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1. Overview

The Non-Del Portal displays conditions under different tabs: All, Prior to Approval, and Prior to Funding.
Upload the supporting documents for each condition listed and submit the request to satisfy the
condition.

The portal accepts pdf, doc, docx, txt, tif, jpg, jpeg, jpg, emf, and xps file formats up to 100 MB.
To export conditions to a spreadsheet, click *Export all Conditions from the Conditions screen.

If the loan status is in Conditional Approval or Final Approval, download the Approval Letter from the
Conditions screen.

Conditions N
[ [} “Export all Conditions > | [E Approval Letter > ]
[“ Prier to Approval ‘ Prior to Funding ‘]
ADDED
Acceplable File Types: pdi, doc, docx, txt, Ul jpa, jpeg, jpe, emf and xps | Note: Max 100MB
Priorto % Conditions # Open/Revised Received # Status = Attach Docs
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2. Features of the Conditions Screen

Loans with unsatisfied conditions have the number of outstanding conditions indicated in the Pipeline.
1. Click the number in the Conditions column to open the loan directly to the Conditions dashboard.

2. To view conditions on your loans, click the Loan No. from your Pipeline and open it.

LoanNo % Borrower Name % Loan Status % Loan Purpose % Loan Amount & Lock Status % Lock Expiration % Conditions % Lender Case Number % Lender Loan Number  Action 1

@ F000011 894 FO0001 1454

9000011604 JALICE FIRSTIMER Conditional Appraval Purchaze § 175,000 - $000011804 B

9000011694 DOMENIC TESTLOAN  Submit 10 UW Purchase 300,

9000011608 ALICE FIRSTIMER Loan Created Purchase £ 175,000 : D5 2022 @ #000011808

a. Click Conditions to navigate to the Conditions dashboard.

"W URLA - Laan Summary Conditions
Conditions
All Prior te Approvat Prior to Funding |
e URLA
Praduct & Pricing o ADDED
SLh e Aezeptable File Types: pef, de. doce. et . jrg. jpeg. jre. emf and sp= | Note: Max 100ME
View/Uplaad Documents.
Priorte % Open/Revised Received # Status ¥ Attach Docs View Docs More
Drag & Drop

Outcome: The All tab is the default view and lists all conditions regardless of the category.

e If no data is found, the message Currently there are no conditions to view displays.

% |JRLA - Loan Summary E Conditions | u P || B Approval Lot |

Conditions
All Prior ta Approval Prior to Funding
non URLA
Praduct & Pricing Status
SLinE e Aczepmable File Types. pef, dos. docw tes, 4, jpa. jpeg. jpe. amf and ap | Note. Max 100ME
View/Upload Documents
Priorto ¢  Conditions Open/Revised Received & Status & Attach Docs View Docs. Mare

| Currently there 2re no conditions 1o view |

6o back 1o pipeline
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2. Features of the Conditions Screen, continued
Viewing Conditions
The Conditions dashboard features options to view by category or Status.

1. Select a condition category using the category bar at the top of the Conditions screen.

i [ oo st contions > | [@ Aowrov Lo

“ Prior to Approval || Priar 1 Funaing

Acceprable File Types: pdf, doc, docx, et 6, jpg. jpeg. jpe. emf and xpz | Nate. Max 100MB

2. Filter the list by Status by selecting the appropriate status from the drop-down list.

Gpesewd fates TERLT- Baiin Mty

3. Click the Vicon for Expand Details to display the details of the condition.

Prics ta & Conditions & Expand delails Dpen/Revised Received & Status = aftach Dods

= CONDITIONAL AFPFROVAL D Addud m

Note: If the Underwriter enters a comment supporting the condition, the comment displays under
Revision Comments when viewing the condition details.

e Revision Comments has a Read More button to view the entire comment in a separate dialogue

box.
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2. Features of the Conditions Screen, continued

Export List of Conditions

1. To export the list of conditions to an Excel workbook, click *Export all Conditions.

| [} *Export el Canditions | [E Aporoval Lette ‘

2. Click the Vicon. Select Open.

Always open files of this type

Show in folder

N Cancel
[ 7000417066_Ken C..xls | v
Outcome: A file opens in Excel.
+ This PC » Downloads
ol Mame Date mod\i/fied Type Size
El T000417066_Ken Customer_5_4 2021 23 ..  5/4/2021 7208 PM Microsoft Excel 97... 21KB

Printing Approval Letter

1. To print a Conditional Approval Letter, click Approval Letter.

Application Tracker (

Loan Status Tracker (2/10) | CD Tracker (_JACH

| [} *Export all Conditions | | [E Approval Letter |

Note: This button is enabled when the loan is in either Conditional Approval or Final Approval status.

Outcome: The document appears in the lower-left corner of the page.

‘."-p[l:cnnm(l Added

Drag & Or -

Conditionsl Approval pdf  ~ ] Showall | X
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3. Column Headers on the Conditions Screen

The following section describes the dashboard columns when viewing the list of conditions.

a Conditions | [} "Export all Conditions || [E aporoval Letter

All Prior to Appraval Prior to Funding |

Acceprable File Types: pof, dec, dacx, txt, 6, jpa. jpeg. jpe, emf and xp= | Note: Max 100MB

Priorte = Conditions % Open/Revised Received = Status % Attach Docs View Docs Maore

Column Heading Purpose

Prior to This describes the category of the condition.

Conditions This is the name of the condition; the numerical portion is for internal use only.

Open/Revised This is the date the condition was opened and/or revised by the Underwriter.

Received This is the date the documents were received for review.

Status This is the current status of the condition.

Attach Docs This enables the user to upload documents supporting the condition.

View Docs This displays documents uploaded.

More This displays details of the condition, including Underwriter comments, if any.
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4. Uploading Document to Clear Conditions

It is a best practice and recommended to upload one document at a time to clear one condition and
click Submit on the bottom-right of the page before moving to another condition. This allows for quicker
service to review and clear conditions.

1. Find the condition you want to clear.

Note: Select ADDED or OPEN from the Status drop-down list to view only open conditions.

SaenBavried Stitwd 3 AHas Decs Des Maig

2. Click the Vicon to display the descriptions from Encompass.

Priorto = Conditions = Open/Revised Received = Status = Attach Docs Docs More
Drag & Drop ¢ i
Dees 619 - Anti-Steering Disclosure Required [WS) Added | Cl— 1 EJ -
' Choose File '

Note: If the Underwriter enters a comment supporting the condition, the comment displays under
Revision Comments when viewing the condition details.
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4. Uploading Documents to Clear Conditions, continued
The user may browse to upload a document using Choose File or use Drag & Drop to upload a file.
Choose File

1. Click Choose File.

Docs 613 - Credit-LOP / GSA Review - Dataverify Added = -
Details Revision Comments Document List
LLS CM to include Evidence of Clear LOF and GSA for all parties In transaction. Verify all partiesa ... Click to view previously submitted documents

2. Navigate to the location of the document.
3. Select the document.
Note: The document name populates in the File name: box.

4. Click Open to upload the document to the portal.

G Opene *
« | » This PC » Desktop » LoanDocuments v O Search LoanDocuments 2
Organize « New folder = @ @
= Pictures Xo MName - Date modified Type
Uploads # /&) sample-information.pdf | 4/6/202112:39 PM Adobe Acro
%/ Sample-Loan-Document.pdf 4/6/202112:33 PM Adobe Acro
[ Desktop v < 5
— File narme: |Sample-|nformation.pdf ~ | All Files (%) ~
d Cancel

5. Click Submit on the bottom-right of the page to complete the document submission for review.

Go back to pipeline
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4. Uploading Documents to Clear Conditions, continued

Choose File, continued
Outcome: A Document Submission Successful message displays

6. Click Condition Management to return to the Conditions screen.

E Condition Management

©

Document Submission Successful. Your documents will be available to view in the More Section shortly.

Drag & Drop

1. Navigate to the file to be uploaded for the condition.

“ v P » ThisPC » Desktop » LoanDocuments

~
(] MName
o Quick access

I Deskiop q % Sample-Information.pdf

#| Sample-Loan-Document.pdf

2. Using your mouse, drag the highlighted file over the Drag & Drop box for the condition.

Funding 755 - Closing - Disbursement Ledges Added

Docs 413 - Credit-LDP / GSA Review - Dataverify Added

Details Revision Comments Document List
LLS CM o include Evidence of Clear LOP and G5A for all parties In transaction. Verify all parties a Click to view previously submitted documents

3. Click Submit to complete the submission of the document for review.

Go back to pipeline
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4. Uploading Documents to Clear Conditions, continued
Drag & Drop, continued
Outcome: A Document Submission Successful message displays

4. Click Condition Management to return to the Conditions screen.

©

Document Submission Successful. Your documents will be available to view in the More Section shortly.

Condition Management
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