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Introduction to new UNISA SORS
(Secure Online Reporting System)
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For additional help: customerservice@unisainc.com or (800) 875-8910




Logon to SORS

1. Access the SORS portal at: https://sors.unisainc.com
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Username

Password

Site Access Terms:

The customer agrees to treat as confidential
and proprietary information disclosed by
UNISA for purposes of performing services
under the Servicing Agreement. The
customer agrees to take reasonable care to
prevent the unauthorized use or disclosure of
such information, and agrees not to divulge
or otherwise make available to any third
person such information without UNISA’s

prior written consent.

2.

3. Enter your Username and Password. This Username and Password was provided to you by
UNISA. If you are a user of the previous version of SORS, this Username and Password
combination will still work.

For additional help: customerservice@unisainc.com or (800) 875-8910




Introduction to SORS Portal

1. Login to the SORS Portal (see Logon to SORS)
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MY FOLDERS Reporfs To access: Click on the folder that you would like to access below.
To upload: Drag and drap files that you would like to access on top
of the folder view.
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[ =) 2021 2021:03-30  Directory \
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PB175_210228.PDF 1 kB 2021-03-02 Detail General Ledger Report
e————
PB175-210131.PDF 2 k8 2021-02-02 Detail General Ledger Report
PB175_201231.PDF 2 k8 2021-01-02 Detail General Ledger Report
\ PB175_201130.PDF 2 k8 2020-12-02 Detail General Ledger Report J§’

a. Logged in user: Displays the currently logged in user. Click the drop-down icon to access
the logout link.
Reports: Helpful reminders on how to navigate and upload files in the interface.

c. Breadcrumb Navigation: Shows your current position in the hierarchy and allows you to
go “back” by clicking your desired position in the tree.

d. My Folders: Listing of all top-level folders that you have access to. Click on the folder
title to navigate to that folder.
Search: Searching is live and will filter the lower view as you type.

f. File/Folder view: Browse files and folders with visibility to the last modified data and
report type. This window is searchable, scrollable and sortable.

g. Report Name: Report name for file displayed.

For additional help: customerservice@unisainc.com or (800) 875-8910




Downloading files

1. Login to the SORS Portal (see Logon to SORS)
2. Navigate to the required file and either
a. Click on the file name to start the download or click the “...” icon and click
Download.
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For additional help: customerservice@unisainc.com or (800) 875-8910




