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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 Order SupplementX. 
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3. Choose which Tradelines you need to update by checking the box next to it. You may check 

multiple Tradelines at one time if you wish.  Choose the Update Type for each Tradeline and 

include any notes/special instructions for the processor.  Please also indicate if this is 

needed on a Rush.  If the creditor has any specific needs, it will be listed on the right-hand 

side under Update Response. 

  

4. If a new Tradeline needs to be added, complete the blank fields at the bottom next to ‘New’. 

  

5. An update can be requested on an Inquiry as well. 
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6. Input the Applicant’s Phone Number to best expedite the request or if the borrower does not 

wish to be contacted, check the applicable box. Then, upload the Borrower Authorization by 

clicking Choose File.  Please note a wet signed authorization is best as some creditors do 

not accept e-signatures. Please upload any supporting documentation for this request such 

as a loan statement, a letter from the creditor, etc. 

 

7. Notifications will automatically be sent to the email address on file, however, if the 

notification should be sent to more than one party, please complete the Secondary email 

notification address field.  Please do not include the applicants email address as the 

secondary email.  When all is complete, click Submit. 
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8. The request will be submitted and details will be listed under Service Orders. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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


