
Sending Documents 
To email documents: 

1. Open a loan and select the Documents activity. 

 

 

 

 

 

 

 

 

 

 

 

2. Click the row of the document you want to access. 
The document's details screen appears. The Document Details section contains the document name, category, and 
type. The condition fields are populated if any conditions were issued against this loan for the current document. The 
version table shows whether the document is active, the current document version, who reviewed the document and the 
date and time, the expiration date, and any comments. Each time a document with the same category and type of an 
existing document is added, you can increment the version by one or leave it as is. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

3. Click Email. 
The Send Document light box appears. 

 

A. Enter the Recipient's Email. 

B. Enter the Subject and Message. 

C. To encrypt the document, select the Password radio button and enter the password in the 
corresponding field. Otherwise, select No Password. 

NOTE: Use any combination of alpha, numeric, and 
special characters to create your password. The 
password is case-sensitive. 

D. If you added note(s) to the document and want to include the note(s) in the email, select the Include notes in 
download check box. 

E. To add more documents to the email, click Add From Documents. 
The Document Management List light box appears. 



 

i.Select the check box(es) of the document(s) to be added. 

ii.Click Select. 
The new document(s) are added to the Documents section, below the original document. 

 

G. Click Send. 
A message appears confirming the document is sent. And the Document History section is updated regarding the 
when the document was emailed and by whom. 
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