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Quick Start Guide

Getting Started as an Admin
on the CreditXpert Platform




Administrator Duties

As an administrator, you get to set up and manage the CreditXpert platform for your company.

New to the CreditXpert platform?

We'll walk you through how to log in, create your profile, customize the platform and invite
your team in just a few steps. Get started herel

Your Admin responsibilities include:

Configuring and maintaining the settings and preferences for your company

Keeping the database of users up to date by inviting, archiving or locking

users as needed


https://creditxpert.com/onboarding/

My Manage Users Screen

Find all users within your company here. Invite new users, manage existing ones and archive those you wish to remove.
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Filters View Archived Users
Filter by Role Find all users you have
and Branch. archived here.
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Roles and Permissions

The roles assigned to each user are listed here. Admins
manage their company’s instance of CreditXpert.
Managers can view plans and reporting for mortgage
advisors under their branch. Mortgage advisors can
view and manage their own credit pulls and plans. Credit
Specialists can view and manage all credit pulls and
plans for mortgage advisors under their branch.

Status

Find each user status here. Registered
users have been invited to the platform
but have not logged in yet. Active users
have logged in to the platform.
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User Menu

Click on the menu to edit, lock
(remove a user'’s access to creating
plans while keeping current plans
available) or archive (remove a user
from the account with the option of
deleting or transferring in-flight plans
to another user) users as needed.

Invite Users
Click here to invite users to
the platform one by one.
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Fill out your new user’s information, including
their role and branch, and send them an invite
to log in to the platform.

Note: Inviting users through the Invite User button
is only applicable for those using standard
authentication. If your company has Single Sign
On set up, new users need to be added by the
company'’s internal technical admin.



My Company Settings (Company Info) Screen

Configure your company settings by adding your company info, preferences and disclosures.

Company Info Tab

Navigate to the Company Info tab within the
Company Settings to enter your company info,
select preferences and add legal disclosures.

Legal Disclosures
You have the option to add legal disclosures,
which will be displayed for every plan.

Company Address
Enter your company address, which will be
displayed on applicant communications.

Communication Preferences
Select whether or not to display the mobile
number on applicant communications.

Save Changes
Click on the button to save all company info
selection you just made.
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Legal disclosures

You have the option to attoch legal disclosures to every plan. Read more about legal disclosures in the knowledge base.
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Company settings

Company address

Compaony address is displayed in applicant communications. Every Credit¥pert user will default to this address. Once registered, users can change

their company addrass.

Company nome Street oddress
Sample Lender Userd 123 Main Strest
State - City =
karyliond - Baltimora
Zip code -
21201

Borrower communication preferences

Configure the display of the mokile number on borrower communications such

@ Show mobile number (Default) ) Hide mobile nu

Action plan (PDF) preferences

Adjust these preferencas bo enhance your borrower experience and better align the plan display with your needs.

Show the target bin
Show the estimated total cash needed to complete the plan

Mowe your legal disclosuras to the last page

fon plans [PDF) and in the signature of all borrower emails.
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Plan Preferences

Select what elements to display on the
action plans that are shared via PDF to
all applicants. Here's a snapshot of how
those elements will display on the PDF.
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My Company Settings (Logo) Screen

Configure your company settings by uploading your company logos here.

Company Logo

You have the option to upload
your company logos here. The
logos will be displayed on
applicant communications and
on the platform pages.
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YourLogo #

The standard logo is displayed on all communications to the applicant. The square logo is displayed on all pages of the platform. Both are optional

Read more about logos in the knewledge baee.

Standard logo

!}

Draog and drop or click to choose a file

Eequiletl file formnot: SWG, PNG, or JFEG

Requi
Mox tge size: 249 MB

Standard Logo

A standard logo will be displayed on all
applicant communications. Please note file

ed dimensions: EBpx height [no width requirement)

requirements before uploading.

Square logo
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Drog and drop or click to choose a file

Requirgd file formot: SVGE, PNG, or JFEG

Requirgd dimenszsions: 44px height © ddpe width

Moy iy size: 2% MB

Square Logo

A square logo will be displayed on all platform
pages. Please note file requirements before

uploading.

Company Logo

Once uploaded, your logo
will appear at the top right
of all platform pages.
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Applicant Communications
Once uploaded, your logo and contact
information will also appear on all
applicant communications.



Welcome to the CreditXpert Support Center

Find help articles, troubleshooting guides, and tutorials

[ Q, search

Visit the CreditXpert Support Center for more
in-depth Admin training and educational resources.

Admin Support Center



http://help.creditxpert.com
https://help.creditxpert.com/hc/en-us/categories/26912268603156-Administer-Your-Company



