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1. Start by logging into Xactus360 and from the home page, click Batch Submissions. 

 
2. Click Submit Batch. 

 

3. Ensure Undisclosed Debt VerificationsX Deactivation is toggled. You will be presented with 
the format to submit the new batch.  

 
4. Then, add a batch description. If you want to provide any additional information, enter it in 

the Comment field.  Verify the correct email address is listed. Then, click Choose file to 
upload the excel spreadsheet with the batch. When all is complete, click Continue. 
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5. A list of files to deactivate will appear for you to review for accuracy. Click Process to begin 
deactivating the files. 

 
6. Once complete you will receive an email notification and can now access the files on 

Xactus360. 

 

 

 

 

 

 

 

 

 

 

 

 

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


