
Ordering Transcripts and SSA



Ordering Transcripts

To Order Transcripts, 
start by pressing the 

Order 4506 button on 
M/I Borrower 
Summary –

Origination Screen



Ordering 4506 Transcripts

The DataVerify screen will open. Select the checkbox next to the desired product.  Attach the borrower’s 4506C form as 
well as the esign audit log.  Press the paperclip to open the documents to select.



Ordering 4506 Transcripts
When you press the paperclip next to Form, the document files will open for you to select the 4506 and 

Esign Audit trail form.



Ordering 4506 Transcripts
Once your documents are attached it will bring you back to the DataVerify screen.  Press 

order at the bottom righthand side of the screen. 



Transcripts – Checking Status

If you need to confirm an order is received or in progress, you can search for an 
order by pressing the Check Status tab.



Transcripts – Order Complete
One the order is complete; you will need to go into the eFolder and 

press the Eetrieve button.
This will bring the document into the eFolder.



The 4506 Document will be listed under verifications in the eFolder.



Ordering SSA

In Services, press Order 
4506 

On the Order 
Verifications Tab, select 

SSA Borrower.

Click the paperclip under 
the form area.

In Select Documents, 
check mark the SSA 
form with the esign

source and click upload.

Once upload is 
complete, click done.



Ordering SSA

You will want 
to verify the 

form is 
uploaded and 

then click 
Order.



Ordering SSA

Once the order is 
complete; you will 
need to go into the 

eFolder and 
press the Retrieve

button.

This will bring the 
document into the 

eFolder.



The SSA Document will be listed under verifications in the eFolder.




