
Step 1:

Once logged into DMS Online, select my profile to change your organization and/or request access.

Step 2: 

Select My Profile and (if affiliated with multiple organizations) make sure the current organization is 
correct.  If so, then select Request New Access under Profile. 

Step 3: 

Select the organization from the drop down that you wish to view the loan statement for.
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Step 4:

If the correct organization is not listed within the dropdown, select Unlisted and enter the 
organization code in the Organization Details below. Then select Load and Next.

Step 6:

Once the correct Organization has been selected and the Organization Details appear, check the box 
next to Loans in the Access Types and select Next.
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Step 7:

Review the Registration Summary, if correct then select Submit to request access.

Step 8:

Once you have been granted access, Loans will appear in the list of programs as shown below
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Step 9:

Select Loans and the project(s) which you have requested access to view the loan statements will 
appear.

Step 10:

Select Loan Details next to a specific project and the loan statement will appear. 
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Step 11:

Enter the applicable year in the field for the Verification of Indebtedness and select print. The project 
specific Verification of Indebtedness form will be available to download.

Step 12:

The project specific Verification of Indebtedness form is shown below.  (Specific Forms for each Loan 
Type)
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