Submitting offers into eBrokerHouse
1. Cut and paste the given link into any web browser. This is usually provided in the listing agents
remarks in the MLS.
a. Ex: http://www.ebrokerhouse.com/property_search.php?id=505
b. Also notice that there may be a Required Lender for this property. If this is the case, this
information will appear directly below the property information.
c. You also have the ability to see how many offers have currently been submitted on this
particular property if the listing agent chooses to allow this information to be displayed.
2. Next, click on “make on offer”

↓

3. Read the next set of instructions that are provided by the listing agent
a. Make sure to download any additional documents that are needed for this property.
i. Attach these signed items into your original offer making a new PDF file.
b. Click on the button “Continue to Offer Submission Form”

↑
4. Next fill out all information on the next screen.
5. Attach your PDF file of original offer and any documents that were including in the offer
instructions.
a. This is a required field. You must attach a copy of the actual offer.
6. Click “Submit Offer” once you have all information entered correctly and you have attached a
copy of the offer.
7. Your offer has been successfully submitted and you will receive an email notification along with
a link that you possibly use in the future. Make sure to save this email.

↑

Modifying / Updating an Offer
1. You will need to locate your verification email that was received after submitting an offer
and click on the link provided.

2. Click on the link or cut and paste it into any browser.
3. You are brought to a page where you make a note to the listing agent notifying them of any
changes, updates, or corrections about your offer.
a. Make a note of any change to the offer in the notes box.
i. EX. Highest and best price is X
ii. EX. Buyer has changed lender and we have uploaded a new loan approval
letter.
b. Upload documents.
i. Addendums
ii. Forgotten items, etc.
4. Note:
a. You also are able to see any other offers you have submitted through the
eBrokerHouse system with this same link. You will be able to see a list of active
offers below.

↑
5. Click “Amend Offer”
6. Your offer has been successfully amended and you will receive an email notification
confirming this.

