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Start by logging into Xactus360  

 

 
 

 

1. Start by logging into Xactus360 and opening the borrowers file from the home page.    

 

 

2. On the left-hand side under Options, click Letter of Explanation. 

 

 

 

 

 

 

How to View, Customize, and 

Print the Letter of Explanation 

Within Xactus360 

Encompass  
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3. It will automatically check the derogatories, but you can Select all or Deselect All by clciking the 

box at the top. 

 

 

4. To customize The Letter of Explanation, deselect all, then check the boxes of the liabilities, 

inquiries, addresses and name variations you would like to include in the Letter of Explanation.  

As a box is checked, it will open a Notes and Explanation field to enter any information.  Once 

you have completed all fields scroll to the bottom and click Submit. 
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5. A new Liability can be added as well by clicking Add button at the bottom of a section.  A section 

will drop down, check the box, and enter the needed information.  Then, click Add. 

 

 

6. A copy of the Letter of Explanation will display to print and share. 

 

 

 

 

 

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


