
E t  f  Sh t S lEquator for Short Sales:
Guide for Agents*

A self guided tour of our Equator system with tips on optimal use and 
a view into the Homeowners portal, positioning you to confidently 
assist your clients through the short sale process.

*Please note that “agent” refers to anyone authorized by the homeowner to represent them  during the short sale process  



Introduction

Welcome to Equator for Bank of America Short Sales.  We are excited to bring 
this new platform to our short sale real estate partners and customers.  Equator 
improves the process and enhances the experience for both customers and 
agents.   

Advantages of Equator:
•24/7 access to the short sale system

•Status trackingg

•Direct communication with the Short Sale Negotiator

•Documents are uploaded directly to Equator instead of faxing

•Streamlined approval process

•Historical view of offers and counter offers

Coming Soon in Equator:g q
•There are a few specific loan investor types (for example, FHA/VA) that are not on the 
Equator system and will be added at a later date

•Agent feedback, homeowner feedback, and internal data is being leveraged to identify system 
and/or process enhancements for future rollouts and educational material improvements
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and/or process enhancements for future rollouts and educational material improvements
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Content

The objectives of this guide:
•Illustrate the traditional short sale process milestones

•Due to the long timelines inherent to a short sale, we have included tips to help avoid delays 
in the processin the process 

•Review the agent experience in the Equator system

•Review the customer experience in the Equator system

What is not included in this guide:What is not included in this guide:
This document provides guidance on Bank of America’s traditional short sale process and general 
education on how to utilize Equator. New programs, such as the Treasury Department’s new Home 
Affordable Foreclosure Alternatives (HAFA) program and Bank of America’s upcoming proprietary 
program referred to as Cooperative Short Sale are not included Additional education materials will
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program referred to as Cooperative Short Sale, are not included.  Additional education materials will 
be provided as these alternative programs are introduced.
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Traditional Short Sale Process Milestones*
*Note that this is a high level overview for illustrative purposes only and does not show all required steps

Initiate
Submit 
Offer and 
Documents

Obtain 
Home 
Valuation

Analyze 
Offer and 
Decision

Closing

Homeowner Call Customer Service 
to gain access to the
Homeowner portal: 
1.866.880.1232

Key tasks:
•Contact Information
•Hardship Reasons

Enable vendor to 
schedule interior 
Home Valuation

p
•Financial Information

Agent • Agent must create 
Account at 
www.equator.com

• Initiate Short Sale directly 
through www.equator.com

Key tasks:
• Submit 3rd Party 

Authorization
• Submit Short Sale Offer
• Upload Offer Document
• Upload Supporting 

D t

Enable vendor to
schedule interior 

Home Valuation

• Negotiate release of  
additional liens if not 
serviced by Bank of 
America

• Respond if offer needs to 
be negotiated

• Notify Bank of America of 
any post approval deal 
changes or  closing delays

• Notify Bank of America 
within 72 hrs prior to 
Close
S d B k f A iDocuments • Send Bank of America 
funds and documents

Bank 
Associate

Key tasks:
• Review 3rd party 

authorization
• Validate Offer & 

supporting documents

• Order Home Valuation
• Order internal Pay Off 

Quote

• Analyze collected 
information and negotiate 
offer

• Submit offer to Mortgage 
Insurance and Investor as 

• Re-work the deal if any 
changes occur post 
approval

• Work with agent and title 
company to enable pp g

needed
• Receive approval, decline, 

or re-negotiation 
stipulations

• Notify agent and customer 
of decision

p y
closing
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NOTE:  The Equator system is used to provide both tasks and communications to the agent.  Please ensure 
you login frequently to check for new tasks, status messages, counter offers, or specific questions from our 
associates.



10 Tips to avoid delays in processing time

The short sale process is complex and involves many different parties who must all 
agree to take a loss on an outstanding debt (for example, investors, additional lien 
holders, and mortgage insurance).  This leads to a longer timeline than a traditional 
home sale.  Here are some key factors that you can influence to help minimize delays:

1. Review all documents & document images for accuracy and clarity prior to upload

2. Ensure that property is listed on MLS

3. Negotiate external 3rd party fees prior to submission of HUD (for example, the following 
fees are typically not approved by investors: short sale negotiation, reconveyence, 
document preparation notary recording courier processing)document preparation, notary, recording, courier, processing)

4. Supply the complete HUD-1 that is valid for at least 60 days and includes all fees

5. Ensure that customer and agent tasks are completed as timely as possible (for 
example, accepting short sale assignment, submitting short sale offer, and uploading 
offer documents must be done within 7 days)
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Continued on following page…



10 Tips to avoid delays in processing time

6. Submit fully executed purchase offers with all appropriate addendums signed by both 
buyer and homeowner

7. Work to get a purchase offer representing the best possible fair market value and 
highest net proceeds for the investors

8. Set appropriate expectations with buyers and sellers so that they understand the 
complexity and resulting length of time a short sale can take

9. Work to get a release on outside liens as early as possible

10. The following situations will cause delays.  Please notify us as soon as possible if they g y y p y
occur:

– Change in buyer or agent at any time during the process

– Customer files bankruptcy
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– Deal change after the approval letter is issued



Using Equator as an Agent

This page is intentionally left blank
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Agent Account Setup

1. Create an agent account by entering your email 
address in the create an account box.

2. The system will email a password to the email 
address that you entered. 

3. Retrieve the password and then enter your email 
address and the password in the upper right loginaddress and the password in the upper right login 
area.
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Initiating 

Click on Initiate Short Sale
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Initiating

S fSelect Bank of America and click Next 
Step.
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Initiating

Enter the loan information requested q
and then click Next Step.
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Initiating

Review the accuracy of all information at the top section of the 
screen Select Cancel to return to the previous step and correctscreen.  Select Cancel to return to the previous step and correct 
any incorrect information.

If accurate, enter the letters and numbers that show up on your 
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screen and then click Next Step.  Select OK when prompted to 
confirm the initiation and Next Step to move on to the Home page.



Tasks

Use the tabs at the top of the home 
page to access Equator screens. 

To view your tasks, click within the 
workflow section in the upper left 
corner of the page.corner of the page.
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Tasks

This is a view of all the tasks assigned to you. g y

All your properties with their related tasks 
display on this page.

Note that Homeowner tasks will not show on 
your list.  Those tasks must be completed 
within the Homeowner portal shown in the 
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later section of this guide.



Tasks

The Due/Completed Date is color coded 
for easy status recognition. 

Green – task is on time
Yellow – task is almost overdue
Red – task is overdue
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Red – task is overdue



Tasks

Click on the task to take you to the 
property view.  
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Property View

fThis page displays detailed information about the property.
It also lists all tasks for this property. The color coding in 
the Due/Completed Date field show the status of the task. 
Gray tasks mean they have been completed.
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Document Upload

This is the view if you select the task Upload 3rd

Party Authorization .

Select Browse to search your computer files to 
find the file you want to upload.  Type in a 
description Then click Upload
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description.  Then click Upload.



Document Upload

Once the file has been uploaded to the task, click Save 
and Submit Now.
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Property View

The OFFERS link takes you to the offer site. The 
fields are color-coded for quick view.
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Offer Site

This is the Offer site. 

Light Green – Agent submitted a new offer
Yellow – Negotiator countered the offer

Gray – Offer was rejected
Pink – Offer is pending review

D k G Off dDark Green – Offer was approved
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Offer Messaging

If t ff h b t ill i ilIf a counter offer has been sent, you will receive an email. 
You can locate your counter offers under the workflow  
section “Offer needs response” in the upper left box.

In the offer needs response section you have two options: 
View Worksheet:  This shows you the history of all the offers 

and counteroffers.  
Counter Offer: This is where you must review offers andCounter Offer:  This is where you must review offers and 

make counter offers.
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Offer History

This is the “view worksheet” page. It provides the 
hi t f ll ff d thistory of all offers and counters.

Fees are included, excluded, or reduced based on our 
knowledge of what the investors typically will g yp y
approve.  Note that the final deal must be approved in 
a later stage.

Our goal is to negotiate the deal to a point where weOur goal is to negotiate the deal to a point where we 
believe the investor will approve.  
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Counter Offers

This is the top section of the “counter offer” page. You 
will need to select “OK” next to every fee that is being 
negotiated.  If you want to counter that fee you will click 
“OK” and then change the amount of the fee.  Realize 
that any changes are subject to additional counter 
offers and adds time to the process. 
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Counter Offers

At the bottom of the “counter offer” page, if you have 
selected or made changes to all fees you have three 
options: 

Agree: You did not make any changes and therefore are 
in agreement with the counter offer from the negotiator. 
This will move the file forward for investor approval.

Send Offer: You have made changes to the negotiator’s 
offer.  This will go back to the negotiator and is subject 
to additional counter offers.

Reject: This will close out the file completely.  This 
should only be used if the buyer does not want to 
proceed with the short sale.
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Messaging

Messages can be reviewed or sent by clicking the link in 
the upper-right corner of the page. 
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Messaging

M t i tt h t h lMessages can contain attachments, such as approval 
letters and promissory notes.

If a document has been uploaded to a task you do not p y
need to send it in an email or equator message.
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Agent Communication within Equator

• Throughout the process you will receive notifications of the status of the short 
sale.  The system automatically tracks the agent, customer, and bank tasks and 
will alert you after key milestones have been achieved and to let you know the 
next steps.   

• For specific questions/concerns you have, the negotiator assigned to the short  
sale is your primary contact. 

Please ensure when sending a message in Equator you only select “Negotiator”– Please ensure when sending a message in Equator you only select Negotiator .  

– We request that you only send messages via Equator and not directly through email. 
This enables our associates to effectively manage the case load and respond to agent 
inquires in a timely manner.

• If you have submitted a request to the Negotiator via Equator AND there has 
been no response after 2 business days:
– you should escalate to a “Team Lead” by selecting this role in your message drop y y g y g p

down menu.

• In the event of an urgent issue, such as, a foreclosure sale date within 48 hours:
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– you should immediately escalate to the “Team Lead” and “Manager” 

– and also call the Short Sale support team at 1-866-880-1232.



Using Equator as a Homeowner

This page is intentionally left blank
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Homeowner Portal

This is the home page where the Homeowner 
accesses Equator. 

After calling Bank of America, a password will be 
emailed to the homeowner.  They will enter their 
email address and password then click Login.p g
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Homeowner Portal

This is the Home page. 

There are links on the left that access Homeowner tasks.

Note that as the agent you have the ability to completeNote that as the agent you have the ability to complete 
the Initial Offer and Select Real Estate Agent tasks within 
your version of Equator.  Agents do not have the ability 
to complete the other tasks, which are the responsibility 
of the Homeowner
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of the Homeowner. 



Homeowner Portal

Once a task is completed, a check mark 
displays showing completion.

In the event that a customer does not have 
access to the internet, they should contact 
us to discuss how we can help them 

l t iti l h t k
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complete any critical homeowner tasks.



Homeowner Portal

Property information displays on the right side of the 
page. 

Homeowners are encouraged to work closely withHomeowners are encouraged to work closely with 
you since you have additional insight into the loan 
status on your version of Equator.  For remaining 
questions, homeowners can call the Short Sale 
support team at 1-866-880-1232
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support team at 1-866-880-1232.




