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JOB AID:
LOAN SUBMISSION FOR PRE-PURCHASE REVIEW

1. Navigate to the TPO Portal login page, , and enter your username
and password.
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TPO LOGIN 1

Usor Name:

2. Access the loan you wish to submit for Pre-Purchase Review by selecting , then searching
for the loan. Select the link to open the loan.
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LOAN SUBMISSION FOR PRE-PURCHASE REVIEW

3. On the left menu navigation, click on Loan Processing and then select Upload/View Documents.
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) View Pipeline

4. Click the Upload Documents button in the bottom left corner of the screen. This will bring up the
Document Upload popup.
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LOAN SUBMISSION FOR PRE-PURCHASE REVIEW

5. From the Document Upload screen, select Choose File, or you can drop your uploads. Repeat these steps if

there are multiple documents to upload.
NOTE: The system has a maximum file size limit of 200MB for individual files. If your file is larger than 200MB,

you may need to split into separate files to avoid upload errors.
6. Once all documents have been added, click the Upload button at the bottom of the screen.

Document Upload

nl Only PDF's, TIFF's, TXT, HTM, HTML and XML files can be uploaded

T
Drop up to 5 files here or

Upload Cancel

7. The system may take a few seconds to process the files. You will receive a Success message when the files
have been successfully uploaded. Click Ok to close the box.

| Info

i ' Files uploaded successfully
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LOAN SUBMISSION FOR PRE-PURCHASE REVIEW

8. All files uploaded by the seller will appear in the Partner Uploaded Documents section. You will have to
refresh the screen to see documents that were just uploaded.
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Loan Purpose: Total Loan Amount:
Product: Loan Amount:
Interest Rate: Program:
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= Partner Uploaded Documents 6

3/27/202511:37AM | Closin

MMMMMMMM

Closing Package
32772025 11:37AM | Closing

Closing Package

 Additional Uploaded Documents

OATEMME™  DOCUMENT CATEGORY DOCUMENT TYPE commeNTs FILE NANEIDBL CLICK TO VIEW]

Upload Documents Downloac Al Additional Docurments

9. After all required documents for Pre-Purchase Review have been uploaded, navigate to the left menu and click
on Loan Submission.
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LOAN SUBMISSION FOR PRE-PURCHASE REVIEW

10. Onthe Loan Submission screen, the Submit for Pre-Purchase Review radio button will be pre-selected
in the Reason for Loan Submission section, and your company information will be listed in the Loan
Licensing Details section. Select the Submit Loan button to submit the loan for Pre-Purchase Review.
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D View Pipeline Loan Status:
Borrower Nams
L der‘L Numb Lock Expirat P
LTvieLT:
Loan Submission
Reason or Loan Subimission
1 0 1 Submit for Pre-Purchase Review

Loan Licensing Details

Name: Company, 123 Main Street, Anytown, IN 12345 v Company/Branch NMLS ID: (123456

DBA Name: v

Address Line One: (123 Main Street

Address Line Two:

Zip City State: 12345 Anytown N

* Universal Loan Identifier: |548300WRDGBHKR1BXL989925211157

By selecting Submit, you confirm that loan 30001870 wil be submitted to the lender. As part of the submission process, indicate the action that the lender should take based on recsiving the loan.

Click Cancel to stop the submi

‘Submit Loan | 1 ancel

11. The system will run validations to ensure all submission requirements have been completed. If there are
any issues, you will receive an error message with a description of the issue(s) that need to be resolved.

Complete any of the items listed in the Action Required field.

Required Data Fields Missing

The following field(s) are required to be completed before the loan can be submitted:

SEVERITY  ACTION REQUIRED APPLIES TO PORTAL SCREEN

Error Loan must have an active lock with Merchants Loan Exceptions

Correct Loan Details
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LOAN SUBMISSION FOR PRE-PURCHASE REVIEW

12. When all validation errors have been cleared, click the Submit Loan button again, then click Yes on the
Confirm Submission popup.

Confirm Submission X

of ? ) Are you sure you want to submit the loan? |

13. You will receive a Loan Submission Confirmation message if the submission was successful. Select OK
and you will be taken back to the Portal home screen.

| Loan Submission Confirmation X

4 i ' Thank you, loan 30000123 has been submitted successfully. &l
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