
HowtoUploadConditionsandAccessDocumentsGuide



St ep: 1

◦ After logging into the portal,
click on your ‘PIPELINE’
this is where you can access
all loans you

have with Jet Mortgage.

◦ After clicking into the 
desired loan, you will see the 
screen to the right. Here you 
can click into the desired tab 
as needed in the blue 
column.

◦ Status and Agents will 
provide you with the current 
status of the loan and 
contacts assigned to the 
loan.

◦ E-docs tab will allow you to 
search for ANY document 
that has been uploaded to 
the file.

◦ Conditions will allow you
to view all conditions needed 
on the loan.



St ep: 2

◦ To upload a document

you can do one of two

ways. You can ‘DRAG

AND DROP

FILES HERE’ or you can 

‘SELECT FILES TO

UPLOAD’ from your 

desktop.

◦ Once you have selected 

the document, you can

then LABEL the

document by SLECTING

DOC TYPE.



St ep : 2 Con t .

◦ Click on ‘SELECT 

DOC TYPE’ and

search unclassified.



St ep: 2 Con t .

◦ Once the Doc Type has 

been selected you will be 

taken back out to the 

‘Upload Docs’ screen

◦ Here you can add and 

additional description in 

the highlighted box (any 

notes you think will help 

your Account Manager 

or UW).

◦ Once done click 

‘UPLOAD DOCUMENT’



Step 3

Lastly, Send an 
email to your AE 
and AM alerting 
them that the file 
is ready for review
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