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Upload conditions for "Conditionally Approved"
status.

1 Navigate to your home screen in the portal and review your pipeline.

2 Click on the number next to "Conditional Approval".
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3 Click on the loan number for the file you want to upload conditions for.

4 Click "Loan Processing"
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5 Click "Upload / View Conditions"

6 Click on the green arrow under the heading "Upload" for the condition you want
to upload.
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7 Click on "Browse" to locate the document on your computer that you wish to
upload.

8 Once it's inserted, click on the "Upload" button.
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9 Click "Okay" in the pop-up screen. Repeat steps 6 through 9 for all conditions thar
are in the "Prior to Approval" section.

10 Some conditions may be identified as "Content Issues".
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11 Click on the paper icon under the notes section to review the notes from the
application analyst.

12 Here you can read the notes regarding why the document uploaded was deemed
insufficient.
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13 Click the "X" in the top right hand corner to close out of the notes screen.

14 Click "Ok".
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15 Click "Submit for Review"

16 After you have uploaded all of the conditions in to the portal, click on each box
under the "Submit" column to get the conditions resubmitted for review.
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17 CLick on the "Submit for Review" button.

18 A pop-up will appear validating all of the conditions you are resubmitting for
review. Click the blue "Okay" button after verifying the complete set of needed
conditions are being submitted.
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19 You will then get a pop up box letting you know the information is being sent back
for further review, to verify the file is now ready for submission to underwriting.




