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Documents

Click Documents1



Documents: Sort

Select a column 
header to sort2

TIP: The arrow indicates 
the sort column and order



Documents: Filter

Click Filters1



Documents: Filter

TIP: Click each filter option to 
expand and select criteria



Documents: Filter

Click Apply2

Filter by CATEGORY

Filter by DATE

Filter by FORMAT



Documents: Download

Select the document 
to download1



Documents: Download

Click the document 
to download it2



Documents: My Documents

Use My documents to upload and access 
documents viewable only by you



Documents: My Documents

Click 
Add document1



Documents: My Documents

Select a Category2
Click the paperclip to 

upload document3

TIP: Enter a Description (optional) 



Documents: My Documents

Click Add4



Manage Notifications & Privacy

Click on your name 
then click Edit profile1



Manage Notifications

Choose notification frequency for 
Messages and Requests2

Toggle notifications on or off 
for each feature3



Manage Privacy

Toggle each option under PRIVACY
on or off to share or hide information4



Manage Notifications & Privacy

Click Save5



Make a Payment

Click your profile and 
select Accounts1



If there are multiple accounts, 
select the desired one2

Make a Payment



Click Make a payment3

Make a Payment



Make a Payment

You will then be redirected to Castle 
Group's Website to make your payment

Tip: You will 
be prompted 
to enter your 

Last Name 
and 6 digit 

account 
number



Open a Request

Click Requests1



Open a Request

Click 
Open request2



Open a Request

Enter a Title3
Select a 

Category4



Open a Request

Add a 
Description5

TIP: Click the paperclip icon 
to add an attachment 



Open a Request

Click 
Open request6



Open a Request

Confirmation the request 
was created successfully




