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

 
 

2.  On the left-hand side under Actions, click Reassign Report Owner. 

 
 
 
 
 
 
 
 
 
 

 

How to Reassign Report 
Owner Within Xactus360 
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3. Select the new report owner from the dropdown list or type the new report owner’s name 
into the blank field. 

 

 

 

 

 

 

 

 

 

 

 

 

4. Then, select the new Cost Center from the dropdown list or type the new cost center name 
into the blank field. 
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5. Once complete, click Save. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
 

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


