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8 The advantages of D&B Access for the Internet (DBAI) 

· On-line delivery of credit and business information to help you decide with confidence

· Immediate access to the world’s largest commercial database of businesses in over 200 countries

· Available and accessible 24 hours a day from any PC worldwide

· User friendly system that has data storage facilities

· No additional software required

8 How to access DBAI for the first time

· Visit www.dnb.com

· After having chosen your language, you will see a button called “Access for Internet” and a drop down menu in the main screen. You can click either on the button or select the service from the drop down menu.

· The DBAI log-on page will now appear. 

	Tip
	To enable you to access this page directly in the future, we advise that you add this page to your 'Favourites'.  If you use Internet Explorer, you can do this by choosing 'Add to Favourites' in the 'Favourites' menu.  Netscape users can choose 'Bookmark' in the 'Window' menu and select 'Add Bookmark'.


If you have never used DBAI before and do not have a User ID and password, please follow the instructions below (3) on how to register.

If you are an existing DBAI customer, you can now gain access to the worldwide D&B database by entering your personal User ID and password.

	User ID
	Your User ID consists of 6 characters (supplied by D&B)

	Password
	You need to choose your own password which consists of 6 characters

	Forgotten your password?
	If you have forgotten your password, we can reset it for you, please contact D&B Customer Services by e-mail at customerHelp@dnb.com


8 How to register

8.1 Who should register?

Every person within your organisation who is or will be using DBAI should register separately. 

8.1 How to register for the first time

To register for the first time, you need to access the log-on screen of DBAI by following the steps identified in Section 2.  Once there you need to complete the following stages:

· Click on 'Register Now'. 

· This will take you to the registration form where you will be asked to complete your personal details.

· Default Reference: Your reference to help you easily identify which reports were ordered by whom in your organisation, will be shown on the search screen and in the right hand upper corner of the ordered reports.  You can change this 'Default Reference' at any time by overwriting the text displayed.

· E-mail address: Your e-mail address is a required field. We will use this to communicate rapidly with you about system enhancements or availability. We therefore ask you to ensure this information is kept up to date.  In addition, you have the option to receive investigated reports and monitoring notices by e-mail.  To activate this option, please check the appropriate box.

· Html format: If you wish to receive investigated reports and monitoring notices in html format, please check the appropriate box. 

8.1      How to update personal details?

We ask that you keep your personal details up to date. In order to do this, simply follow these instructions:

· By clicking on 'My Profile' on the DBAI toolbar at the top of the screen, links to 'Account Information' and 'User Preferences' appear. By selecting one of these options you can begin to update your personal details. 

· Both pages contain details that we currently hold on our system.

· Please modify your records and save by clicking on the 'Submit' button.

· To update your e-mail address at any time, simply click on the address displayed in the top right hand corner of the screen.

· If you make an error, simply click on 'Reset' in order to return the screen to its original details.

	N.B.
	Account Information contains details on you and your company, as well as the password in use.

User Preferences contains details on your preferences for receiving D&B information as well as your Reference.



8 How to order credit information on businesses 

DBAI enables you to order, download and manipulate credit information.  Containing commercial information on businesses in over 200 countries, the D&B database can be searched at any time by using the Business Search section in the left hand navigation bar.


· Select the country within which the organisation is based

· Fill in the search fields with the information available to you

	Tip
	The Business Search tab is always available to make it easier for you to make enquiries whenever you need to.


8.1  Which criteria should you use to find… 

	Tip
	Searches by D-U-N-S Number or Company Reg. Number will provide the most accurate search results.

	Tip
	When you search on a phone number, all digits need to be entered without hyphens, dots or spaces.

	NB
	Searches by company name will be limited to a maximum number of 50 results.


8.1.1 European businesses

· If the business you are enquiring upon is not located in Belgium, but elsewhere in Europe, select the country from the alphabetical 'country list' at the top of the search bar.

· Different search criteria are available in different countries, but the following criteria are consistently available.

· Company name

· D-U-N-S Number

· Address

· Local identification number 

	N.B.
	If you place an enquiry on a German business, you are legally obliged to specify the reason for your enquiry.  Please select this reason from the list provided.


8.1.1 Non-European businesses

8 If the business your are enquiring upon is not located in Western Europe, but somewhere else in the world, select the country from the alphabetical ‘country list’ at the top of the search bar.
· Different search criteria are available in different countries, but the following criteria are consistently available.

· Company name

· D-U-N-S Number

· Address

· Local identification number 
	N.B.
	If you place an enquiry on a US or Canadian business, you must specify the State. Please select from the list provided.


· The 'Clear' button will delete any information you have entered and will return the search bar to its default settings.

· Once you have entered your criteria, click on the 'Submit' button to start your search. 

· You will then be taken to the 'Search Result' to find the business that you are searching for.  

· To make your selection, click on the business name and you will be taken to the product order screen.

· If the business you are looking for does not appear on the search results screen, you can use the left hand navigation bar to search again. Alternatively, you can request an investigation by clicking on the link displayed at the end of the search results list.

8.1 What do the search results look like? 

· When you search for a business by 'Business name', you will get a list of the closest matches.  

· When you have identified the business you were searching for, click on the business name on the left hand side and you will be taken to a screen that displays a list of all the products available for that business.

8.1 What does the product order screen look like? 

· On the product order screen the following details will appear at the top of the page to enable you to check that you have selected the correct business from the 'Search Result' screen:

· Business name

· D-U-N-S Number

· VAT number

· Activity

· D-U-N-S Parent company

· Date of latest accounts filed

· Date of latest accounts available

· Number of payment experiences

Up to this point you will not be charged, units will only be charged from your account when you have selected the product of your choice and clicked on the “Order” button.

8.1 Product Availability 

8.1.1 What products are available for European businesses?

· The following credit information products are available for European businesses:

· DecisionMaker*

· European Comprehensive Report 

· European Standard Report

· European Compact Report

· Monitoring Service

* DecisionMaker is not a standard risk management product. If you would like to find out more, speak to your Account Manager or contact D&B Customer Services.

· To view 'Sample Products' please click on the link in the top toolbar and follow the instructions.

· If you would like to monitor an individual business check 'Monitoring' in the product list on the left and indicate the modules of your choice on the right.

· If you want to monitor a large number of businesses at the same time, please contact your D&B Account Manager.
	


	Tip
	When you are viewing a report* you will also find additional links to related products & services to ensure navigation is clear & simple around the site:

Monitoring

Country Risk

· Click through links are not available in DecisionMaker Reports or Monitoring.




4.4.3

What products are available for non-European businesses?

For businesses located outside Western Europe, the credit information is available in the

8 Business Information Report

8.1 How to place an order 

· Once you have found the right business, choose the product(s) that you require from the product order screen 

· To complete your purchase click 'Order'.

8.1 Language options

· All reports on non-European businesses are only available in English and in the local language.

8.1 What happens if you place several orders on the same day for reports on the same business? 

· If you place several orders on the same business within 24 hours, you only pay once.

· If you request different products on the same business within 24 hours, you only pay for the most expensive one.

	NB
	This trade-up rule is applicable for both domestic and international reports.



8.1 How to place an investigation 

You can place an investigation on a specific business if:

· The business you are looking for is not in the list of search results

· No information can be found on that business

· You have a special question about this specific business

We will then conduct a telephone interview with the organisation in order to gather the information you require.

· To place an investigation, click on the 'Investigation' link on the final page of the 'Search Result' screen.  

· This will take you to the 'Investigation' screen. 

· Please complete as many fields as possible as this will facilitate the search.

Investigations can be placed on European business.  Within 5 working days, you will receive an answer by e-mail if you have chosen this as an option within 'Your Profile' and the results will also be displayed in 'My Reports'.

· For investigations on businesses in Europe, North America and the Rest of the World, there are two different speeds of service: 

· Routine

· Priority

8.1 What happens if an ordered report is not 'in-date' according to D&B quality standards? 

If a report is not in-date, a pop-up screen will be displayed which will give you option to update the report. 


If you would like the information on this business to be updated, please opt to investigate.

The updated report will then be delivered to ‘My Reports’.

8.1 How to save, print or e-mail Business Information Reports or  monitoring messages? 

8.1.1 Saving Business Information Reports or monitoring messages 

· Once the complete report that you have purchased has downloaded, it will be possible to save the report.

· Please click on 'File' in the report screen and choose 'Save As'.

· Choose the directory in which you want to save the report and give the report a name.

	N.B.
	Unless you choose another format at the bottom of the menu (.txt, …), the report will automatically be saved in html format on your hard drive or diskette. Please note that no graphs can be saved in a .txt format.

	N.B.
	It is necessary for the entire report to download fully before saving


4.10.2      Printing Business Information Reports or monitoring messages 

· In order to print a report, you will need to wait until the complete report has been downloaded.

· Once complete, please click on 'File' in the report screen and choose 'Print'.

8.1.1 E-mailing Business Information Reports 

To send a report to a colleague without saving the document, follow the instructions below:

· Once the report has been downloaded, please click on 'File' in the report screen and choose 'Send'.

· Then choose 'Page by e-mail'.

· This will open up an e-mail message with the report already attached.

· Complete the e-mail address of the recipient and add any accompanying text and click the 'Send' button to distribute.


5
Monitoring

5.1
How to register a business for monitoring?

Once you have chosen the desired business from the search results screen, the product order page will be displayed. If you would like to register a business for monitoring, simply check the appropriate boxes on the right hand side. Then click ‘submit’ and the confirmation message will appear.

You can also purchase a Business Information Report at the same time as a monitoring registration. Simply select your preferred report from the list on the left hand side and then select your monitoring modules on the right.

	NB
	The confirmation message for your monitoring notice is only displayed in My Reports when buying a report at the same time. It will not be displayed as a pop-up on the product order screen.


8.1  
How will monitoring notices be delivered?

Monitoring notices are delivered in two ways.


1. E-mail - By default, monitoring notices will be delivered by e-mail to the address entered in the “Account Information” screen. 

	Tip
	It is important that your email address always be kept up-to-date. In order to modify it, simply click on the address which is always displayed in the top right hand corner of DBAI.

	Tip
	If you do not want to receive monitoring notices by e-mail, you can disable this function within the User preferences screen. If you would like to receive the e-mailed notice as an HTML attachment, this can be activated in the User preferences screen.



2. My Notices Whether or not you choose to receive monitoring notices by e-mail, they will be delivered to the My Notices area of DBAI. In this section monitoring notices can be viewed as an entire list, or, according to severity.

5.3    How to remove monitoring notices from “My Notices”? 

· Automatically: monitoring notices in 'My Reports' will be deleted automatically after the following periods of time:

· Notices that have been read are deleted after 2 weeks from date of delivery.

· Notices that have not been read are deleted after 1 month from date of delivery.

Manually: The notices in 'My Reports' can be deleted individually or all at once. If you check the boxes of the reports you want to delete, and click on 'Delete Selection', the selected messages will be removed from 'My Reports'

5.4     How to renew monitored businesses?

The monitoring service provides cover for a 12 months period. After 10 months have passed you will receive an e-mail to notify you that you have some businesses due for renewal. To renew your monitored businesses click on “Monitoring Renewals” in the “My Portfolio” drop down menu.

For each registration, you can indicate which changes you would like to monitor:


8 Time Critical Data - Time critical, negative information

9 Legal / General - Legal filings and changes in general information

10 D&B Rating and Payment Data - Level of risk or payment habits

11 Latest Balance Sheet - Financial changes

5.   All – All 4 sets of data changes

On each name, you have the option to: 

Renew the case in monitoring for the next 12 months 

Hold (for a decision at another time) until the renewal date. This enables you to review whether this case should still be monitored or not. If you have not cancelled this case prior to the renewal date, it will automatically be renewed to ensure you receive an uninterrupted monitoring service.

Cancel the right to be told of changes to this business from the renewal date onwards.

	NB
	In order to enable multiple users to update these renewals, we have set the system up to allocate the next 30 names to each additional user. These names will be allocated to you for a period of 1 hour. If after that time, no update has been submitted these names will be made available to other users.

If you are unable to complete the processing of a page within this time, please remember to ‘hold’ all names pending a decision, then press the ‘submit’ button to save your changes.

If you are a single user, there is no time limit for submitting your changes.

If you exit the page without pressing the submit button, no changes will be saved.


6       My Reports 

This function must first be activated in User Preferences

6.1     What is “My Reports” and how to access it? 

'My Reports' provides an archive of the reports that you have received.  The messages stored here are linked to the User ID, so it will only hold information that has been requested by the owner of the specific ID that has been used to log-on to the system.

· In order to access this area of DBAI, click on the 'My Reports' link in the top menu bar.

6.2     What information is delivered to “My Reports”? 

· Ordered reports: whenever a report is ordered that is readily available and does not need updating, it will automatically be placed in to the 'My Reports' section of DBAI.

· Updated reports: if a report is ordered that needs updating, the updated or version will be saved to 'My Reports' as soon as the update has been completed.

· Investigations: if you have requested an investigation, the results will also be delivered to 'My Reports'.

6.3     How to read the reports that have been delivered to “My Reports” 

· To read a report in 'My Reports', simply click in the column 'Delivered Product' for the report you want to see. 

· This will open the archived report which you can print or save. 

If you would like to order a different type of product on a business that appears in your 'My Reports' list, then:

· Click on the business name or D-U-N-S Number on the left hand side of the screen.

· A product order screen with the details of this specific business will then open.

· Choose the product you would like to order – you will then be charged for this  new transaction.

6.4     How to sort the reports in “My Reports”

· The messages held in 'My Reports' are sorted by date as default. To sort by different criteria, please click on the heading along the yellow bar.

· By clicking on the right hand side of your screen, you can make special selections in order to view either online reports or investigated reports.

6.5   How to remove investigations from “My Reports”?

· Automatically: investigations in 'My Reports' will be deleted automatically after 1 month from date of delivery.

· Manually: investigations in 'My Reports' can be deleted individually or all at once. If you check the boxes of the reports you want to delete, and click on 'Delete Selection', the selected reports will be removed from 'My Reports'.

6.6   How to remove ordered reports from “My Reports”?

· Automatically: ordered reports in 'My Reports' will be deleted automatically after 1 week from date of delivery. 

· Manually: Ordered reports in 'My Reports' can be deleted individually or all at once. If you check the boxes of the reports you want to delete, and click on 'Delete Selection', the selected reports will be removed from 'My Reports'.

7     My Data

This function must first be activated in User Preferences

7.1
What is My Data and how to access it?
The ‘My Data’ database enables you to view and analyse the critical data contained within any European Business Information Reports you have ordered over the last 13 months. This can only be viewed if the ‘User Preferences’ screen is set to access database functionality. (See User Preferences for further information.) This screen can be viewed by clicking on My Portfolio on the top menu bar and then selecting My Data.

7.2
How to use the filter criteria for My Data

The Filter criteria screen allows you to specify a number of selection criteria for the data you require. For example, if you simply want to download the data included in the products ordered within the last 13 months, just select the date range and click on View. However, if you would like to be more selective you can add filters to this such as the country and the risk indicator etc. 

7.3
How to view Data

By clicking on the Submit button, you will be presented with a list of businesses which match your chosen criteria. For each business, the following data is displayed:

D-U-N-S Number

Company Name

Date

Risk Indicator

Accounts Date

Days beyond terms

Product delivered

This is called the My Data History screen. New and alternative reports can be ordered by clicking on the D-U-N-S Number or company name. Data on this screen can be sorted by clicking on the column headers.


Important: You will not be able to see all the available data until you export it. 

7.4
 How to export Data

To see all the information you will need to export (download) the data by clicking on the ‘Export data as CSV’ button at the top of the screen.

The downloaded file is automatically displayed in CSV format. You can then perform portfolio analysis based on more than 20 different core criteria listed below:

DUNS Number

Registration Number

Company Name

Street Address 1

Street Address 2

Postal Code

Company Town

County

Province

Country

SIC Code

Score

Financial Strength

Risk Indicator

Currency

Maximum Credit

Recommended

Turnover

Profit & Loss

Net Worth

Days Beyond Terms

Latest Accounts Date

Product Title

Date Ordered

Billing Reference

Monitoring

7.5
How to manipulate Data

By saving your key data in CSV format you can use Excel™ to cross reference and better filter your key credit information. This can help you simplify everyday credit management queries.

1 – Select the first row which includes the titles D-U-N-S etc

2 - Select Data, Filter then AutoFilter

3 – Each column header can now be cross-referenced

By using AutoFilter, simple questions such as “How many customers do we have in Antwerp with a D&B Rating of 4?” can be rapidly answered.

8     Country Risk Services

In addition to the reports on specific businesses, you can also access information on specific countries via the DBAI. These country reports offer you an inside view of the risk of trading within or to a particular country.

There are two types of online Country Risk Reports:

· Country RiskLine  Reports: Provide around 7 pages of analysis on political, economic and commercial risk in each of the 131 available countries. Data includes a Country Risk Indicator, a guide to payment terms and delays, key economic indicators with forecasts and a concise analysis of the latest developments.

· D&B Country Reports: Contain around 60 pages of in-depth political, economic and commercial data and analysis, including changes in business risk and a detailed forecast of a country's prospects in the short to medium term.  

8.1  How to order Country Risk Reports

· On the left hand search bar, you will see the Country Risk Services button. If you click on this button, the product order screen for Country Risk Reports will open.


Select the country upon which you would like to order a report from the drop down menu, and then choose the report type (Country RiskLine Report or D&B Country Report).

	NB
	Due to the international character of these reports, the D&B Country Reports are only available in English.


· The Country RiskLine Reports are available in html and pdf format, whereas the D&B Country Reports are only available in pdf format. In order to open pdf documents, you need to have Adobe Acrobat Reader installed. The software for this is available to download free of charge from: www.adobe.com. A link to this website can also be found on the product offering screen of the Country Reports.

8 Contact details

· For technical queries or questions related to the content of our reports or monitoring messages you can contact our Customer Service department by e-mail on customerHelp@dnb.com. 

· For questions related to your contract, please contact your accountant immediately.
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