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1. Start by logging into Xactus360 and from the home page, click Order Income VerificationX.  

 

2. Select Manual as the Type of Order.  Then, select the Type of Verification and indicate if the 
order is needed on a rush. Lastly, complete the rest of the fields including Borrower 
information, Employer information, and attaching the borrower’s authorization. Choose a file 
to upload for the authorization or select to Email Borrower Auth to E-sign.   
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3. Confirm the primary email to send status updates and notifications to and enter a secondary 
email, if needed. Next, select a payment option. When all is complete, click Submit. 

 

4. The request will be submitted, and the status can be checked on the applicant screen.  

 
5. This can also be requested from the applicant screen on the left-hand side. 

 

 

 

 

PLEASE LET US KNOW IF YOU HAVE ANY QUESTIONS OR CONCERNS AND WE WILL BE HAPPY TO HELP. 


