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Processing		

Credit	Applications	

Executive	Users	Guide	



Step	1:	On	the	Practice	Home	page	click	New	Application	



Step	2:	Click	Continue	next	to	the	location	in	which	the	patient	will	be	applying	



Step	3:	Instruct	patient	to	complete	the	credit	application,	agree	to	the	terms	and	click	Submit	



Step	4:	Choose	a	value	from	the	Service	Type	picklist	field,	click	Run	Credit	



Scenario:	For	applications	that	require	manual	approval,	you	can	edit	and	Verify	Bank	Account	

that	the	applicant	provided	as	well	as	Manually	Approve	loans.		



Note:	You	can	only	manually	approve	applications	when	the	bank	account	has	been	verified.		



Step	5	–	1:	Choose	a	value	from	the	Description	of	Goods	&amp;	Services	and	Provider	fields.		



Step	5	–	2:	Click	Select	next	to	the	monthly	payment	option	the	applicant	requested	



Step	6:	Click	Start	Signing	and	have	the	applicant	e-sign	the	documents	and	click	Complete	



Note:	Remind	the	applicant	that	their	first	payment	will	include	a	$30	account	setup	fee.	
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