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Guide to Designing a Document Request 

 

 

1. Navigate to a policy’s Policy Details page 

 

 

You can also navigate to Servicing > Document Requests to modify requests 

based on the upcoming schedule 

 

 
 

 

2. Click the Scheduled Document Requests tab on the left-hand side of the policy’s 

Policy Details page 

 

 

https://portal.proformex.com/servicing/documentrequests


2 
 

3. Click Design (Document Requests must first be enabled for the policy) 

 

 

 

4. Enter your changes into the body of the message 

 

 
 

5. Click Save at the bottom right of the dialog box 
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The request will then indicate it's been 'Designed' and will be used for all future requests 

 

 

 

Please note, if a request is in-process you will not be able to Design the request 

 

 

For additional questions, please refer to our Help Center or reach out to your Customer 

Success Manager 

 

 

 

 

 

 

https://support.proformex.com/en

