
 

 

 

  

Our company is to serve the unique 
financial needs of you and your clients. 

Most importantly, we focus on what 
matters most – low rates, an easy 

application, a commitment to responsible 
funding and adherence to the highest 

ethical standards in the industry. 
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Introduction 
PPS contracted attorneys and law firms may use the Attorney Access Portal web app to provide 
necessary documents, check and update various statuses, and efficiently communicate with the lender 
to support their clients. PPS will assign tasks with numerous categories via this portal and it allows 
attorneys or paralegals to quickly and easily track and organize all tasks. Searching custom filters by task 
description, funding intake number, or category so they can easily organize and switch between to-do 
tasks. As well, attorneys and paralegals can search clients with existing open funding, request payoff, 
look or check borrower provided documents, and request a new funding. Similarly, attorneys and 
paralegals can create a new borrower funding request. 

If you have any questions not covered in this user guide, please contact the PPS Helpdesk at (800) 774-
7106. 

 

Login 

 

Users who have previously registered for the PPS Attorney Access Portal web app must login by: 

• Entering their Email. 
• Entering their Password. 
• Selecting “Log in” button to advance to the next screen and begin using the portal. 
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Also, if users previously configured them self their social sign-in provider authentication such us 
LinkedIn, Facebook, or/and Twitter then they can login clicking a proper button with social sign-in name 
using an external authentication. 

 

Site Registration 
Users who have not previously registered for the PPS Attorney Access Portal web app must contact PPS. 
Currently, the user registration part is only handled by PPS IT Security team. 

 

Forgotten Passwords 
If a user forgets his or her password, he or she must select “Forgot your password?”. Or he or she needs 
to contact PPS Helpdesk. 

 

Forgotten Password Help (Step 1) 

 

Users who have forgotten their password may request that it be e-mailed to them by: 

• Entering their E-mail address. 
• Selecting Reset Password button to advance to the next screen and receive their further 

instruction. 
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Forgotten Password Help (Step 2) 

 

Users should receive email to reset their password link (Users may need to check their Junk email 
folder!): 

• Selecting “clicking here” to advance to the next screen and receive their further instruction. 
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Forgotten Password Help (Step 3) 

 

To reset a forgotten password user will be prompted with their email and new password question. Users 
must answer the question correctly in the proper fields and press Reset: 

• Entering their E-mail address. 
• Entering new Password. 
• Entering new Password for confirmation. 
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PPS Attorney Access Portal Home Page 

 

 

After logging into the PPS Attorney Portal web app, the user will advance to the PPS Attorney Access 
Portal Home Page. Select the buttons on the right side of this page to do the following: 

Request a Payoff — Attorneys or paralegals can request a payoff for a particular client. 

A New Funding Request — Attorneys or paralegals can request a new funding for client with existing 
open funding. 

Borrower Documents — Attorneys or paralegals can check documents provided by a particular client for 
open funding. 

Searching by borrower name or last four digits of the borrower social security name, the attorneys or 
paralegals may select requests only for searched client(s). 

New Borrower / Funding – Attorneys or paralegals can create and request a new funding for the new 
client. 

Payoff Request — Attorneys or paralegals can request a payoff for a client that couldn’t find from the 
search or just for a general payoff request. 

Contact Us – Attorneys or paralegals can send any custom request related with funding, payoff, to-do 
task, or technical support. 
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Using buttons from left side of the Home page, following to-do tasks can be done: 

• Providing Payoff Status; 
• Providing Periodical Case Status; 
• Electronic signing acknowledgement for requested document via Adobe Sign; 
• Providing a new attorney on Case Promissory Note Pending signature; 
• Providing Approved Loans Pending Signature; 
• Update status of other assigned tasks; 

To send funds using a traditional bank wire attorney will need our bank information, which can be found 
selecting Wiring Instruction from the top menu.  
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Handling To-Do Tasks 

 

PPS To-Do gives attorneys or paralegals focus, from work to presentation. Managing tasks in our portal 
application is more efficient, more powerful, and simply a better way to be more productive to support 
your clients’ needs. 
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Providing a new attorney on Case Promissory Note Pending signature 
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Providing periodical case status 
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Providing Payoff Status 
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Electronic signing acknowledgement for requested document via Adobe Sign 
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Request a Payoff 
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Custom payoff request 

 

If user can’t find searching borrowers name or case then he or she can use a custom payoff request 
using request Payoff button on the top of right side of the screen.  
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Request an additional funding for existing open case 
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Request a new funding for a new borrower 
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Viewing borrower provided documents 
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Changing Attorney to support 

 

If a paralegal supports multiple attorneys, he or she can select an attorney or all attorneys to assist. 
Clicking Select an attorney drop down box under welcoming message of the left top screen, can change 
attorney to support. To-do tasks and borrower list will be filtered based on this selection. 
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Managing Your Account 
Modifying Profile 

 

After successfully logged in, the user can manage his or her account clicking email address, the second 
item from the right top menu. Using Profile menu from left side, the user can change Full name and 
phone number.  
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Changing your email 

 

From the Manage your account screen, selecting Email menu from left, the user can send verification 
current email address or change an existing email address.  
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Changing your password 

 

From the Manage your account screen, selecting Password menu from left, the user can change 
password.  

TIPS for password:  

• Don’t use a password that someone else can guess or a password that you also use for other 
accounts. 

• Create a password that is unique, that you can remember without having to write it down, and is 
either a long phrase or contains letters, numbers, and characters. 

• Change your password often like every 45 - 90 days. 
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Adding/Removing external social authentication 

 

From the Manage your account screen, selecting External logins, the user can connect social media 
accounts such as LinkedIn, Facebook, and/or Twitter. Clicking a button with the social media name, the 
user can add and allow our app to use authentication from that social site. Once the user allows to use a 
social account, he or she doesn’t need to login using email and password combination. Instead of login 
email/password, the user needs to click social app ikon during login. 
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Creating Two-way Authentication 

 

PPS Attorney Access portal offers two step verification authorization for better security but this service 
is not default. The users need to configure from Manage your account screen selecting Two-factor 
authentication. Also, the users need to use Authenticator app on their apple or android phone or tablet 
to receive one-time security key. 
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Personal Data 

 

From the Manage your account screen, selecting Personal data, PPS provides a way for users to 
download and delete the personal data captured by Attorney Access Portal.  

Remember: Deleting Personal data will permanently remove your account, and you will not have access 
for your clients’ data to support them. Also, those deleted data cannot be recovered! 
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