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1. Submitter Features: 

 
1.1 Registering an Institution: 

 

• Open the CondoApprove website 

• Click Sign Up on the home page 

• Select Continue to Registration 

 

 
 

 

• Enter Institution Name, Instituion Type , Address, City, State, Zipcode 

 

 



 

• Enter Institution Admin Name, Role, Phone Number, Email and Password 

 

 
 

 

1.2 Logging In As Institution_Admin 

 

• Click Sign in from the homepage 

• Enter your registered email and password 

• Click Sign In 

 

 
• After logging in as an Institution Admin, you will be redirected to the dashboard 

screen shown below. 

 

 



 

• To create an Institution Employee, navigate to the Users tab and click the Add User 

button. 

 

 
• Enter the First Name, Last Name, Email, Password, and Phone Number, then 

click the Add User button. 

 

 
 

• The newly created employee will appear in the list shown here. 

 
 



• In the Statistics tab, you can view order statistics, top orders by user, monthly 

trends, and performance metrics. 

 

 
 

• To edit the institution or admin details, click on Welcome Admin, then select the Edit 

Profile button. 

 



• After that, edit the required fields and click Save Changes. 

 

 
 

1.3 Logging In As Institution Employee 

 

• Click Sign in from the homepage 

• Enter your registered email and password 

• Click Sign In 

• After logging in as an Institution Employee, you will be redirected to the Service 

screen shown below.  

• Select the preferred order from the available options and Click on Order. 

 

 

 



 

 
 

• After clicking Order, click Order Now to create the order. 

 
 

 

 



• Fill in the order details form, then click Proceed to Payment to complete the 

payment. 

 

 
 

• To make the payment, click the Continue to Stripe Checkout button. 

 



 
 

• This will redirect you to the Stripe Checkout page. Enter your card details and click 

Pay. 

 

 
 



• Upload the necessary documents, then click Complete Order to finalize the process. 

 
 

• Once the order is complete, click Your Orders to view the Your Orders screen. 

 

 



• The Your Orders screen displays all submitted orders along with their current status, 

such as Pending Review. 

 

 
 

• Click the View Details button to access the full information of the order. 

 

 
 



 
 

• In case the payment was not made earlier, the order will be listed as Pending 

Payment in the Your Orders screen. To proceed, click Pay Now to complete the 

payment, and then upload the necessary documents following the previously 

mentioned steps. 

 

 
 

• If the payment has been completed but the required documents were not uploaded, the 

order will appear as Missing File. Click Upload Documents to provide the necessary 

files and finalize the order. 

 

 

 



2. Submitter side Features—after the review 

 
2.1 Logging In As Institution Employee 

 

• Click Sign in from the homepage 

• Enter your registered email and password 

• Click Sign In 

 

 
 

• Click View Details, and on this screen, you can see the reviewer’s comments and 

also have the option to re-upload the document. 

 

 
 

• Click the Upload New Version button to re-upload the document. The previous 

version can be viewed by clicking the View History button. 

 

 

 

 


