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Prior to Purchase Condition Upload

1 Navigate to your home screen to view your full pipeline.
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2 Click on the number next to "Close Loan Review - Suspense" to view all loans in
this status.

3 Click on the loan number for the loan you want to submit conditions for.
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4 Click on the "Loan Purchasing" drop-down.

5 Click on "Purchase Conditions".
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6 Click on the green arrow next to the condition you want to upload.

7 Click the blue "Browse" button to find the document on your computer you wish
to upload.
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8 Once you've selected the document, click the blue "Upload" button.

9 Click the blue "Okay" button in the pop up screen.
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10 Navigate to
https://broker.springeq.com/portal/#/loan/297407/conditions?section=8

11 Click on "Submit for Review"..

https://broker.springeq.com/portal/#/loan/297407/conditions?section=8
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12 Click the "OK" button.

13 Click "OK" on the next pop up..



 © Spring EQ, LLC 2024, All Rights Reserved KM 8

14 Click on the filter drop-down to see the conditions categories.

15 Click "All" to see all conditions regardless of status.  



 © Spring EQ, LLC 2024, All Rights Reserved KM 9

16 Click "View Pipeline".
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17 Review all conditions, both Pre Purchase and Pre Purchase Collateral. If there are
outstanding conditions in the Pre Purchase Collateral section, repeat steps 6-9.
***Note - some of the conditions may remain open such as the "Ship the
Collateral Package" condition.

18 Navigate to the notes section on the "Ship the Collateral Package condition and input the 
tracking number for the Collateral Package.

19 After all conditions have been uploaded, click the blue "Submit for Review" button.
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20 Verify the conditions you are submitting, and then click the blue "OK" button.

21 Click the blue "Okay" button on the Request Sent pop-up box.
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22 The "Loan Status" will remain as "Closed Loan Review - Suspense", but a
notification gets sent to the operations team that there are documents ready to
review.




