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Learning Objectives

By the end of this training, you should be able to:

• Locate Conditions Issued via Conditions or Loan Documents Tab
• Sort, Review, and Export Conditions to a Spreadsheet
• Know How to Upload Conditions 
• Know How to Re-Open a Condition 



Helpful Contacts

General Questions
SFAsk@thda.org

Lock Questions
lockdesk@thda.org 

Rhonda Ronnow CMB, CMCP, CRU
Director of Single Family Loan Operations 
rronnow@thda.org

Jennifer Green CMB, AMP 
Assistant Director of Single Family Loan Operations
jgreen@thda.org  

Connie Brewington
Underwriting Manager
cbrewington@thda.org 

Chuck Pickering, Jr 
Funding Manager
cpickering@thda.org

Yvonne Hall
Housing Education & Resource Manager
yhall@thda.org 
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Conditions Notification Email
1. After submitting the loan to THDA Underwriting for review, there may be processing and/or 

underwriting conditions issued on the file. 
2. The Processor selected on the loan will receive a notification email stating conditions have 

been issued. 
3. The conditions will not be listed in the email. The Processor will need to log into the loan to 

see the conditions issued. 



Conditions Screen 
1. Once you log into TPOC and select the loan, you will go to the Conditions tab on the left. You can then 

see the open conditions on the file. (Yellow Arrow)
2. Click the blue arrow on the left of each condition to see what is needed and to upload the necessary 

documentation. (Green Arrow) You can also click the folder on the right of the description to upload.
(Red Arrow) 

3. Once you have uploaded the documents to clear the condition, click Ready for Review. This will send 
a notification to THDA that there are documents available. Please allow up to 24 hours for THDA to 
review. (Black Arrow)



Conditions Screen- Pulling a Spreadsheet
1. You have the option to export the conditions into a spreadsheet. Click on the top right icon. 

2. You will then have a spreadsheet you can send to your team or the borrower of the conditions. This is 
an easy way to view all the conditions in one place and be able to view the full description.  



Conditions Screen – Uploaded Wrong Document?
1. If you realize you uploaded the wrong document under a condition request and have already clicked 

ready for review, you will have the option to re-open the condition. There will be a button that says Re-
Open. 

2. When you click Re-Open, you will be able to upload new documents and click Ready for Review again 
to submit the new documentation for THDA to review. 

3. THDA will also receive a notification that documents are available. 



Loan Documents Tab- Conditions Folder
1. You can also upload all documents for clearing conditions under the Loan Documents Tab. (Yellow

Arrow)
2. There is a Conditions Folder for you to upload as many documents as needed. (Green Arrow) THDA 

will also receive a notification that documents are ready to review. Please allow 24 hours for review. 
3. Also note, there is a folder called ZArchived Documents at the top. This houses every upload for the 

file that has been received. You may want to check here if you feel that you have already uploaded a 
requested document. If you have, please connect with the Underwriter on the file to advise. (Red
Arrow) 



Conditions- Upload In Process
1. Please remember to wait until all documents have completely uploaded. 
2. If you try to exit the loan prior to completion, you will receive a prompt asking if you want to 

exit as your documents will not be saved. 



Conditions Submitted- Next Steps

1. Once you have submitted all documents to clear the requested conditions via the 
Conditions Tab or Loan Document Tab, THDA is notified that there are documents ready for 
review. 

2. We ask that you allow 24 hours for our team to review. 

3. Once our team reviews the condition items, they will either clear the conditions or submit 
additional requests. 

4. If additional requests are made, you will use the same process to review, upload, and 
resolve the additional conditions issued. 

5. If all conditions have been cleared, the Processor for the loan will receive a notification 
email stating the Commitment Package is ready. 

6. Please see TPOC Portal Training- How to Locate Commitment Package for next steps. 

https://dogvxws799i6n.cloudfront.net/wp-content/uploads/TPOC-Portal-Training-How-to-Locate-the-Commitment-Package.pdf
https://dogvxws799i6n.cloudfront.net/wp-content/uploads/TPOC-Portal-Training-How-to-Locate-the-Commitment-Package.pdf
https://dogvxws799i6n.cloudfront.net/wp-content/uploads/TPOC-Portal-Training-How-to-Locate-the-Commitment-Package.pdf


Closing Conditions
1. Closing Conditions will follow the same upload process as mentioned prior. 
2. The closer on the loan will receive a notification email that closing conditions have been 

issued. 
3. You can sort the conditions on the Conditions Tab to show only those that are Closing 

related via the All-Conditions button or Open via the Disposition column for easier viewing.



THANK YOU! 
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