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Informative Research credentials for Calyx are managed by our account setup department. These 
instructions explain how to order products while in Calyx. 
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New Credit Request 
 
 

1. Open a file in Calyx, click on the Services tab and select Credit Reports. 
 

 
 
 

 
 
(A) 

 
 
(B) 

 
 
 
 

Credit can also be ordered by clicking the Request Credit button on page 3 of the 1003 (A) or 
by clicking on Service: Request Credit from the Primary Data Folder (B): 
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2. Select Request Credit 

 
3. Select Informative Research Inc. as the credit agency: 
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4. Select the Report Type as Premier and make sure all three credit bureaus are checked.  
5. Select Request Type as Order New Report. 
6. Click Submit 

 

 

 
 

 
 

 
 
 
 
 
 
 
 
 

Click Submit  

Pay by credit card: 
If you are paying for the credit 
report with a credit card check the 
Pay by credit card box, the Enter 
Credit Card button will become 
enabled. Click it and complete the 
credit card information window 
before clicking OK.  
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7. Enter your Informative Research supplied credentials, Save Password and click OK 

 

 

8. Your borrower’s TriMerge Premier Credit Report will automatically load to Calyx. To view the 
report click on the Services tab, select Credit Reports, and View Credit.  
 

 

 

 

 

 

 

 

 

 

Credit Reports with Trended Credit Data: 
Clients who have opted for Trend on Demand or Trend Select will utilize a hyperlink at the 

end of their credit report that allows them to obtain a Trend Total Addendum. Please refer to 
Appendix A – Retrieving a Trend Total Addendum.  
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Re-Issue Existing Report 

Your Informative Research credentials allow you to run credit and other reports from our Web Credit 
System (WCS) as well as Calyx. If you have run a credit report from WCS you can reissue the report into 
your LOS by following these steps:  
 

1. Open a file in Calyx, click on the Services tab, select Credit Reports, Request Credit, select 
Informative Research Inc. as the credit agency 

2. Select the Report Type as Premier and make sure all three credit bureaus are checked.  
3. Select Request Type as Re-issue Existing Report and enter the IR credit reference number. 
4. Click Submit 

 

 
 
 
 
 
 

https://order.informativeresearch.com/WCS/Main/login.aspx
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Upgrade Existing Report 

If you need to upgrade a credit report from a single bureau or two bureau report to a three-bureau 
report follow these steps:  
 

1. Open a file in Calyx, click on the Services tab, select Credit Reports, Request Credit, select 
Informative Research Inc. as the credit agency. 

2. Select the Report Type as Premier and make sure all three credit bureaus are checked.  
3. Select Request Type as Upgrade Existing Report and enter the IR credit reference number. 
4. Click Submit 
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Retrieve a Credit Report 

To retrieve a previously run credit report follow these steps:  
 

1. Open a file in Calyx, click on the eLoanFile tab, select Document Management 
 

 
 

2. Double click the Credit Report and the new window will open with the credit report: 
 

 
Credit reports can also be retrieved by clicking on the Services tab, select Credit Reports and then View 
Credit. 
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4506-T Verifications 
 

1. Open a file in Calyx, click on the Services tab and select Verifications then Request Verifications 
 

 
 
 
 
 
(A) 

 
 
 
 
 
 
 
  

4506-T Verifications can also be ordered by clicking on Service: Request Verification located in 
the Primary Data Folder (A): 
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1. Select Informative Research as the Verification Service Provider: 
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Order 4506-T Verification 

 
1. Only one item can be ordered at a time by inputting the following info: 

 
 
 
 
 

 
 
Upload a signed / E-Signed 4506-T and click Submit (see details on the following page) 
 
 
 
 
 

Order Type:  
• Order New Verification 

Request Type:  
• Indicate borrower or co-borrower  
• Select Transcript Type (1040, 1040A, W2 etc.) 
• Select desired years using the drop down  

Calyx Limitation with Reference Number: 
Once a 4506-T order has been placed a reference number for that order will be issued. Store that 

reference number on your desktop OR within the “Additional Instructions, Comments” field because 
if a Social Security Verification (SSN+) order is placed another reference number for the SSN+ order 

will be issued and supersede the 4506-T reference number. 
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Authorization Method / Signed 4506-T 

 

 
 
 

 
 

 
 

4. Enter you Informative Research supplied credentials, Save Password and click OK 
 
 
 
 
5 

Pay by credit card: 
If you are paying for the 4506-T with 
a credit card check the Pay by credit 
card box, the Enter Credit Card 
button will become enabled. Click it 
and complete the credit card 
information window before clicking 
OK.  

1. Click Browse 
2. Select either Send from 

Document Repository OR Select 
a file on your computer 

3. Select a Type as 4506T and click 
Add 
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Check Status 

In order to request a status for an outstanding 4506-T order, follow the below instructions. 
 

1. Choose Check Status and input the reference number. 
 

 
 

 
2. Click Submit 
3. Enter your Informative Research supplied credentials, Save Password and click OK 

 
 
 
 
 
 
 
 

 
 

 

4506-T Statuses 
 
Pending:  Uploaded but processing hasn’t 

started. This is the only status an 
order can be canceled in. 

Approved:  By Informative Research and 
ready for the IRS. 

Submitted:  Order has been sent to the IRS. 
Failed QA:  Rejected order by the IRS. 
Completed: Order has been completed and 

billed. 
Canceled: User has canceled the order. 
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Retrieve a 4506-T 

 
To retrieve a previously run 4506-T follow these steps:  
 

1. Open a file in Calyx, click on the eLoanFile tab, select Document Management. 
 

 
 

2. Double click the Verification 4506T and the new window will open with the 4506-T. 
 

4506-T Verifications can also be retrieved by clicking on Services – Verification – View Report (A): 
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SSN+ Social Security Verifications 
 

1. Open a file in Calyx, click on the Services tab and select Verifications then Request Verifications 
 

 
 
SSN+ Verifications can also be ordered by clicking on Service: Request Verification located in the 
Primary Data Folder: 
 

 
 

2. Select Informative Research as the Verification Service Provider: 
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Order New SSN+ Verification 

 
1. Select Order New Verification, indicate borrower or co-borrower, and only select SSN 

Verification.  
2. Upload a signed SSA-89 form and click Submit. 
3. Enter your Informative Research supplied credentials, Save Password and click OK. 

 

 
 
 

Calyx Limitation with Reference Number: 
Once a SSN+ order has been placed a reference number for that order will be issued. Store that 

reference number on your desktop OR within the “Additional Instructions, Comments” field 
because if a 4506-T Verification order is placed another reference number for the 4506T order 

will be issued and superseded the SSN+ reference number. 
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Authorization Method / Signed SSA89 

 
 

 
 
 
 
 

 
 
 

 

Pay by Credit Card 

1. Click Browse 
2. Select either Send from 

Document Repository OR Select 
a file on your computer 

3. Select a Type as Social Security 
Number Certification and click 
Add. 
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Check Status 

In order to request status from Informative Research for an outstanding 4506-T order:  
   

1. Select Check Status and enter the reference number. 
2. Click Submit. 

 

 

Pay by credit card: 
If you are paying for the 4506-T with a 
credit card check the Pay by credit 
card box, the Enter Credit Card button 
will become enabled. Click it and 
complete the credit card information 
window before clicking OK.  
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3. Enter your Informative Research supplied credentials, Save Password and click OK. 

 

 
 
 
 
 
 
 
 
 
 
 
Retrieve a SSN+ 

To retrieve a previously run 4506-T follow these steps:  
 

1. Open a file in Calyx, click on the eLoanFile tab, select Document Management. 
 

 
 

2. Double click the Verification SSN and the new window will open with the 4506-T. 
 
 
 
 
 

SSN Statuses: 
 
Pending:  Uploaded but processing 

hasn’t started. This is the 
only status an order can 
be canceled in. 

Approved:  By Informative Research 
and ready for the IRS. 

Submitted:  Order has been sent to 
the IRS. 

Failed QA:  IR rejects order prior to 
submission to SSA 
because it is illegible, 
incomplete or a SSA90 
form was not attached. 

Completed: Order has been 
completed and billed. 

Canceled: User has canceled the 
order. 
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Flood Certification 
 

1. Open a file in Calyx, click on the Services tab and select Flood Certification. 
 

 
 
Flood Certifications can also be ordered from the Flood Certification page or by clicking on Service: 
Request Flood located in the Primary Data Folder (B). 

 
(A) 

 
 

(B) 
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2. Select Informative Research as the Flood Provider. 
3. Select Report Type from the drop down menu 

 

 
 

4. Input the address, lender case number and click Submit. 
5. Enter your Informative Research issued credentials and check Save Password and click OK. 
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Additional Flood Request Types 

 
Upgrade Existing Certification: Upgrade a Basic Flood Determination to a Life of Loan by 

entering the Flood Certificate Number.  
 
Check Status of Pending Order:  Get status of an existing Flood Determination.  
 
Re-Issue Existing Certification: If a Flood Determination was ordered online the order can be 

reissued into Calyx by entering the Flood Certificate Number. 
 
Modify Existing Order: A Flood Determination can be modified by correcting the APN, 

Legal Description or the spelling of the borrowers name or 
address, LOL upgrade or for a Refinance all by entering the 
Flood Certificate Number.  

 
Cancel Existing Order: An order can only be canceled if the current status is Pending. 

Completed orders cannot be canceled.  
 
 

Contact Information 
 

For support with credentials, questions or status of any  
Informative Research products please contact us at: 

Informative Research’s Help Desk 
800-473-4633 

service@informativeresearch.com 
Monday - Friday 6am - 6pm PST 

 
For Calyx questions please contact: 

Calyx Support & Training 
800-342-2599 

support@calyxsoftware.com 
training@calyxsoftware.com 

 
 

 
  

mailto:service@informativeresearch.com
mailto:support@calyxsoftware.com
mailto:training@calyxsoftware.com
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Appendix A – Retrieving a Trend Total Addendum 
 
With the advent of Trended Credit Data by Fannie Mae, Informative Research has designed 3 display 
options for how our clients can view the data. Please visit our website for samples of Trend Total, Trend 
Select or Trend on Demand.   
 
Clients who have opted for Trend on Demand or Trend Select will utilize a hyperlink at the end of their 
credit report that allows them to obtain a Trend Total Addendum: 
  

 
 

1. Open a file in Calyx and access the credit report by clicking on the Services tab, select Credit 
Reports and View Credit 

                   

     
     

2. Click Open PDF 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://www.fanniemae.com/content/release_notes/du-do-release-notes-06252016.pdf
http://www.informativeresearch.com/trended-credit-data/
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3. The credit report will open as a PDF in another new window and the user can now navigate to 
the end of the credit report to utilize the hyperlink that allows them to obtain a Trend Total 
Addendum:  

 

 
 

4. You’ll be directed to IR’s Web Credit System (WCS) where you can enter your client ID, 
username, and password: 
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5. The Trend Data Addendum will populate for the user: 
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   800-473-4633 

service@informativeresearch.com 

13030 Euclid St. 
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