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Website for log on:   https://app.billtrust.com/login 

Log on with the email 
address sent when 
account was created 
and Password   

Then Click the Sign In  
Button 

https://app.billtrust.com/login
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Click the New 
Application Button  
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 If the customer does not appear in the search click the Add New Company button and this screen will 
appear to add your customer information 

 

Add the new Company 
Name to this field (1) 
and choose United 
States in the Country  
Field a 

Then Click the Search 
button  
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Existing Customer Contact Entry Screenshot

 

 

 

 

 

 

 

 

 

 

 

 

If the customer name appears in the search, the 
next screen will appear when the customer name 
radio button is chosen. Choose or Add the 
customer contact name. Once this has been 
completed click the Next Step button  
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New Customer Addition Screenshot 

 

 

If the customer does not appear in the search click 
the Add New Company button (shown on prior 
screen print) and this screen will appear to add your 
customer information. 

When completed click the Next Step button  
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Next click the drop down 
arrow under Application 
Forms and choose the 
application to send to the 
customer 
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Click Send Application 

At this point the customer will 
receive a Welcome Email and you 
have completed the process. 
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To Reopen an Expired Credit Application 
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