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To redirect orders to your preferred folder, follow these instructions to setup Document 

Mapping. 

1. Under the Encompass menu, select Settings. 
 
 
 
 
 
 
 
 
 
 

2. Then, click the link for eFolder Setup.  

 

3. Then, click Documents. 
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4. Click the icon to create a new folder. 

 

 

5. Type the preferred name of the folder to direct your flood orders to. Any other settings can 

be updated based on your preference including Tracking, Conversion Format, etc. Then, 

click OK. 
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6. Then, click Settings Overview and select the link for Web Version Settings.  

 

7. Select SERVICES then choose Services Management. 

 

8. Click the three dots to open Xactus – Flood ReportX and choose Document Mapping. 
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9. From the Document Type dropdown menu, select Flood ReportX. From the eFolder 

Document Folder dropdown menu, choose the name of the folder previously added. Then, 

click Save. 

 

10. The Document Mapping is now complete. 

 

 

 

 

 

11. Once a new order has been placed, from the Encompass eFolder, you will now see the 

name of the folder previously added. In this case it is called Flood Certification. Instant 

orders may take up to 20 minutes to return. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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


