
 

 

 

Borrower/Student Site 
Overview 
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Key Contacts: 

 

Kathy Anderson Lori Vertal Bennett 

E-Services Customer Service Sr. Manager E-Service 

1-800-379-7564 or 262-780-7700 1-800-401-9306 

Kathy.Anderson@ncogroup.com  Lori.Vertal@ncogroup.com

 

*Please note that screen shots are from a previous year:  you will see some date fields that 
display non 2011 dates. 
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Section 1:  Certificate Received 

Borrowers/students that receive the certificate email will not be directed to the 
GetMyDocument home page; instead the hyperlink takes them directly to the login page. 

A borrower/student record is uploaded and the associated 1098 entity/document is created. 
The borrower/student receives an email from inform@getmydocument.com or  
1098@eforms.uwsa.edu (UW Schools only). 

The email contains a link and the security certificate that is a required part of the authentication 
process. The university, last four digits of their tax ID, first, last name and the scrambled code 
must match the database exactly in order for system access to be granted. The participant 
follows the link and on-screen instructions to download/print their document. 

Once the document is viewed, the manager site is updated. 

Hint:  Check Junk and/or Spam folder for email. 

A borrower/student can receive from 1-5 email invitations to the site.  The text is the same for all 
emails, only the subject line increases in intensity. Once a document is viewed, the 
borrower/student is removed from the email campaign.  If the document was viewed and now 
is updated, a correction email is sent. 

The email contains a link to the authentication page ofwww.getmydocument.com. 

The certificate field is typically pre-populated, but if necessary, the borrower/student can type 
in the entire security certificate value. 

To complete the authentication process, the borrower/student completes the form and 
consents to receiving the document electronically.  All values must match our database exactly 
in order for them to proceed to the Inbox.   

Hint:  all the values they are required to enter (except SSN) are in the email they received.  
Encourage them to review the email for the university and first and last name spellings.  If their 
name is incorrect, they should contact their university for 1098T documents, for 1098E document 
follow standard protocols for making name changes.   
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Step 1:  Email Text 

The email will be sent from inform@getmydocument.com.  

Exception: UW System documents. 
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Step 1 continued:  Email Text 

UW System emails will contain a digital signature and will be from1098@eforms.uwsa.edu. 
The attachment (paperclip) is the digital signature that is required by UWSA.  The digital 
signature does not appear in Hotmail and Gmail (and maybe others) but students/borrowers for 
UW are directed to their campus email  

 

  

account where the signature does appear. Thunderbird and Outlook Express also show the 
attachment. 

Step 2:  Click on the link to navigate to the website. The borrower/student is directed to the 
verify certificate page. 
  
The required certificate is embedded in the link.  The link is unique for each document. 
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Step 3:  Complete the authentication form and click I Consent. The certificate auto-populates, 
the rest of the data requires user interaction. 
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Step 4:  Document Inbox—Save and/or Print 

 All available documents are listed, click the View icon to view and download the 
document.  

Borrower/student can retrieve all documents from multiple universities during this single 
session.    

 

 

 

 

 

 

 

 

 

 

 

Click the Download This Document ICON to save the document locally.  The print and 
save ICONS shown on the PDF preview menu are also an option for saving and printing 
the document. 
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Step 5:  Ground Mail Option 

If the borrower/student clicks on Ground Mail This Document button, they will be returned to the 
Inbox home page.  The Ground Mail is set to Yes.    

 

 

 

The borrower/student can click the View icon and cancel the ground mail option at any time.  
Every time the Ground Mail/Cancel Ground Mail button is submitted, the Date Viewed is reset 
on both the borrower and manager sites. 

 

Step 
6:  

Log 
Off 

 

 

Additional Options on GetMyDocument: 

1. Archived:  view historical documents. 

2. My Settings:  manage ground mail preference, change address, change email. 
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3. FAQ:  

 

 

4. Contact Us 
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