
 

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. If the user wishes to see other pricing options 
they may use the blue hyperlinks.  Selecting a different price then that which was 
originally run through DU will require the Underwriter at HSOA to rerun DU 
during the Underwriting process. 

4. The user will then select the Submit to HSOA button on the top right half of the 
screen. 
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The user must select the blue 
hyperlink for the product 
type for which the loan is 
being submitted. 



 
 
 

5.  will display a pop up that allows the user to write a note with their 
submission. 

 

 
 
 
 

6. 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. 
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Selecting the blue hyperlink will 
allow the user to see other 
pricing options for the loan 
program selected. 



 
 

7. 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.   

 
 

 
 

8. When the user returns to Pipeline Screen, they will be able to view their recently 
submitted loan on the pipeline. 

 
 

 
9. 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 Retail Branch Manager can assist the user 
with obtaining the Login Name and Password for the DocumentTrac system. 
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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 

 



10. 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. 

 

 
 
 
 

 
 

11. The appraisal must be uploaded in a separate document, identified as Appraisal, 
and the radio button for color selected. 
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12. In the event that the user does not have the capacity to submit documents in PDF 
form, they may be faxed via efax to 1.866.758.5884.  The user must generate a 
cover sheet and separator sheets from within Web Trac.  The user must verify the 
document was uploaded correctly by viewing the documents a few minutes after 
faxing.  If the document does not appear in Web Trac within 10 minutes, please 
contact the help desk.  All faxes must be sent at a minimum of 300 dpi.  Never 
make copies of cover or separator sheets.  Fillable PDF forms and password 
protected documents must be printed and manually faxed. 
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Select the Upload in Color box 
only when uploading appraisals. 

Appraisals must be uploaded 
in a separate PDF document 
and identified as Appraisal. 

If faxing documents User must select the 
Bar Code Icon within DocTrac to bring up 
Cover Sheet and Separator Sheet drop 
downs.



 
 

13. 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 correctly, select Ok.  If additional documents 
need to be uploaded prior to delivery to underwriting, select Cancel. 
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The Create Cover Sheet box will 
automatically be checked. Choose the 
Separator sheet required.  Select the 
Add Button and the Separator Sheet 
will move to the Stacking Order box. 
Select Generate button at bottom of 
screen. 



 
 
 

 
 
 
 
 
 

14. 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.  

15. 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. 

 

 
 

16. To review any changes made to the loan in other fields, the user will need to 
access the 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 SLC for additional information.   
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User must select OK if all 
documents have been 
uploaded correctly.  If an 
additional PDF must be 
uploaded select cancel. 
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Data reflected on the Loan Details 
page of the Conditions tab will 
include all current changes to the 
loan. 


