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1. Start by logging into Xactus360 and from the home page, click Order Tax TranscriptX. 

 
2. Under ‘Transcript Product’ select Order TTX (Form 8821 / Halcyon). Then select either 

Personal or Business under ‘Transcript Type’.  Choose whether the borrower has an IRS 
account or not and complete all fields for the order including Name, SSN, Email Address, 
Address, and which Form Type and Available Years are needed.  
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3. The 8821/authorization form is mandatory and can be uploaded by clicking Choose File and 

ensure the correct email address is listed for the Notification and enter a secondary email if 

needed.  When all is complete, click Submit. 

 

4. The 8821 Form can be downloaded by clicking the link on the left-hand side under 

Resources. 

 

 

 

 

 

5. It is recommended that the borrower have an account with the IRS prior to submitting the 

order for the fastest turnaround time. If the borrower does not have an account, one can be 

setup prior to your order by clicking the link on the left-hand side under Resources. 

 

 

 

 

 

6. If at any time additional transcripts are needed or you need to update the order information, 

click Add Transcripts or Update Form/Borrower under Actions. 
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7. In some instances, the status will read ‘Action Needed’.  

 

8. Click the Action Needed link to view the message of what should be corrected.  

 

 

 

 

 

 

 

 

 

 

 

 

9. Once the updated information is confirmed, click Fix now to submit the corrections. 
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10.  The areas requiring attention will be outlined in red. Make the corrections and click Submit. 

 

11. The updates will be submitted, and an email will be sent when the order is complete. 
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12. A Tax TranscriptX order 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. 


