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1 Approvals Explained

Authorised Signatories are nominated client contacts who are responsible for submitting
or approving end user access requests.

All'access requests should be submitted or approved by an Authorised Signatory (or a
Security Reviewer in their absence) within your organisation.

How does this benefit me?

Our enhanced checks give you greater control over who in your organisation can access
sensitive data - helping keep your information even more secure.

What do | need to do?

Please ensure that all access requests are submitted by an Authorised Signatory, or the
Authorised Signatory promptly approves the request, to avoid any delays.
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2 MyExperian Access Management Requests
Explained

Using the MyExperian Service & Support portal you can complete your access
management requests for:

e Adding New Users

e Amending existing user access

e Removing access

e Ad-hoc user reports (lookups)

e Updates to Authorised Signatory and Security Reviewer

Important:

All access requests must be submitted by or approved by an Authorised Signatory or
Security Reviewer within your organisation.

If you (as a named Authorised Signatory or Security Reviewer) submit the request, it will
be automatically approved and then processed.

If another user (who is not an approver) submits an access request, we will issue an
approval request to you (as the named Authorised Signatory or Security Reviewer). We
will require your approval before we can begin processing the request.

3 Requesting User Access

To submit a request to add, amend or remove one or more users please use the ‘Request
Amend or Remove Access Form' within our MyExperian Service & Support portal.

You can also locate this form from the home page by searching “access” on the Home page
or below the ‘Services’ icon as per below:
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Hi Lisa, how can we help you today?

Search our User Guides and Service Library

| Search {minimum 3 characters)

Ky

Guides

Guides and How To articles

Most Read Articles

ﬁ Access Management

ﬁ Access guide

Browse our knowledge library of User

Services
Do you require something new? Raise a

request here

Access Management

Request updates to Authorised Signatories & Security

Reviewsrs

Request User Report

Request a user report, look-up or breakdow

MyExperian Service and Support Access

arm to request access for other

&

Support

Something isn't working? Raise a case

here

Most Useful Articles

ﬁ Access Management

E PowerCurve Customer Acquistion - How to identify

my praduct

updates to Security Reviswer and

Signatory contacts

E How to perform s Psssword Reset

E Access guide
KEDD38445 -

Select the request type you wish to make (to add New User, Amend User or Remove User):
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To add or amend user access you should also select the required product and click ‘Next”.
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The access request form for the product selected will then populate.
Click ‘Add’ to enter the user details:

Lstomer Support Wnowledge  Requests=  MyCases  Casew  Supporte ° ordinary U

product @

‘ © | BusinessiQ- UK Credit Reports & Images UKE! o ‘

* same Account for all users? @
[ a
* same branch for all users? @
[ [-]

* same Role for all users? @

ns Rowd UserFirstName Usersurmame UserEmailAddress UserlD Environment  Is this access for a system or generic accountsetup? N

Note: Selecting on "Previous" button will clear any existing entrics

Multi-user option: if you are submitting a request for multiple users who all need the same
account number, branch and/or role (if available) you can enter this here.

You should then proceed to click ‘Add’ to enter the individual user details.
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Ustomer Support Wnowledge | Requests~  MyGases  Case~  Supporte u ordinary U

Product @

‘o Business|Q - UK Credit Reports &Images UK& c ‘

* 5ame Account for all users? @
‘Nn ‘ . ‘
*same branch for all users? @
[Wo ‘ -

* same Role for all users? @

Actions Rows  UserFirstName Usersumame UserEmail Address UserID Environment Isthis access for a system of generic account set up? N

Note: Selecting on " Previous” button will clear any existing entries.

The user credentials page will then open, here you should enter the user details along with
any account, product roles and options required (if not entered on the previous page). The
mandatory required fields are shown with an Asterix (form options may vary depending on
the product selected):
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.. A
Account Number @

‘ JO555 “

Branch Number ©

* Default responsae type

Decision only { v 1
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Once you have entered the user details click ‘Add’. This will return you to the main form.

Here you will see the user information you entered in the summary table; you can now click
‘Add’ to enter more users or click ‘Next’ to submit your request once complete:

[—
Grgore o °

You can now click submit!
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Your Case reference number and request details can be viewed in your customer activity log
and Case records:

0o

4 Approving access requests

All access requests must be submitted by or approved by an Authorised Signatory or
Security Reviewer within your organisation.

If you (as a named Authorised Signatory or Security Reviewer) submit the request, it will be
automatically approved and then processed.

If another user (who is not an approver) submits an access request, we will issue an
approval request to you (as the named Authorised Signatory or Security Reviewer). We will
require your approval before we can begin processing the request.

If we require your approval for an access request, we will send you an Approval Request
Notification by email:
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ACTION
REQUIRED
Cam | g _ EN PG GPET N & eder © Ye procewad
Shot Dencngton. CROO2)00 . RITMOMEL N2 Bas Acconar

Vendhoaton BAY) LICAT . New - User Ascens Raguent - Standand Product

Pagurend Fox

-
D - - -
-
-

. et - W A

You com qppreve of spect Sin ench fem @ Bis rguet by chekmg KERE

The email will contain the full details of the request include:

- Requester name
- Request type

- Product

- Users requested
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|, Approving requests by email:

Once you have reviewed the request information in the notification you can approve or reject
the request by email, just reply by clicking on the link in the body of the email (highlighted
below).

ACTION
REQUIRED

Coe x et e ol B e v e e dd

Short Dwscrgsca. CRO0LI0W  RITMUSS1102 X Bama Acoae
Vericaton (BAL LIAD - New - s Acress Roguedt - Tandard Prndut

Pogurend 0

ok b e g CTANECILY

Pk b e e CILASRZCLL Y

U e @ o et B ke e o T et b g MEPE

If you reject the request, please tell us why.
If you approve the request, we will now start to process it.

Once your response is sent your approval action is complete.
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Il Approving requests via the MyExperian portal:

You can review and approve / reject requests directly in the MyExperian Service &
Support portal.

Click on the highlighted link (shown below) to directly access the MyExperian
Service & Support approval task.

ACTION

REQUIRED
Com ’ regures v out appe o nder W Ve procewed
Short Dmargton. CS002)094 - RITMOMS13)2 ] Baad Accoar
Vendicaton (BAV) UKAL - New - User Accem Reguent - Standerd Product

Pogoened For

~——— e

s At e

" st o . B

Gk hemn 3 ammat CHIASKOOLL 2

l‘.‘.-.-w-v:nwouwha—--npdh drltqﬂml
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Once the Approval Task has populated in the MyExperian Service & Support portal
you can review the full details of the request and Approve / Reject as required.

->-~'c-~-¢ | Seamh lq
This Task requires your epprowsl CETASHIOLIUTE - CIORITTIT « MTMISREL Y - Orfinary Contect « Taating Accoo=t 1 - idendiny Mub LML « New « User Access
Reguest - Rended Froduc =
.
e
B age —iee
I
e P
S B
=== ===

e e v A 8 O B g o

Bt e P arne e marirm Ut Eoad Abh ws e (D P re—re

MYEXPERIAN SERVICE & SUPPORT PORTAL

APPROVER USER GUIDE 13
EXPERIAN PUBLIC

VERSION 3.0 DATE: JUNE 2025



P :
Sxperian

Knowledge Article

You should only use this screen to review the request details and to Approve or
Reject the request.

Use the Approval task section on the left to click Approve or Reject and to add your

comments:
Home D Approval Search Q
This Task requires your approval CSTASK0010078 - 50022727 - RITM3686179 - Ordinary Contact - Testing Account 1 - Identity Hub UK - New - User Access

Request - Standard Product @

Approval

Approver Approving

........

O AuthSigidentityHub

Reject

State

your reason in the comments field Type your message bece.

System

Save | m

Requested Details

If you Approve the request, we will start to process it.

If you Reject the request, please tell us why in the comments. We will then close the
request and inform the requester it was rejected by the approver.

Once your response is submitted your approval action is complete.
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