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REFERENCE GUIDE 

 
USE:  To locate documents from the SEARCH Page. 
 
Step 1. Select the SEARCH button at the top of most pages, then select the DOCUMENTS tab from the SEARCH page.  

 
Step 2. Input 
applicable 
document search 
criteria, such as 
Loan Number, 
Borrower Name 
and/or Date 
Ordered, into 
appropriate fields.   

 
 
 

Step 3. Select View / Print to submit the document search criteria. 
 
Step 4.  The DOCUMENTS page (below) displays the document(s) that met the input criteria.  PDF and PCL documents are 
shown in different sections.  To view the document complete one of the following: 

• Click on the Transaction Number. 

• Check the Select box next to the appropriate document(s) and then select View/Print. 

• Select View/Print All to batch print all the documents meeting the search criteria. 

SEARCH - 
DOCUMENTS 

Step 5.  After the report is displayed, it can be 
printed by pressing the print icon. 


