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1. Start by logging in and opening the applicants loan file. 

 
 

2. Open the eFolder 

 
 

3. Click on the existing Mortgage Ultimate order and click Retrieve. 

 

4. Once retrieved, click Order Supplement.  

 

5. Select an Employer to update and click Submit. 

How to Order an Employment and 

Income VerificationX Supplement 

Within Encompass® by ICE Mortgage 

Technology® (Xactus360) 
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6. Input all required fields including information about the Employee and Employer. 
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7. Then, click Choose File to attach any supporting documents including the borrower’s 

authorization. 

 

8. Once complete, click Submit. 

 

9. The request will be submitted and details will be listed under Service Orders. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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


