
 

Submitting a loan and Uploading Documents to  
 

1. Once a loan has had the guidelines checked and had DU findings, the loan may be 

submitted to HSOA through . 
2. Upon receiving positive DU findings, the user must select the DONE button on the 

DU screen. 
 

 
 
 
 
 

 
 

3. At that time  will return a Program Comparison Screen. The user 
must select the blue hyperlink for the program desired.  The Program Guideline 
Detail Screen will be generated.  

a. The user will see options for both the Borrower Paid and Lender Paid 
options for the various products. Prices displayed in Red are a cost to the 
borrower or broker. Prices in Green are premium pricing and may be used 
to pay third party fees or prepaid items. (Please check with your HSOA 
Community Banker for additional information).  Prices for the lender paid 
option are based on the Brokers Lender Paid Compensation Agreement 
with HSOA.  (See your HSOA Community Banker for more information).  

b. User must select either the Borrower Paid or Lender Paid Option by 
selecting a radio button. 
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The user must select the blue 
hyperlink for the product 
type for which the loan is 
being submitted. 



 
 

4. The user must select the radio button on the left of the screen to select a product. If 
the user wishes to see the details of the rate they may select the blue hyperlink 
which will reveal the Rate Calculation Detail. 
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User must select either 
Borrower Paid or Lender Paid 
Pricing Option.  Lender paid 
option is based on Broker 
Compensation Agreement with 
HSOA. 

User must select a 
product by selecting 
the radio button. 

Selecting the blue hyperlink 
will allow the user to see 
other pricing options for the 
loan program selected. 



5. Selecting the blue hyperlink of a rate will display the Rate and Price Grid and allow 
the user to select other pricing options.   

 

 
 

 
6. Once the pricing has been determined the user will return to the Program Detail 

Screen and select the Submit to HSOA button on the top right half of the screen. 
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7.  will display a pop up that allows the user to write a note with their 

submission. 
 
 

 
 
 
 

8. Once the user completes the message to HSOA and selects the Submit button below 
the written message, an additional pop up will notify the user of their successful 
electronic submission. 

 

 
 

9. The following screen appears alerting the user that the first half of the submission is 
complete, and the user must finish their submission before uploading the loan 
documents.   
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10. When the user returns to Pipeline Screen, they will be able to view their recently 
submitted loan on the pipeline. 

 
 

 
11. The Pipeline Screen will also have a red arrow icon that will allow the user to 

upload the loan documents to .  Documents, including all required 
disclosures except the appraisal, should be uploaded in one PDF file once the user 
has signed into the Document Trac system.  The appraisal must be uploaded in a 
separate PDF (see item 13 below). The Community Banker for your account can 
assist the user with obtaining the Login Name and Password for the DocumentTrac 
system. 

12. Once the user is in the Document Trac system, the user should confirm they are 
within the correct loan name and number, select the Browse button in the upper 
right hand corner to browse their computer for the PDF, and select New 
Submission under Document Information, and then Submit in the bottom right of 
screen. If two PDF documents are required the second one should be New 
Submission 2. If two PDF documents are required, include all RESPA documents 
with the initial PDF that has document type New Submission. 

13. NOTE: When uploading an appraisal a separate PDF must be submitted. If 
appraisal is submitted at time of submission it may be a New Submission type. If 
appraisal is submitted with other underwriting requested conditions use Conditions 
as the Document Type. Also be certain to select the Color button when submitting 
an appraisal. 
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Loan number of loan 
submitted can be 
viewed on the Pre-
Approval Notice and 
the Loan Pipeline. 

Red up arrow 
allows user to 
upload the file 
documents to 
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14. Once documents have been uploaded, the user must return to the Pipeline Screen, 
and view the documents that have been uploaded to  by selecting the 
eye icon on the right hand of the screen.  A pop up screen will appear and ask if the 
user is ready to notify HSOA of delivery of all Documents to Underwriting.  If all 
documents have been uploaded, select Ok.  If additional documents need to be 
uploaded prior to delivery to underwriting, select Cancel. 
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15. At this time the loan documents will be sorted by a HSOA Document Control 
Analyst and the file will be delivered to the Registration department for review.  
Once the review is complete the file will be assigned to a Senior Loan Coordinator 
(SLC) who will be the main contact person within HSOA’s ROC and the user/ 
originator.  A yellow envelope will display once the status shows “Submitted”.  
The yellow envelope will not appear if the status in eHome is “App/Pre-Qual”, 
“Registered” or “Locked.” The SLC and Community Banker will continue to 
contact the user/originator through traditional email and telephone correspondence.  

16. Once the loan has been Submitted to  all data will remain constant on 
the Pipeline except the Status/Condition field, the Locked Column (with 
padlock), and the Expiration Column. 

 

 
 

17. To review any changes made to the loan in other fields, the user will need to access 
the Status/Conditions tab from within the loan.  The Loan Details at the top of the 
screen will reflect the current details of the loan.  This includes changes to the Loan 
Amount, Property Value, Loan Product, etc.  These fields reflect the changes being 
made to the loan by the HSOA users as they work on the loan and are subject to 
change.  Users may contact their Community Banker or SLC for additional 
information.   
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User must select OK if all 
documents have been 
uploaded.  If an additional 
PDF must be uploaded select 
cancel. 
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Data reflected on the Loan Details 
page of the Status/Conditions tab 
will include all current changes to 
the loan. 


