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1. Start by logging in and opening the applicants loan file. 

 
 
 
 
 
 
 
 
 

2. Click on the Services tab in the bottom left corner. 

Then, click the Check Status icon.  
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3. Click the order to edit and click Retrieve. 

 

4. Click View Report. 

 

5. Or you can retrieve the order from eFolder directly. Click eFolder. 
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6. Then, click the order to edit and click Retrieve. 

 

7. Click View Report. 

 

8.  Either method will allow you to edit the report. Scroll to the section you need to edit and 

click Update.  
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9. Then, change the status of the Risk Indicator and type a comment. Once complete, click 

Update. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

10. This note will now be displayed on the report for all future viewings. 
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11. There is an additional section at the bottom of Summary of Findings to input any other 

information needed to clear the Risk Indicators. This section is called REMARKS. To add a 

new remark, click Add Comments. 

 

12. Type a remark in the box and click Update to save. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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


