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How to Order Your Transcripts 
Job Aid for Borrowers 

This document is going to show you step-by-step how to order your IRS transcripts online.  If you have any questions 
about this process, please contact the person who requested this from you.  

PLEASE NOTE: This process does not replace the requirement for Nations Direct Mortgage to obtain IRS Transcripts; 
however, it can help advance your file while we await the final document from the IRS. 

STEP 1  

Go to: https://www.irs.gov/individuals/get-transcript 
STEP 2  
Click on Get Transcript Online 

 

https://www.irs.gov/individuals/get-transcript
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STEP 3  
• IRS now offers a sign-in option with ID.me, which offers access to IRS online services with a secure account 

that protects your privacy. 
• ID.me is an account created, maintained, and secured by a technology provider. 
• If you don't have an ID.me account, you must create a new account. 

 
STEP 4  
Once logged in, you will be directed to this screen “Get Transcript” 

• Select “Mortgage Related” for reason you need a transcript 
• Enter “1234” in Customer File Number 
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STEP 5  
Under “Record of Account Transcript”, select the prior 2 years  

 
STEP 6  
Once you click on the year needed, an automatic pop-up will appear with your results.  
Save the document to your computer and provide to the appropriate person.  

 
 


