
Viewing a Subscription Before Issue

Your subscriptions must be in complete status before 3:00 p .m . ET on the issue date . Viewing the  
subscription is a good way to make sure you have entered all the information needed to complete  
the subscription . It’s also a good idea to copy the Review page for your records .
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Viewing a Subscription Before Issue

In order to view a subscription, choose View Subscriptions from 
the home tab . Once you click on that link, you will see a list of  
outstanding subscriptions . This list shows all the open subscrip-
tions for your bank . This is a good place to check to see what  
subscriptions your organization has pending and the issue day .



Page 32

Viewing a Subscription Before Issue

Click	on	the	Case	Number	under	the	View	column.

The Status column shows whether the subscription 
is ‘complete’ and ready to issue, or ‘incomplete’ 
and still needs to be updated .
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Viewing a Subscription Before Issue

This Review screen shows what information has been input for  
this subscription . You may want to print this and look to see if any 
information is missing . To create a PDF version of this page, click 
the Create PDF button . The subscription must be completed by 
3:00 p .m . ET on the day of issue . It is your responsibility to make 
sure the information is complete and correct .
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Viewing a Subscription Before Issue

To review another subscription or make changes or updates to 
the subscription, hit the Return to List button at the bottom of 
the review screen .

From this list you can click on Change and make changes to the 
subscription .  See the section on Changing a Subscription Before 
Issue to learn how to update the subscription .
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