
Ordering Transcripts and SSA



Ordering Transcripts

Start by reviewing the 
Request for Transcript 
for Tax screen under 

Forms.

Press the Copy from 
Borrower Summary 

button.



Ordering Transcripts

Once the Copy from 
Borrower Summary 

button is pushed, 
use the dropdown from 
Tax From is for, to select 

the borrower.
Confirm the information is 

accurate for the 
borrower's information 
and the type/years of 
transcripts you want.



Ordering Transcripts

To start your order for 
Transcripts,  press 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
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 transcripts will be listed under verifications in the eFolder.



Transcripts – Updating Requests

If an updated 4506C is 
needed to correction 

information, go into the 
Request for Transcript and 
verify your information is 

updated and correct.



Transcripts – Updating Requests

Once information is 
updated and saved, press 

the printer icon.
Print, standard forms, 

select IRS4506T, they are 
listed as 1 and 2.  Select 

the borrower needed and 
press print.   Save the 

form as a .PDF.



Transcripts – Updating Requests.

Open the .PDF, add a 
check mark to the 

signature area of the 
4506C (highlighted 

areas).

Save the document 
again.  Open up 

DocuSign, send the 
entire 4506C to the 

borrower via DocuSign.
Once the form is 

completed, go back into 
your sent items in 

DocuSign and click 
download.



Transcripts – Updating Requests.

Once you download, 
the three boxes, must 
be checked to obtain 

the esign audit log 
required for 

submitting the tax 
transcript request.  

Click download and a 
zip file will be created.

Click on the zip file 
and save it to a folder.



Transcripts – Updating Requests.

Save both documents 
and upload to 
Encompass.

Follow the same process 
as original ordering to 

complete 4506C 
process.



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.




