
How to Respond to a Counter Offer



1. Go to www.Exceleras.com 2.   Enter Login Name and Password

3.  Click “LOG IN”



Click “Continue”



Select “Buyer Agent Offers” – “Manage Offers”



Click “Countered”



Offer will open up for you to input your changes.

Under the “Modify Offer” column the data fields 
will open up so you can enter new offer details.

Click on “Upload” to upload new proof of funds, 
mortgage pre-approval and purchase contract. 

“Additional Comments” write any comments to include for Asset 
Manager when offer is being reviewed.



Once offer information is completed, click “Submit with Changes.”



A dialog box will appear: You are about to submit a modified offer 
with the information in the column below.  Continue?
Click “Yes” to submit offer or “No” if you need to go back and modify 
offer.



Once offer is submitted, click “Close.”



To confirm offer was submitted, go back into your account. You will see “Under Review.” 
This means offer is now in Asset Manager’s queue waiting to be reviewed. 



To Print Offer Step 1 - Click “Print”

Step 2 - Click “Print” and wherever 
you want to save it to.


