Sanctum | Member User Guide

SANCTUM PORTAL

Member User Guide

NCBA Committed to Security Program

Welcome to the NCBA Committed to Security Program!

This guide will walk you through everything you need to get started with the Sanctum Portal; from logging
in all the way to requesting vendor assessment reports. Each step is quick, so let's get into it.

What You'll Need What You'll Be Able to Do

e Your work email address e Securely login via AzureSSO
e Access to your email inbox e Search for CTS vendors
e Aninternet browser e Request vendors to complete assessment

e Track request status & get reports
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Sign In Using NCBA Login

Head to the Sanctum login page and click sign in to begin.

=

Signinto S;.nctum

E
d Signing into NCBA Login

1

Figure 1 — Click "Signing into NCBA Login".

“ Verify Your Email

You'll be prompted to enter your email and then verify your identity. Here's what to do:

e Enter email address
e Check your email inbox for a system-generated verification email.

e Click the secure login link inside the email to confirm your identity.

NATIONAL

CREDITORS BAR

ASSOCIATION About Membership Resources Events & Education Advocacy News
Login
Welcome back! To get started, enter your email address below.
-

Figure 2a — Enter your email address.
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ConvergentDS

Hello!

Please click the button below to verify your email address.

Verify Email Address

If you did not create an account, no further action is required.

Regards,
NCBA CTS

If you're having trouble clicking the “Verify Email Address" button, copy and
paste the URL below into your web browser: https:/ftest.cts.sanctumhub.iofver

ify = il 3ab5e16dd: 16f534df6fdf79: i 17736
84 890: 04
076a9de748c89f865f

Figure 2b — Open your verification email and click the secure login link.

Review & Accept the Terms of Use

Once you've clicked the email verification link, you'll land on the ConvergentDS Terms of Use page. Read
through the agreement and click Accept to move on to your dashboard.

CONVERGENTDS
Terms Of Use

Who we are and how to contact us

sanctumhub.com is a site operated by Convergent Risks Inc, d/b/a ConvergentDS ("Convergent®, "we",
"us" or "our”). We are registered in Delaware, England and Wales under company number 10908615 and
have our registered office at 167-169 Great Portland Street, S5th Floor, London W1W 5PF and 2600 W.
Olive Ave, Floor 5, Burbank, CA 91505.

To contact us, please email admin@convergentds.com or call us at 0203 834 9606.

By using our site you accept these terms

By using our site, you confirm that you accept these terms of use and that you agree to comply with
them. If you do not agree to these terms, you must not use our site. We recommend that you print a
copy of these terms for future reference.

There are other terms that may apply to you

These terms of use refer to the following additional terms, which also apply to your use of our site:

* Our Privacy Policy, which sets out how we process your personal data.
* Our Acceptable Use Policy, which sets out the permitted uses and prohibited uses of our site.

* Our Cookie Policy, which sets out information about the cookies on our Site.
We may make changes to these terms
We amend these terms from time to time. Every time you wish to use our site, please check these terms

to ensure you understand the terms that apply at that time. These terms were most recently updated on
1 March 2026.

Figure 3 — Review and accept the Terms of Use / NDA to continue.
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The Terms of Use screen appears on your first login and after any policy updates. You must
accept to access the portal.

m Explore Your Dashboard

Welcome to your personal dashboard, your command center for all CTS program activities!
Here you can:

e Search for vendors that have completed the CTS assessment

e Access participant reports

e Submit new vendor assessment requests

[\ Leslie Martin (Stakeholder) v

o\ Dashboard ~ AssessmentRequests  Approved Vendors Q
7) q pp

Stakeholder Dashboard

Welcome back, Leslie Martin

ConvergentDS - Search for vendors or request new assessments
Search for Vendors

Q. Enter vendor name, email, or website...

+ Submit New Assessment Request

Total Approved Vendors Expiring Soon Expired

0 0 0

View All Approved Vendors Search for New Vendors

Figure 4 — The Sanctum dashboard — your CTS home base.
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m Search for CTS Participants

Use the search bar on your dashboard to look up vendors enrolled in the CTS program. You can search by any of
the following:

Vendor Name Email Address Website URL

Welcome back, Leslie Martin

ConvergentDS - Search for vendors or request new assessments

Search for Vendors

[Q dd| X ]
+ Submit New Assessment Request

Total Approved Vendors Expiring Soon Expired

0 0 0

View All Approved Vendors Search for New Vendors

Figure 5 — Enter a vendor name, email, or website URL in the search bar.
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m Invite a Vendor to Join the CTS Program

Don't see a vendor in the search results? No problem, you can invite them! Click the blue Submit a New
Assessment Request button on your dashboard to send them an invitation to join the CTS program.

Search for Existing Vendors

Search our database to see if the vendor is already registered. If not, you can submit a new assessment request.

[ Docketly ]
Xo?

No vendors found

We couldn't find "Docketly” in our vendor database.

Submit Assessment Request

Your Recent Requests

Generic TPN Vendor for Internal Assessment Tesitng and Work

Assessor Assigned
Requested by JT Gaietto « Mar 5, 2026

Figure 6 — Click "Submit a New Assessment Request" to invite a vendor.

Complete the Assessment Request Form

Fill in all the required fields (marked with an asterisk *) on the assessment request form. Once everything's filled
in, hit Submit to send the request off to the vendor.

Request Assessment

“Yourname

Lestie Martin

Department/team ©

city©

Please include the ity

Postal/Zipcode © Country

feipcode Select Country

Select Classification v

Figure 7 — Complete all required (*) fields and submit the form.
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Step 8 Confirm Your Request Was Submitted

Once your request is submitted, you'll see an on-screen confirmation notification telling you the request is
pending. You'll also receive a confirmation email.

Assessment Request Details Back to Requests

Request Status

Pending

Request Information

REQUESTER INFORMATION VENDOR INFORMATION
Name Vendor Name

Leslie Martin docketly

Email Vendor Contact
Imartin@convergentds.com Zack

Figure 8a — On-screen confirmation that your request is pending.

Hello Leslie Martin,

Thank you for submitting your assessment request. This email
confirms that we have received your request and it is being
processed.

Reference Number: #29

Request Details:

Vendor: Leslie Test Account

Vendor Contact: Elle
Department/Team: Not specified
Services: 722

Data Classification: Confidential - Tier 0
Significant Information: xxx

Next Steps:

1. Your request will be reviewed by our Content Security team

An assessor will be assigned to evaluate the vendor

L

You will be notified once the assessment process begins

o

The vendor wil receive the assessment questionnaire directly

Figure 8b — Confirmation email sent after your request is submitted.

What Happens Next?

After your submission, here's what to expect:
e The vendor will receive an invitation to participate in the CTS assessment.
e You'll be notified if the vendor agrees to participate.

e Once the report is complete and available, you'll be notified.
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m Track Your Assessment Requests

Your dashboard keeps all your assessment requests in one place. Use the Assessment Requests tab to monitor
the status and progress of each submission — whether it's pending, in progress, or complete.

/m\ Dashboard d Vendors M\ Leslie Martin (Stakeholder) v
d pproved L DS

Assessment Requests

TOTAL REQUESTS PENDING IN PROGRESS ASSESSOR ASSIGNED COMPLETED
REQUEST
Bate VENDOR DEPARTMENT STATUS ASSESSOR
3/16/2026 docketly N/A Pending Not assigned
3/5/2026 Generic TPN Vendor for Internal Assessment Tesitng and Work N/A Assessor Assigned John-Thomas Gaietto

Figure 9 — The dashboard showing pending vendor assessment requests.

Step 10 Access a completed vendor report

Once a vendor has completed the CTS program, there are two ways to access a completed report:

e Via email notification — When the report is ready, you will receive an email notification. Click the link in
the email to be taken directly to the report.

e Via the dashboard search — Use the search bar on your dashboard to look up the vendor. If their report
is available, click to request access. Once approved, you will receive a notification and can view the
report directly from your dashboard.

Confidential | NCBA Committed to Security Program | Page 8 of 11



Sanctum | Member User Guide

Stakeholder Dashboard

Welcome back, JT Gaietto

ComvergentDs - Search for vendors or request new assessments

Search for Vendors

0 Patio
Registared Vendors
Patio
pata@comergentds com o
Total Approved Vendars Expiring Soon Expired

Ty

Figure 10a— Use the search bar on your dashboard to look up vendor.

Vendor Details Back to Search
Patio Website
Shop G durable, Perfect for ksunging. dining, and entertaining under the open

sy W have bots of st

123 Low Tide Lane -

Bl Sevvice Catrgore

patio@eanvergenids com g iy
Y

Complinacy Pessermts

Recent Assessments

il Cxm=ry
Suatus: Cempleted « Survny: Seture Controts Framewerk 2055-5-1 26251001 CIS 151 6 questicen

Figure 10b — Request report access by clicking request assessment access button.
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Patio Website

Shop Denver Modern's Outdoor Patio Collection—modern, durable, and stylish designs. Perfect for lounging, dining, and entertaining under the open
sky. We have lots of stuff.

Address Phane
123 Low Tide Lane -

Email Service Categaries
patio@convergentds.com casting  dubbing

Certifications.

Compliance Frameworks

Recent Assessments

S oot ==
Status: Completed - Survey: Secure Controls Framework 2025-1-1 20251001 CIS IG1 6 questions
Request access to this assessment
[ Hello Fm ]
e

Figure 10c— Complete field and hit submit request.

B« e P - Do
= Dmtaard Approved verdars
Vendor Details Back ta Search
Patio Webnsite

Shop Derer Modern's utrdoos Patio Collection—maderm, durabie, and stylish designs. Perfect for lounging. dining, and entertaining under he open
sky. We b bots of stutf.
123 Low Tide Lasve -

Emai
Patio@camvergentds com

Recent Assessments.

Test 2 April 22 2026
Status: Completed - Survey: Secure Conirods Framewark 3025-1.1 20251001 C15 K61 § questiens S P R

Figure 10d — Receive pending report access notification

ConvergentDS

Hello!

Your request to access the assessment "2025 REPAY CTS
Assessment™ by REPAY has been approved.

You can now view the full assessment,

Regards,
NCBA CTS

if you're having troubla clicking the "View Assessment” button, copy and
paste the URL below into your web browser: hites:/fiestcts. sanclumhub jolas
sassments/a2

Figure 10e — Click view assessment to review the report
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“ConvergentDS pcnncars

®

2025 REPAY CTS Assessment

Completed

Back to Assessment Requests

Figure 10f — Hit Export button to download report

For technical assistance, please contact your NCBA program administrator.
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