
Customer Guide for Applying for Credit with Richardson RFPD 
 

Overview 
A credit check is required by Richardson RFPD if your organization has: 

a. Not transacted with us ever in the past OR  
b. It has been greater than 2 years since the last transaction.  

 
Whether you are a new or a LAPSED?, filling out our secure online credit application 
form ensures that the Richardson RFPD team gets the information and 
documentation to promptly review and provide you with appropriate credit.   

Process and steps 
 

1) Start at https://www.richardsonrfpd.com/apply-for-credit/ and click on the 
“Apply for Credit” button.  

 

 
 Please Note:  

a. A Purchase Order should have the same address details that you specify in 
the form.  

b. If your order is going to be tax exempt, it is important that we establish right 
up front with a copy of your Tax-Exempt Certificate.  

c. The following information is needed when filling out the form 
a. Company Information 

i. Shipping Information  

https://www.richardsonrfpd.com/apply-for-credit/
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ii. Contact Information 
iii. Business Information (Structure, Federal Tax ID, etc.) 

b. Accounts Payable Information 
c. Trade References  

 
2) When you click on the “Apply for Credit” button, a new browser tab will be 

opened, and it will display a page like the one shown below – this is secure form 
hosted by Dun & Bradstreet. If it is does not open, please ensure that you enable 
pop-ups for this site.  

 

 
 

3) Click on “Start” button on the left-hand side.  
• The “Returning Customer” on the right is to be used if you stopped your 

application prior to final submission – in that case, you can re-start where 
you left oZ. (Details further below in the document) 

 
4) Start by filling out your company information (name, address, etc) and click on 

“Load Next Section”. This will bring up a list of matched companies from D&B – 
identify the one that matches your organization based on the appropriate 
address, if it is listed, and select it. If your  

 
 

SEE NEXT PAGE 
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Clicking on “Load Next Section” will bring up a list of companies.  

 
 

5) Select the right one and click on “Load Next Section”. This will bring up the 
section where you can fill out information related to your company.  
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Click on “Save for Later” if you need to finish 
the application later. Make sure you save 
the Application Id 
 
When you click “Apply for Credit” from the 
Richardson RFPD website, click on Returning 
Customer. 
 
You can access your application using the 
email address you entered below and the 
Application Id that gets generated. 
 

If you select Tax Exempt, 
you will be able to upload 
your Tax Document further 
down in the application 

Clicking on upload document 
brings up a dialog like the one 
shown below.  
 

1) Click on “Choose File” to 
select the PO to support 
the credit request.  

2) Provide a title for the file 
3) Click on “Save” 
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6) If you had selected “Yes” for “Is Business Tax Exempt?”, you will be prompted to 
upload your Tax-Exempt Certificate 

 
 

7) Next, enter your Accounts Payable information:  

 
8) Provide your Trade References. If you have your references in a document, you 

can simply upload the document with the trade references at the bottom of the 
section.  
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9) Finally, review the D&B Terms and Conditions, Richardson RFPD T&C, select the 
checkbox and type in your name and your email.  

 


