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Special Condition 
Response

• We will be covering how to respond to Special Conditions
• Click the Comment button next to the Special Condition being 

responded to
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• Click “New” to open the Comment box regarding the Special 
Conditions we are responding to
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• Enter the comment regarding the Special Condition
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• Click “Browse” to attach the document to the Special 
Condition
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• Select the document to be attached
• Then click the Open button
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• Now that your document appears you may click the Upload 
button
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• Click the Save button to save the comment and attachment
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• Now that we have entered the comment and attached the 
document

• Click the box under the Selection column next to the special 
condition we responded to
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• Click “Approve” to respond to the Special Condition
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Special Condition 
Response

• You will now see that the Approval Status has changed to 
“Responded To”

• You have successfully responded to a Special Condition!
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