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JOB AID

This Job Aid walks you through how to export the single PDF Purchase Advice, bulk
PDF Purchase Advice and pull the summary Excel Purchase Advice report.

A To pull a single PDF Purchase Advice,
select and open the individual loan, then: LEENNIMIC LS

1. Click the PURCHASE ADVICE section. e e

2. Select the Purchase Advice link to

open the PDF.
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B To pull a bulk PDF Purchase Advice:

1. Navigate to PURCHASE ADVICE and N PENNYMAC'I W3
select the dropdown option.

2. Indicate the range of Purchase
Advices you wish to search using the
following fields:
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B To pull a bulk PDF Purchase Advice cont.:

6. Onthe pop-up screen, rename your
file.

7. Click on Start Download.

8. Your download will appear in the
History Section and will be accessible
for 24 hours.

9.  Click the Download Arrow under
Download Zip to obtain a ZIP file that
will contain the Purchase Advice
PDFs you previous selected.

Once you have downloaded your bulk PDFs
you can run addition queries using new
search terms. To clear the existing search
criteria, click the Clear Filters button to the
right of the search fields.

C To pull the Excel Purchase Advice report,
follow the next steps:

1. Navigate to Reports
2. Select the Excel Purchase Advice
Report.

Option 1

3. Click on the Export CSV icon to
download copy.

Clicking the CSV icon will automatically
download the file

Option 2

3. Click on the Export PDF icon to
download or print a copy.

4. Change the Destination to “Save as
PDF”

5. Change the Layout to “Landscape”

6.  Change Paper size to “A1”

7. Click Save

Formatting the PDF this way makes the
document legible and is particularly helpful
for Warehouse Clients who need an audit
trail.
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