
 

How to use Request a Document from CU* BASE 
 

1. User selects “Request Doc” on the “Loan Request & Personal” screen. It will proceed with the 
member or co-applicant’s information based on who is represented on the screen when clicked.  

a. These buttons are also on the “Employers/Income” screen. 

 

2. User is displayed the “Request a Document” website where they can send the member a 
request to upload documents back to the credit union.  

a. Name and email will automatically fill if information is available in CU*BASE 
b. When selecting “Online Banking” as the request method, it will send to the account 

number displayed in  
c. Multiple requests can be made at the same type by selecting “Add Additional Request” 
d. Archived documents will be indexed using the information in  

 



 

3. Clients with Inhouse Imaging Servers using will need to specify their eDOCSignature username 
information to correctly associate their users with the eSign package.  

a. Click on and type your ProDOC username. 
i. If using active directory, this could possibly be your windows username. 

 


