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VIEW AND SAVE PURCHASE ADVICE

1.	 Navigate to the TPO Portal login page, https://tpoportal.bankmerchants.com, and enter your username and 
password.

The Portal Purchase Advice screen is only accessible by users with one of the following roles: Seller Admin, 
Seller Lock Desk, Seller Purchase Advice Only.  If your profile does not currently have the required access, please 
contact your company admin to add one of these roles before proceeding through the instructions.

2.	 To access a purchase advice for a loan in your pipeline, select View Pipeline and search for the specific loan.  
Then select the Loan Number link to open the loan.
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3.	 On the left menu navigation, click on Loan Purchasing and then select Purchase Advice.
NOTE: The Purchase Advice screen is not visible until the loan reaches a Loan Purchased status.

4.	 The purchase advice record will be available under the Current Purchase Advice section.

http://www.bankmerchants.com


BankMerchants.com 3

VIEW AND SAVE PURCHASE ADVICE

5.	 To open the Purchase Advice pdf, click on the paper clip icon       next to the record.  This will open a new 
page with the Purchase Advice form.

6.	 To save the form, click the menu button in the top left corner, then select the Download option.  The file will 
be saved to your Downloads folder.
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