How to Upload Conditions

After selecting the loan from your pipeline, click on the “Conditions” tab from the menu bar.

Then toggle open the condition you are looking to upload a document for and press “upload”
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You will now see a popup where you can upload your document. Click on the box to select the
items to upload from your computer. You can upload multiple items at once, up to 20 files.
Note: the max size of each document is 20MB.

You can adjust the Doc Type to better describe the document or leave it as the default. You
can also select which borrower the condition is for.

Once completed, press “Upload”
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You will get a pop up to confirm your upload was successful
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The File has been uploaded successfully.

You can review what was uploaded as well once you open the condition once more.
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Note: there is no need to press any button to notify Mega that documents were uploaded.
The Mega Team will be notified that there are new documents uploaded to review. They will



then review the uploads and check them in to send to the underwriter for conditions review.
Once the Mega Team completes these steps, the status will be advanced to Condition Review.

If there is document you want to upload that does not relate to any of the conditions, you can
upload using the E-Docs tab.

Click on “Upload Files”
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And then attach the documents you want to upload here.
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