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

 
2.  The file can also be located right from the home screen. 

 
3. Click Order Supplement. 
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4. Correct/Add any borrower information and check the box next to the information to be 
updated. Additional notes and special instructions can be typed in the Note/Special 
Instruction box. Upload any supporting documents as well. When all is complete, click 
Submit. 
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5. The request will be submitted and details will be listed under Order Details. 

 
6. Once completed, verify the update is correct and reflects as needed. If not, click Ask a 

Question. 
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7. Select a Request Type from the drop-down menu and then enter additional comments about 
the request in the Question box. Once complete, click Submit. 

 
8. Once our team has reviewed your request, you will receive an email notification with the 

response and the response will also appear on the file under Service Orders. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

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


