hyperlink for the desired report.
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Figure 3 Update to MergePlus

5. Click the button on the “Verify” column adjacent to the tradeline to be updated.
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Figure 4 Select Tradeline to be updated



6. You will be advanced to the “Verification Request” page. This page provides all of the information
associated with the selected tradeline (with the exception of the trended credit data).
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Figure 5 Select Tradeline item(s) to be updated

7. Click in the “Select” column next to each item requiring verification as part of the MergePlus.
Select the “Miscellaneous” item if the verification you need is not represented in the list (must
include comprehensive comments when selecting this item).

8. Enter any clarifying comments that may aid in the research.

9. Click the “Accept” button to save the tradeline update request.
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Figure 6 Tradeline update request



10. You will automatically be advanced to the “MergePlus Request” page. Note the checkmark next
to the tradeline indicating that a verification request for that tradeline has been submitted.
11. If no further verifications are required, click the “Attach Document” button to attach the borrower’s
authorization and any supporting documentation to assist with the verification request.
a. The only special character allowed in a document name is an underscore ( _)
b. Attachments must be one of the following file types: .pdf or .tif
12. Be sure to provide borrower contact information in the field provided. Failure to provide the
necessary information will increase the likelihood of a delay in processing your request.
13. Click the “Accept” button.
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Figure 7 Tradeline update request



14. You will be presented with a confirmation summarizing the request submitted. Click “Continue.”
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Figure 8 MergePlus Updated Confirmation

15. You will advance to the “Order Search Result” page where you will see the MergePlus request
and the current status.
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Figure 9 Order Search Results

16. Click on the “Pending” hyperlink as required for the status of the request

MergePlus Order Status
Order Number: SC&730

Your order is being processed, you will receive an email if any additional information
is needed or notification upon completion.

Your update request status as of 04/11/2017 at 17:36:25 EST.

Figure 10 Request Status



Updating an Existing MergePlus Order

After the MergePlus order has been submitted and the order status is “Pending,” all updates or
subsequent supplement requests related to the original order should reference the initial MergePlus order
number to avoid duplicate request issues. To request updates, simply send an email to EMS Operations
at gibbsboro.production@equifax.com, or call 800-333-0037. Please include the MergePlus order
number in all communications (see figure 11 and figure 12 for order number location).
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Figure 11 MergePlus Order Number

MergePlus Order Status

Order Number: SC8736 _

Your order is being processed, you will receive an email if any additional information
is needed or notification upon completion.

Your update request status as of 04/25/2017 at 18:06:05 EST.

Figure 12 MergePlus Order Number
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How to Request a Public Records Verification

A credit report must have already been ordered and received to order MergePlus for public records
verification.

1. Log into eMortgage (reference eMortgage User Guide for steps required to log in).
2. Select “Order Search” located in the top navigation menu.
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Figure 13 Order Search

3. Enter the appropriate search criteria to locate the credit report requiring verification or search
“ALL" to display all reports previously requested. We recommend searching using the borrower

Social Security number (SSN) so all reports associated with that specific SSN are displayed.
Click the “Search” button.
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Figure 14 Order Search Criteria
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4. Click the “Select” button next to the credit report you wish to select and choose “Update to
MergePlus.” You will be advanced to the “MergePlus” request page. Alternatively, you may click
the “Order#” hyperlink for the desired report.
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Figure 15 Update to MergePlus

5. Click the button on the “Verify” column adjacent to the Public Record to be updated. You will
automatically be advanced to the “Verification Request” page. This page provides all of the
information associated with the selected Public Record.
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Figure 16 Select Public Record to be updated
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6. Click in the “Select” column next to each item requiring verification as part of the MergePlus.
Select the “Miscellaneous” item if the verification you need is not represented in the list (you must
include comprehensive comments when selecting this option).

7. Enter any clarifying comments that may aid in the research.

8. Click the “Accept” button to save the Public Record update request.
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Figure 17 Select Public Record item(s) to be updated

10.

11.

12.

You will automatically be advanced to the “MergePlus Request” page. Note the checkmark next
to the Public Record indicating that a verification request for that record has been submitted.
If no further verifications are required, click the “Attach Document” button to attach the borrower’s
authorization and any supporting documentation to assist with the verification request.

a. The only special character allowed in a document name is an underscore ( _)

b. Attachments must be one of the following file types: .pdf or .tif
Be sure to provide borrower contact information in the field provided. Failure to provide the
necessary information will increase the likelihood of a delay in processing your request.
Click the “Accept” button.
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Figure 18 Public Records update request

No Attachments

13. You will be presented with a confirmation summarizing the request submitted. Click “Continue.”
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Figure 19 MergePlus Update Confirmation

14. You will advance to the “Order Search Result” page where you will see the MergePlus request
and the current status.
15. Click on the “Pending” hyperlink as required for the status of the request.
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Figure 20 Order Search Results
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MergePlus Order Status

Order Number: SC&736

Your order is being processed, you will receive an email if any additional information
is needed or notification upon completion.

Your update request status as of 04/25/2017 at 18:06:05 EST.

Figure 21 Request Status

After the MergePlus order has been submitted and the order status is “Pending,” all updates or
subsequent supplement requests related to the original order should reference the initial MergePlus order
number to avoid duplicate request issues (see “Updated an Existing MergePlus Order”).



How to Request Multiple Tradeline / Public Record Verifications

When ordering multiple tradeline or public record verifications, there is the capability to select more than
one line item at one time. The key to using this functionality is to ensure that the same items are required
for each of the verifications requested. For example, if you have three tradelines requiring verification,
and all threer are related to balance, you may select all three tradelines and select “Balance” as the
verification type. Be sure to enter comments for each tradeline as appropriate.

1. Insert a checkmark adjacent to each line item requiring verification in the “Sel VI” column.
2. Click the “Select Tradeline VI” button (for public records, you will click the “Select Public Record
VI” button).
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Figure 22 MergePlus Request, Multiple Iltem Request
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3. Notice the top line, “Multiple Tradelines Selected.” Select the item(s) to be verified and enter
comments to help ensure clarity of what is being requested.
4. Click the “Accept” button.
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Figure 23 MergePlus Verification Request, Multiple Item Request

5. You will be advanced to the MergePlus Request page. A checkmark will be present in the
“Verify” column indicating the items requiring verification
6. Click the “Attach Document” button to attach the borrower’s authorization and any supporting
documentation to assist with the verification request.
a. The only special character allowed in the document name is an underscore ( _)
b. Attachments must be one of the following file types: .pdf or .tif
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Figure 24 MergePlus Request, Multiple Iltem Request
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How to Add a Tradeline for Verifications

1. Log into eMortgage (reference eMortgage User Guide for steps required to log in).
2. Select “Order Search” located in the top navigation menu.
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Figure 25 Order Search

3. Enter the appropriate search criteria to locate the credit report requiring verification or search
“ALL" to display all reports previously requested. We recommend searching using the borrower
SSN so all reports associated with that specific SSN are displayed. Click the “Search” button.
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Figure 26 Order Search Criteria
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4. Click the button next to the credit report you wish to select and choose “Update to MergePlus.”
You will be advanced to the “MergePlus” request page. Alternatively, you may click the Order#
hyperlink for the desired report.
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Figure 27 Update to MergePlus

5. Enter the borrower’s phone contact information; Click the “Attach Documentation” button to attach
the borrower’s authorization and any supporting documentation to assist with the verification
request.

a. The only special character allowed in the document name is an underscore ( _)
b. Attachments must be one of the following file types: .pdf or .tif
6. Click the “Add Item” button.
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Figure 28 MergePlus Request, Add Item
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7. Enter the tradeline (creditor) information and the account number. Enter comments to help
ensure clarity; generally the more detail and precision provided with the request, the less
likelihood of processing delays.

8. Click the “Accept” button.

RUIFAX eMORTGAGE
Rezoums | vn— S’ Rerom Demared P S Shomamssn

i Borower _ Co-Borower _Jont
VarificatonType Tradeline g
Craditor * Loads of Credit Account Number * 1122334455

Is the Credior a LandLord? [}

~
v

Mw%#

Figure 29 Adding a New Tradeline or Public Record

9. If the creditor is a landlord, check the appropriate box and provide the rental property address,
landlord phone number, monthly rent and number of years the borrower rented the property.
10. Click “Accept.”
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eMORTGAGE
s : Product : Applicant - Co-Applicant
Account 8 g —. Status © Report Deliversd Applicant SSN g Co-Applicant SSH
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Venficabon Type Tradeline
. I AL I
4
. How Long? (Yoars) * ]
W I
Comments
~
W
S Accept || Cew | [ Cance || Hep |

Contact Us | Privacy | Leaal | FCRA

Figure 30 Adding a New Tradeline; Renter Information
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11. The MergePlus Request page will reflect the request to add a new verification in the “New
Verification Lines” section at the bottom of the page.
12. Click “Accept.”
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MergePlus Request
Cirdler & VEVUL2 Product Merged Credit Apphcant m Co-Apphicant
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Accept Add Item Atach Document I Cancel I Help

(Cantact Us | Privacy | Legal | FCRA

Figure 31 MergePlus Request

13. You will receive a MergePlus Update Confirmation with a summary of the new tradeline.
14. Click the “Continue” button. Your order will now be in a pending status.

eMORTGAGE |

EQUIFAX

Orders Order Search Request Forms

araos O adate Confirmation
rder Numbes. SC8732

New TradeLines

Your update request has been submitted on 04122017 at 17:44:02 EST.
M

Figure 32 MergePlus Update Confirmation

After the MergePlus order has been submitted and the order status is “Pending,” all updates or
subsequent supplemental requests related to the original order should reference the initial MergePlus
order number to avoid duplicate request issues (see “Updating and Existing MergePlus Order”).
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How to Add a Public Record for Verifications

1. Log into eMortgage (reference eMortgage User Guide for steps required to log in).
2. Select “Order Search” located in the top navigation menu.

o I ‘-‘__
EQUIFAX eMORTGAGE g
> ong Welcome to our eMortgage web site
P Bedssue
» Eood ‘eMartgage is your single stop for access to Equifax Services:
= Credt R
Lt - mmWTM
& Flood Servic
» Batch Request - c:e«xmo”
» Undisclosed Debt Monitoring
- = Loan Quality Indicator™
'FNQS Please cortact your sales representatrve for further detads.
0 Products iy search for g please click here or select Order Search from the Menu Bar
To download more information about Trended Credit Data. Click the link to FACs below
Tren from Equif; Morigage Lender F
Figure 33 Order Search

3. Enter all the appropriate search criteria to locate the credit report requiring verification or search
“ALL" to display all reports previously requested. We recommend searching using the borrower
SSN so all reports associated with that specific SSN are displayed. Click the “Search” button.

T W
EQUIFAX eMORTGAGE
Order Seareh
Account Number 95—
Loan Mumber ) Exmcinamen v
Cer Nurmer [
S8
First Name |[Exact matcn ]
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Product Code ﬁ )
Search Days ]
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Figure 34 Order Search Criteria

Contact Us | Privacy | Legal | ECEA
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4. Click the button next to the credit report you wish to select and choose “Update to MergePlus.”
You will be advanced to the “MergePlus” request page. Alternatively, you may click the Order#
hyperlink for the desired report.

EQUIFAX eMORTGAGE | |

Order Search 5 Request Forms.

Altgrnative access to

srgePius Request

Figure 35 Update to MergePlus

5. Enter the borrower’s phone contact information; Click the “Attach Documentation” button to attach
the borrower’s authorization and any supporting documentation to assist with the verification
request.

a. The only special character allowed in the document name is an underscore ( _)
b. Attachments must be one of the following file types: .pdf or .tif
6. Click the “Add Item” button.
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Figure 36 MergePlus Request, Add Item
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7. Inthe “Tradeline” field, enter “Public Record.”

In the “Account Number” field, enter the docket / case number or the book / page number
In the “Items to be Verified” field, enter the following information:

Court Name, Court Location, Public Record Type, Plaintiff Name, Defendant Name, Amount
8. Click the “Accept” button.

EQUIFAX

Home Orders | Order Search

eMORTGAGE

Reports Request Forms Logout

Owdder # VABSVA Prouct

Marged Credit Applicant Co-Applcant
Account 8 L1} Status. Report Delivered Applicam SSN Co-Apphcant SSN

Add Tradeline - Details
® Bomower ) Co-Borrower () Joint

VedificationType Tradeline
Creditor * s [Fubiic Record Account Number ~ ﬁ Docket/Case # or BkiPg ]
Is the Craditor a LandlLord? O

NEW TRADELINE ADDED

urt Location, Public
, Plaintiff Name, Defendant **
A

M(eﬂ‘ Clear | Cancel || Heip

Figure 37 Public Records to be Verified

9. The MergePlus Request page will reflect the request to add a new verification in the “New
Verification Lines” section at the bottom of the page. Click “Accept.”

New Verification Lines
Account # Craditor Phone Number
W =] Borrowet TradeLing Dotket/Case # o Bi/Pg Publc Recond
Attachments
No Attachments
Besrowear's Cantact Phane no| Ext Phene Number *| (IS Email Addeess ‘| GCG——GE.
Accept Add Item Attach Document | Cancel | Help |

Figure 38 MergePlus Request Page

10. You will receive a MergePlus Update Confirmation with a summary of the new public record.
11. Click the “Continue” button. Your order will now be in a pending status.

Merge Plus Update Confirmation

Order Number: SCBTE4

HNew TradeLines

" n Caurt Name, Coun Location, Public Record Type, Plambd Name,
Docket Caze # or Bk Pg l Public Record NEW TRADELINE efendant name, Amount

Your update request has been submitted on 0OW2017 at 17:13:54 EST.

Cantins q

Figure 39 MergePlus Update Confirmation

After the MergePlus order has been submitted and the order status is “Pending,” all updates or
subsequent supplemental requests related to the original order should reference the initial MergePlus
order number to avoid duplicate request issues (see “Updating an Existing MergePlus Order”).



Customer Support

Equifax Mortgage Solutions Sales Support (EMSSS)
Please contact EMSSS with any of the following requests:

e Account setup and account information changes
e Product questions

e Product training

e Billing questions

Call 1-866-746-3780, Option 2

Email emssalessupport@equifax.com

Hours of operation: 8:00am — 7:00pm Eastern Time, Monday through Friday (excluding holidays)

Equifax Mortgage Solutions Technical Support
Production-related issues, password support, product-related issues.

Support Contacts Responder Phone

Mortgage Support Help Desk | Live person will answer, or 1-866-746-3780
8:00am - 8:00pm Eastern leave message for call back | Option 4
Time

EMS after hours support
(after hours / weekends /
holidays)

EMS after hours Support

1-800-370-0283
Agent

Customers may contact Equifax Mortgage Solutions Support to report production service problems. The
customer and EMS Support will work to jointly determine the applicable severity level of the service
condition based upon the definition and conditions. EMS Support shall provide the customer with
technical assistance and consultation regarding the service.

EMS Support shall be available to be contacted by the customer at 1-866-746-3780 option 4 or
1-800-370-0283 with requests for support and problem resolution. If a call is placed before 8:00am
Eastern Time or after 8:00pm Eastern Time, weekends or holidays, a technician will return the call within
30 minutes. EMS after hours support will be limited to incidents impacting online availability. An email can
be sent to mortgage.support@equifax.com and EMS Support will respond within 24 business hours.



mailto:emssalessupport@equifax.com
mailto:mortgage.support@equifax.com

	Table of Contents
	MergePlus via eMortgage
	MergePlus
	How to Request a Tradeline Verification
	Updating an Existing MergePlus Order
	How to Request a Public Records Verification
	How to Request Multiple Tradeline / Public Record Verifications
	How to Add a Tradeline for Verifications
	How to Add a Public Record for Verifications

	Customer Support
	Equifax Mortgage Solutions Sales Support (EMSSS)
	Equifax Mortgage Solutions Technical Support


