
Submitting Conditions to a Loan 
Through  

 
 

1. Selecting the blue hyperlink found under the Conditions column on the Pipeline 
will bring the user to the Conditions Screen. This screen may also be accessed by 
selecting the Conditions tab from within the loan detail. 

 

 
 

2. When submitting conditions to HSOA the user should upload by accessing 
Document Trac on the Pipeline Screen of .  Select the red up arrow 
icon and log into the Document Trac system (see section on Uploading 
documents to  in the User Guide).   

3. Label your condition with the condition number as listed on your Loan Approval 
or on the list of Conditions in the Condition Tab on . 

4. With the exception of Appraisals, the user should select Conditions as the 
Document Type from the drop down menu and upload your condition to your 
loan. 

5. Appraisal upload requires the selection of Appraisal as Document Type. Do not 
use the Upload in Color button unless uploading an Appraisal 
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Label 
conditions 
prior to 
submission via 
eHome upload  

Note conditions 
will not be 
complete until 
reviewed by 
HSOA 
underwriter and 
Loan Status is 
Approved. 
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Confirm the correct loan 
number, name and property 
have been accessed prior to 
uploading any documents. 

Select Conditions as the document type 
prior to submitting document. New 
Submission is used only when 
uploading the initial loan file. Appraisal 
is selected if uploading an appraisal. 

Select the Upload in Color 
box when uploading 
appraisals. 

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


