
STEP ONE: INITIATE REQUEST

STEP TWO:
SELECT LETTER
TEMPLATE



STEP THREE:
REVIEW & EDIT 
You can make changes within the
template specific to the applicant or
send the letter as-is. 

Changes made here won't change the
templates for future use.

STEP FOUR: 
CONFIRM DELIVERY METHOD

From here you can choose to send the notice to the applicant's email address on file, send
to the applicant using another email address, or order without emailing. The last option will
allow you to open and print the notice from the "View Documents" section on the
Applicant Detailed View screen.



This is  where you can pr int  and mai l  the not ice to the
appl icant i f  you did not choose the emai l  del ivery
method.  You may also choose to download a copy of
this  not ice with the report  for  your internal  records.

STEP FIVE: 
CONFIRM EMAIL WAS DELIVERED IN
ACTIVITY HISTORY

STEP SIX: 
VIEW COPY OF NOTICE


