Xactus

How to Configure the Admin
Control Screen In

Intelligent Verification Platform™

Encompass

1. Start by logging into Encompass and opening a borrower’s file. The new Admin screen is under

Credit.
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2. Click on the Services tab in the bottom left corner. Select Order Credit Report.
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3. A window will pop-up allowing you to choose your provider. Select Xactus and then click Submit.
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4. Once the credit screen loads, click on Setting at the top of the screen.
Note: Only an Encompass Admin will see the Settings link.
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5. The Company Settings will appear and will default to your existing settings.
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6. Choose your changes for any or all Report Types. Once all changes are complete, click Save
Setting.
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PLEASE LET US KNOW IF YOU HAVE ANY QUESTIONS OR CONCERNS AND WE WILL BE HAPPY TO HELP
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