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User Roles 

Role Activity Activity Purpose 

Balloon Analyst • Performs disposition reporting  

• Processes Form 1074  

• Retrieves Notifications of 
Maturing Balloon Mortgages  

• Retrieves, views and prints 
activity and processing reports  

Manage Balloon/Reset 
Mortgage Process 

Exclusionary Report 
Analyst  

• Has read-only access to the 
Exclusionary List.  

View Freddie Mac’s 
Exclusionary List  
 

 

Log In 
You must connect to the Internet to access the Service Loans application.   

Perform the following steps to access the application: 

1. Enter the following URL in your browser: 
https://www.FreddieMac.com/service_loans. The log in windows displays.  

 
2. Enter User name and Password. 
3. Click OK.  The Set User Context page displays. 
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4. Select Role Catgory Type.  

5. Select Org Unit Name.  
6. Select Servicer No. 

7. Click Continue. The Legal Disclaimer page displays. 

  

 
 

8. Click I Agree.  My Home page displays.  

 Caution!  If you click I Disagree your session will be terminated.  
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Logout 
To logout of the application, select Logout from the Menu Bar.  You will be directed to 
FreddieMac.com.  To ensure that the application is securely closed, click X in the upper 
right corner to close the browser.  

Set User Context 
The Set User Context feature gives you the ability to view and access data for loans you 
are servicing as you work under multiple servicer numbers without the need to logout of 
the application. The Set User Context function is also accessible from the Menu Bar.  A 
sample page is displayed below.  
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Set Servicer Context Data Field Definitions 
 

The following table provides the data field definitions for the Set Servicer Context page.   
 

Set User Context Data Field Definitions 

Data Field Name Description 

Role Category 
Type 

This field will default to Servicer and is the only selection 
available. 

Org Unit Name The title of your organization. 

Servicer No All Servicer IDs that a user has access to will display in this 
dropdown menu.  

Return  

This selection will cancel the Set User Context and exit 
the application.   

You will be prompted: Are you sure you want to change 
context?  
Select OK to change context or Cancel to return to the 
page you were working on.   

Continue  This selection will take you to the Legal Disclaimer page. 
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My Home Page  
The My Home page displays after accepting the legal disclaimer.  This page is the 
starting point for the Service Loans application and contains the following items that are 
called out in the diagram below: 

• Menu bar 

• Tabs  

• Hyperlinks to launch external applications 

• Page specific Help button 

• Broadcast Messages  

 
Menu Bar 

Tabs 

Page Level 
Help 

Links to 
applications 

Broadcast 
Messages 
applications 
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How to Navigate Service Loans 
It is easy to navigate the Service Loans application.  The system has a convenient My 
Home tab where you will have access to all the functionality that your user role/s permit.   

The My Home page may be divided into three areas as displayed in the diagrams below: 
Menu Bar, Tabs and Help, and External Applications and Broadcast Messages. 

This section of this chapter will discuss the options available in each area and the 
functionality available through Service Loans.  

Menu Bar 

 
 
Tabs and Help  

 
 
External Applications and Broadcast Messages 
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The Menu Bar is visible across the top of the web page and can be accessed from 
anywhere in the application.  A picture of the Menu Bar is displayed below:  

 
 

The following table will explain each menu option and functionality available on the 
Menu Bar. 

 

Menu Bar Options 

Menu Option Description 
Home Select Home to return to the My Home page from anywhere in the 

application. 

Printer Friendly Select Printer Friendly to print the page you are viewing without 
page banners. Click X to close and return the banners to the page you 
are viewing.  

 
 

 
Help Select Help to access Service Loans online 

help

 



Getting Started 

Freddie Mac Document  Service Loans User Guide  
December 2011 11 Chapter 1 

Menu Bar Options 

Menu Option Description 
Contact Us Select Contact Us if you need to contact Freddie Mac for assistance 

and troubleshooting. 

 
Set Context Select Set Context to work under multiple Servicer Numbers without 

logging out of the application.   

 
Logout Select Logout to exit the application. 

 
FreddieMac.com Select FreddieMac.com to launch our website in a separate browser. 
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Menu Bar Options 

Menu Option Description 
Password Reset Select Password Reset for assistance with resetting your password. 

 
 

Tabs and Sub Menus 
Tabs are located below the Service Loans banner and are accessible from anywhere in the 
application.  Click the tab title to access the function you need.  

 
  

Your user role determines the tabs and functionalities available to you.  For instance, if 
your user role is limited to Loan Activity Analyst, you will not see a tab for Manage 
Portfolio.  Refer to the section titled User Roles of this chapter to ensure you have the 
appropriate user role authorization. 

Some tabs contain sub menu functionality.  An example of the Manage Loan Activity sub 
menus is display below. 

 
 

 

 

Tabs 

Sub Menus 
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The table below describes the functions available on each Tab and its sub menu.  

 

Tab Title Sub Menu Functionality 
My Home • Launch Freddie Mac Technology tools 

• View broadcast messages 

Manage Loan Activity • Enter Performing Loan Activity 

• Enter Default Activity 

• Enter Foreclosure Sale/Deed In Lieu Activity 

Manage Importing  • Import Loans 

• Manage Import Formats 

Manage Balloons • Balloon Reset Notifications 

• Balloon Reset Disposition Reporting 

• Manage Form 1074 

Reports View, export and save the following reports: 

• Outbound 

• Standard 

• Balloon Reports  

Manage Portfolio  Manage Portfolio Transfer (Transfer of 
Servicing/Form 981 requests) 

 
 

Launch External Applications  
The My Home tab will display links to other Servicing Technology Tools on 
FreddieMac.com.  These links are accessible only to authorized users who are pre-
approved to use these links.  Each authorized user will have their own unique user ID and 
password to access the information and functionality associated with each of the 
application.  

The application provides links to Servicing Technology Tools such as, Investor 
Accounting ManagerSM (IAM), Default Reporting ManagerSM (DRM), and Servicer 
Performance Profiles. 
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Note:  If you need to request access to Freddie Mac’s Servicing Technology 
Tools, go to www.FreddieMac.com/singlefamily/service/tools.html.  

 

http://www.freddiemac.com/singlefamily/service/tools.html�
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Freddie Mac Technology Tools 

Application Functionality 
Investor Accounting ManagerSM (IAM) Allows you to access and download data, 

receive reports online, create your own tailored 
reports, remit funds online, and obtain daily 
cash data. 

Default Reporting ManagerSM (DRM) Helps you monitor, validate and update 
foreclosure sale reporting processes and 
provides feedback on how to correct errors. 

Performance Profiles  Also known as Servicer Performance Profiles 
(SPP).  A confidential report that details how 
well your organization's performance meets 
Freddie Mac servicing guidelines. 

Servicing Technology Tools Learn more about Servicing Technology 
Tools and how to access and sign up for 
these tools.     

Exclusionary List Access the Exclusionary List with your pre- 
authorized user id and password. 

Detail Adjustment Report Access the Detail Adjustment Report with your 
pre- authorized user id and password. 

Remittance Analysis Access Remittance Analysis with your pre- 
authorized user id and password. 

 

Broadcast Messages  
The application will provide a static alert message regarding training and other pertinent 
topics.  
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Help 
Each page you access will contain a help button that provides quick access to page 
specific help.  The Help icon is located in the upper right hand corner of the page you are 
viewing in the application. The arrow in the picture below points to its location.  

 

Click on the help button to access help topics for the page you are viewing. 
 

The following page is an example of the Help page for the My Home page.  
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Once you have accessed the page specific help you can view the help information for that 
specific page or use the links in the left hand navigation to view other topics within Help. 
These topics are categorized as follows: 

• Get Started 

• Loan Activity 

• Manage Imports 

• Manage Balloons 

• Reports 

• Portfolio Management  

• Additional Features 

 

Service Loans Application Technology System Alerts 
 

Visit the Single-Family Business News Subscription Center on FreddieMac.com  to 
subscribe to the Service Loans Application Technology System Alert notification.  By 
subscribing, you will receive operational status messages for the Service Loans 
application.  

To receive information about Freddie Mac’s servicing requirements, application 
enhancements, and other servicing-related information, also subscribe to the Single-
Family Updates Servicing category. 

http://www.freddiemac.com/singlefamily/news/subscribe.html�
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Introduction 
The Manage Loan Activity function allows you to view, edit, submit and export loan 
activity.  Loan activity can be entered manually, imported or cycled.  When you enter 
loan activity, the Service Loans application automatically calculates amounts due for:   

 Principal Due 
 Monthly Interest 
 Exception Interest 
 Interest Due to Freddie Mac 

 
The following topics will be discussed in this chapter: 

 Before you Begin 
− The Freddie Mac Accounting Cycle 
− Finaling the Accounting Cycle 
− Reports 

 Manage Loan Level Activity 
− When to Report Monthly and Interim Activity 
− Report Loan Level Activity 

• Report Loan Level Activity Data Field Definitions  

• Single Loan Activity 

− Single Loan Activity Data Field Definitions 

− Single Loan Activity Entry 

− View Loan Activity 

− Submit Corrections 

 Import Loan Activity 

 Export Loan Activity  

 Cycle Loans 
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Before You Begin/General Information for Loan Activity 
Before you begin to report loan activity in Service Loans, you should be familiar with 
some general information about Freddie Mac’s Accounting Cycle and your obligations 
for daily, monthly and interim reporting.   

For additional information refer to the Single-Family Seller/Servicer Guide, Chapter 78. 

The Freddie Mac Accounting Cycle 
Freddie Mac’s accounting cycle is a one-month period that begins on the 16th of each 
month and ends at the close of business on the 15th of the following month, or the 
previous business day if the 15th falls on a non-business day.  The last day of the 
accounting cycle is known as the accounting cut-off. 

Finaling the Accounting Cycle 
After Freddie Mac processes a loan-level transaction for every mortgage you service for 
us, we “final” the accounting cycle or “close our books” approximately two to three days 
before the end of the month.  After we final, you may retrieve monthly reconciliation 
reports that summarize the activity processed for your portfolio. 

Reports 
Monthly mortgage activity must be reported for every loan in a Freddie Mac portfolio.  
Freddie Mac systems compare what was reported and remitted to what is expected.  
Freddie Mac generates daily and monthly reports communicating what was processed 
along with any discrepancies.  The reports noted below are available in Service Loans or 
the Investor Accounting Managersm application. 

Daily Edit Reports include: 

• Loan Level Transactions Missing(Service Loans only) 
• Edits to be Cleared 
• System Cleared Edits 

Monthly Reconciliation Reports include: 

• Monthly Account Statement(Service Loans only) 
• Loan Reconciliation Difference Report (LRDR) (Service Loans only) 
• Detailed Adjustment Report(available in IAM only) 
• Seller/Servicer Remittance Analysis(available in IAM only) 
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Manage Loan Level Activity 
Manage Loan Activity in Service Loans will enable you to report loan activity for 
performing and non-performing mortgages and submit the data to Freddie Mac.   

An important part of managing loan activity is to know what type of activity to report and 
when to report it.  

Manage Loan Activity contains the following sub menus of function: 

 Report Loan Level Activity 

 Report Default Loan Activity 

 Report Foreclosure Sale/Deed in Lieu Activity 

Each sub menu contains the ability to enter single loan activity, import, cycle or export.  
However, cycle is not available for Foreclosure Sale/Deed in Lieu.  

Refer to Chapter 3, Default Activity, for information on how to report default and 
foreclosure sale or deed in lieu mortgage activity.  

When to Report Monthly and Interim Activity  
Please refer to the following table for information on when to report different types of 
loan activity.  

Monthly Activity   

Activity Description of Activity When to Report 

P&I - Newly 
Funded 
Mortgage 

Mortgage Freddie Mac funded during the current accounting cycle. 

If the funding 
date is between…  

The UPB at the 
accounting cutoff…  

Report & Remit 

1st and the 15th of 
the month 

Is different from 
the funded balance 

Principal due and 
zero interest 

1st and the 15th of 
the month 
 

Is not different 
from the funded 
balance 

Nothing.  No interest 
is due until the 
following cycle.  If 
you elect to report in 
the funding cycle, no 
principal or monthly 
interest is due. 

16th and the end 
of the month 

Is different from 
the funded balance 

Principal reduction 
and one month’s 
scheduled interest 

16th & the end of 
the month 

Is not different 
from the funded 
balance 

One month’s 
scheduled interest, 
even if you do not 
receive a payment 
from the borrower 

 

Within five 
business days 
after the 
Accounting 
cutoff 
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Monthly Activity   

Activity Description of Activity When to Report 

P&I - Existing and/or 
Active Mortgage 

Current or delinquent mortgage that has not been 
inactivated and is not in foreclosure. 

 

Inactivate Mortgage in which you have initiated and notified 
Freddie Mac of foreclosure and are transferring the loans 
to an inactive status. 

 

P&I - Inactive 
mortgage 

Mortgage you inactivated in a previous accounting cycle; 
no principal or interest due. 

 

Reinstate Mortgage inactivated in a previous accounting cycle, 
brought current, which can include mortgages that have a 
completed workout or loan modification. 

 

FHA/VA Foreclosure 
Conveyance  

A claim has been filed with the FHA/VA on a property 
that did not sell at foreclosure sale. 

Within Five business 
days after the 
Accounting cutoff 

REO (Real Estate 
Owned) 

Mortgage property was acquired by us through 
foreclosure or deed-in-lieu of foreclosure. 

 

Balance Correction Mortgage on which the ending UPB is higher than the 
beginning UPB. 

 

The table below provides information about what activity to report on an Interim basis 
and when to report this activity.  

 
Interim Activity  

Activity Description of Activity Report Activity Within 

Payoff – Matured  Mortgage was paid in full during the 
accounting cycle. 

Two business days after the receipt of 
funds 

Payoff – Prepaid 

Payoff – 
Repurchase 

You are repurchasing (buying back) a 
mortgage with our approval. 

30 days following the date of our 
notification requiring or approving the 
repurchase. 

Payoff – 
Conversion 

Borrower is exercising the conversion 
option for convertible ARM sold under the 
repurchase program. 

Five business days after the exception 
date (exception date may be no later than 
the deadline specified in the contract). 

Third-party 
Foreclosure Sale  

Property was purchased by a third-party at 
a foreclosure sale. 
 

Five business days after the receipt of 
funds 
(The exception date is the foreclosure 
sale.) 

FHA/VA Third-
party Foreclosure 
Sale  

 
Note:  The application does not allow non-liquidation, loan level transactions 
until the 16th of the month. 
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Report Loan Level Activity 
The Report Loan Level Activity sub menu will allow you to access the following 
functionality: 

 Enter Single Loan Activity 

 Import Loan Activity 

 Export Loan Activity 

 Cycle Loans 

The Enter Single Loan Activity function will enable you to manually enter activity for 
performing loans one at a time and submit to Freddie Mac. The Import Loan Activity 
function will allow you to import single or multiple loans and customize your import 
formats. Once you have imported or entered your loan activity, you may use Export Loan 
Activity to extract the loan data you submitted to Freddie Mac out of Service Loans.  The 
Cycle Loans function allows you to select a cycle date and sequence through each 
mortgage to report activity.   

Report Loan Level Activity Data Field Definitions 
The following table provides the data field definitions for the Report Loan Level Activity 
page.    

 

Report Loan Level Activity Data Field Definitions 
  

Data Field Name Definition  
Reporting Cutoff Date  Freddie Mac’s accounting cycle ends at the close of business on the 15th 

of the following month or the previous business day if the 15th falls on a 
non-business day.  The last day of the accounting cycle is known as the 
accounting cut-off. 
 
The date up to which loan collections are included in reports and 
remittances to Freddie Mac. 

Enter Single Loan Activity This selection will enable access to the Enter Single Loan Activity 
allowing you to manually enter loan activity.  

Freddie Mac Loan Number Nine-digit loan number assigned by Freddie Mac.  
Import Loan Activity This selection will enable access to the Import Loans function in Service 

Loans.  
Export Loan Activity  This selection will enable access to the Export function in Service Loans. 
Export Date Range Begin Enter the start date of the data you want to export.  Format: mm/dd/yyyy. 
Export Date Range End Enter the stop date of the data you want to export. Format: mm/dd/yyyy. 
Cycle Loans This selection will enable access to the Cycle Loans functionality. 
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Single Loan Activity 
Single Loan Activity will allow you to view or manually enter loan activity for a single 
mortgage into Service Loans.  Refer to the table in this chapter, When to Report Monthly 
and Interim Reporting Activity, to determine the type of activity you must report and 
when to report it.   

Single Loan Activity Data Field Definitions 
There are several transaction types for the activity you report to Freddie Mac.  The table 
below provides a breakdown of the field name, the transaction type it applies to and the 
type of data to enter. 
 

Single Loan Activity Data Field Definitions 

Data Field Name Transaction Type Definition  

Freddie Mac Loan 
Number 

All Transaction Types Nine-digit loan number assigned by Freddie Mac.  

Seller/Servicer Loan 
No. 

All Transaction Types Enter the loan number assigned by the 
Seller/Servicer. Maximum characters 13-digits.  

Transaction Type  All Transaction Types Select the type of transaction you will report on. 
The following options are available:  

− P&I (non-exception)  
− Inactive  
− Balance Correction  
− Reinstate  
− Payoff - Matured  
− Payoff - Prepaid  
− Payoff - Repurchase  
− Payoff - Conversion  
− Third Party Foreclosure Sale  
− FHA/VA Third Party Foreclosure Sale  
− REO  
− FHA/VA Foreclosure Conveyance  

Mortgage Note Rate All Transaction Types The note rate on the mortgage being paid by the 
borrower. 
Enter in decimals. For example, a 5.5% mortgage 
note must be entered as .055. 
Enter up to seven digits including decimal. 

Mortgage P&I All Transaction Types The principal and interest portion of the 
borrower’s regular monthly payment. 
 Enter up to 12-digits including decimal. 
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Single Loan Activity Data Field Definitions 

Data Field Name Transaction Type Definition  

Accounting Net 
Yield 

All Transaction Types The net yield rate, which will be used to report 
and remit interest to Freddie Mac each month.  
The ANY for each mortgage equals the note rate 
minus the servicing spread of the mortgage. 
Enter in decimals. For example, a 5.5% mortgage 
note must be entered as .055. 
Enter up to seven digits including decimal. 

Freddie Mac 
Participation % 

All Transaction Types The percentage of the mortgage balance owned 
by Freddie Mac. 
Defaults to 100%.  Edit to change the percentage. 
Enter whole numbers between 50-100% in 5% 
increments up to three digits. 

Previous Gross UPB 
(Unpaid Principal 
Balance) 

All Transaction Types The ending gross unpaid principal balance as 
reported in the previous cycle. 
Enter up to 12 digits including decimal. 

DDLPI (Due Date 
Last Paid 
Installment) 

All Transaction Types Due Date of Last Paid Installment made by the 
Borrower. 
Click the calendar and select the date value or 
enter a date value in the following format: 
MM/DD/YYYY. 

Principal Due All Transaction Types Amount of principal due to Freddie Mac on the 
mortgage for the current accounting cycle. 
The application will derive the value.  No entry 
required. 

Monthly Interest All Transaction Types The amount of monthly interest due in the current 
accounting cycle. 
The application will derive the value.  No entry 
required unless it is an Alternate Method loan 
where the servicer has to enter the amount.  This 
field is editable once Alt Method loan =Yes. 

Interest Due to 
Freddie Mac 

All Transaction Types The total amount of interest due to Freddie Mac 
for the reporting cycle. 
The application will derive the value.  No entry 
required. 

Last Payment 
Received Date 

All Transaction Types The date the lender received the last fully paid 
installment from the Borrower. 
Click the calendar and select the date value or 
enter enter a date value in the following format: 
MM/DD/YYYY. 

Correction Indicator All Transaction Types Identifies loans that are being resubmitted 
because of revisions. 
Defaults to No. 
Enter Yes if revision and No if not a revision. 
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Single Loan Activity Data Field Definitions 

Data Field Name Transaction Type Definition  

Borrower Incentive 
Curtailment Amount 
(100%) 

All Transaction Types Required for Home Affordable Modification 
Program (HAMP) mortgages.   
Enter the amount of any borrower incentive 
payments applied to the unpaid principal balance 
of the mortgage during the accounting cycle. 
Enter up to 12 digits including decimal. 

Borrower Incentive 
Curtailment Amount 
(FM%) 

All Transaction Types   
 

Freddie Mac's portion of the Borrower Incentive 
Curtailment Amount.   
 
The application will derive this value.  
 
The value displayed is based on the input in the 
Borrower Incentive Curtailment Amount field 
times Freddie Mac Participation percentage.  

Funding Date All Transaction Types The date the mortgage was funded by Freddie 
Mac. 
Click the calendar and select the date value or 
enter a date value in the following format: 
MM/DD/YYYY. 

Inactivation Date All Transaction Types 
except Balance 
Correction 

The date a loan is moved to inactive status, which 
will discontinue the payment of interest to 
Freddie Mac beginning with the following cycle. 
Click the calendar and select the date value or 
enter a date value in the following format: 
MM/DD/YYYY. 

Alt-Method Flag All Transaction Types Indicates whether a loan is being reported under 
an alternative method of accounting such as 
Actual/Actual. 
Defaults to No.  
Select Yes if Alt Method loan. 
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Single Loan Activity Data Field Definitions 

Data Field Name Transaction Type Definition  

Ending Gross UPB 
(Unpaid Principal 
Balance) 

All Transaction Types  The unpaid principal balance for the mortgage as 
reported in the current cycle. 
Enter a value greater than zero for  the following 
transaction types: 

− P&I 
− Inactive 
− Balance Correction 
− Reinstate 

Application will derive the value for the 
following transactions: 
Payoffs:  Matured, Prepaid, Repurchase and 
Conversion. 
Third-Party Foreclosure Sale, FHA/VA Third-
Party Foreclosure Sale, REO, FHA/VA 
Foreclosure Conveyance. 

Date Mortgage 
Insurance Cancelled 

P&I Enter the actual date mortgage insurance was 
cancelled. 
Click the calendar and select the date value or 
enter in the following format: MM/DD/YYYY. 

MI Cancel Code P&I  If Mortgage Insurance was cancelled, you must 
select the reason for the cancellation: 

 Borrower – Original Property Value 
 Borrower – Current Property Value 
 Servicer – Automatic Cancellation 

Deferred Principal 
Loan (Y/N) 

All Transaction Types  Required for HAMP mortgages.   
Defaults to No, select yes if applicable.  
Identifies if there is deferred principal on the 
mortgage.   
Deferred Principal is the amount of deferred 
(non-interest bearing) unpaid principal balance as 
of the accounting cutoff.   

Previous Interest 
Bearing UPB 
(100%) 

All Transaction Types  Required for HAMP mortgages with Deferred 
Principal. 
Enter the unpaid interest bearing principal 
balance at the end of the current cycle. 
Enter up to 12 digits including decimal. 

Ending Interest 
Bearing UPB 
(100%) 
 

All Transaction Types Required for HAMP mortgages with Deferred 
Principal. 
Enter the unpaid interest bearing principal 
balance at the end of the current cycle. 
Enter up to 12 digits including decimal. 
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Single Loan Activity Data Field Definitions 

Data Field Name Transaction Type Definition  

Previous Deferred 
UPB (100%) 

All Transaction Types Required for HAMP mortgages with Deferred 
Principal. 
Enter the unpaid deferred principal balance that 
has been deferred at the end of the previous 
cycle. 
Enter up to 12 digits including decimal. 

Ending Deferred 
UPB (100%) 
 

All Transaction Types Required for HAMP mortgages with Deferred 
Principal. 
Enter the unpaid deferred principal balance of a 
deferred mortgage at the end of the current cycle. 
Enter up to 12 digits including decimal. 

Deferred Principal 
Curtailment Payment 
(100%) 
 

All Transaction Types Required for HAMP mortgages with Deferred 
Principal. 
Enter the amount collected towards the deferred 
principal balance for the current cycle.  
Enter up to 12 digits including decimal. 

Rate Change History 
(Adjustable-Rate 
Mortgages) 

All Payoffs:  Matured, 
Prepaid, Repurchase and 
Conversion.  
Reinstatement, Third- 
Party Foreclosure Sale, 
FHA/VA Third-Party 
Foreclosure Sale, REO, 
FHA/VA Foreclosure 
Conveyance 

Select the Rate Change Hist button to access the 
Rate Change History page.  
Enter up to a maximum of six rate changes. 
Enter the rate change date value as 
MM/DD/YYYY. 
Enter the Net Yield Rate beginning with the 
decimal followed by up to six digits. 

Note Holder Payoffs:  Matured, 
Prepaid, Repurchase and 
Conversion.  
Third-Party Foreclosure 
Sale, FHA/VA Third-
Party Foreclosure Sale, 
REO, FHA/VA 
Foreclosure Conveyance 

Identifies who currently holds the note for the 
mortgage. 
Select: 
0 - Freddie Mac (for eMotgages only) 
1 - Servicer (Servicer’s trust department 
approved by  Freddie Mac as a Self Custodian) 
2 - Third-Party (all third party document 
custodians including the Designated Custodian) 

Prepayment Penalty Payoffs:  Matured, 
Prepaid, Repurchase and 
Conversion. 
Third-Party Foreclosure 
Sale, FHA/VA Third-
Party Foreclosure Sale 

Enter the amount of penalty for prepayment on 
the mortgage. 
This field is available for all payoffs, default and 
foreclosure transaction types. 
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Single Loan Activity Data Field Definitions 

Data Field Name Transaction Type Definition  

Exception Interest All Payoffs:  Matured, 
Prepaid, Repurchase and 
Conversion.  
Third-Party Foreclosure 
Sale, FHA/VA Third-
Party Foreclosure Sale, 
REO, FHA/VA 
Foreclosure Conveyance 

The application will derive the value.  No entry 
required. 
The amount of exception interest due based on 
the exception date.  Exception Interest is due for 
exception activity.    

Payoff Date All Payoffs:  Matured, 
Prepaid, Repurchase and 
Conversion. 
 

Enter the date the mortgage was paid off.  This 
field is required for all payoff transaction types.  
If the transaction is a Third-Party Sale or REO, 
this field changes to Foreclosure Sale Date. 
Click the calendar and select the date value or 
enter I the following format: MM/DD/YYYY. 

Last Payment 
Received Date 

All Transaction Types The date the lender received the last fully paid 
installment from the Borrower. 
Click the calendar and select the date value or 
enter MM/DD/YYYY. 

Foreclosure Sale 
Date 

Third-Party Foreclosure 
Sale, FHA/VA Third-
Party Foreclosure Sale, 
REO, FHA/VA 
Foreclosure Conveyance 

Enter the date of the foreclosure sale for the 
mortgage. 
Click the calendar and the select date value or 
enter in the following format: MM/DD/YYYY. 

 

How to Enter Single Loan Activity  
Submit single loan activity for performing loans by manually entering data in the Enter 
Single Loan Activity page on the Report Loan Level Activity tab.  All required data 
fields in the loan entry screens are marked with an asterisk. 

Perform the following steps to manually Enter Single Loan Activity.   

1. From the My Home tab, click the Manage Loan Level Activity tab.  The Report Loan 
Level Activity sub menu displays.  
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2. Select the Reporting Cutoff Date to change the date value, if needed. 

 
If the current date is... The dates available for selection are… 

After or equal to the 16th of the 
month 

Current month and current month plus one.  

Note: Previous months data submitted via Service Loans 
available for view only. 

Prior to the 16th of the month Current month only. 

Note:  Previous months data submitted via Service Loans 
available for view only. 

 

3. Select Enter Single Loan Activity.  

4. Enter the nine-digit Freddie Mac Loan Number.  The Report Loan Level Activity 
page re-displays with the Continue button enabled. 
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5. Click Continue.  The Enter Single Loan Activity page displays with the Freddie 
Mac Loan Number and Cycle Cutoff Date automatically populated based on the 
calendar date.   
 

 

Tip:  for the last two weeks of the month if you are reporting a payoff transaction, 
remember to use the drop down menu to select the appropriate reporting cutoff date. 
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6. Select the Transaction Type applicable for the loan activity you are reporting.  
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Note:  When selecting the Transaction Type, additional data entry fields 
may display.  Refer to the table, Enter Single Loan Activity Data Field 
Definitions, in this chapter for more information.   

Freddie Mac processes one transaction for each loan for each cycle. 

 
7. Enter all required and applicable data fields.  An example of a P&I Transaction is 

displayed below.  

 
 

8. Click Calculate.  The system will return the calculated values of Principal Due, 
Monthly Interest, Interest Due to Freddie Mac, and Borrower Incentive 
Curtailment(FM%) if applicable.  
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9. Review the calculated values for accuracy. The example below displays a P&I 
Transaction Type.  

 

    
Tip:  If you made a typo, click Clear to clear all text entered prior to submitting 
data.  You may also resubmit the data using the correction indicator if the 
transaction has already been submitted. See Submit Corrections in this chapter.  

10. Click Submit.  The system will prompt: Are you sure you want to submit the data? 
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Note: If you click Cancel you will return to page on which you were working.  

 

11. Click OK to submit the data to Freddie Mac.  Your confimation will display in the 
Confirmation Data box.  

 
 

You have completed the manual entry for a Single Loan Activity.  You have the 
following options: 
 

Click… To… 

Return  Go back to the previous page. 

Clear  Erase the data input on the screen.  To correct data previously submitted, see 
Submit Corrections.  

 

Once you have manually entered single loan activity you may, view loan activity, submit 
corrections or export the data.   
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View Loan Activity 
After loan activity is submitted in the Service Loans Application, you may view loan 
activity.   

Perform the following steps to view previously submitted loan activity: 

1. Click the Manage Loan Activity tab. The Report Loan Level Activity page 
displays.    

 
 

2. Select the Reporting Cutoff Date to change the date value, if needed. 

 
If the current date is... The dates available for selection are… 

After or equal to the 16th of the 
month 

Current month, current month plus one and 
previous month’s activity submitted via Service 
Loans.  

Prior to the 16th o the month Current month and previous month’s activity 
submitted via Service Loans  
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3. Select Enter Single Loan Activity and input the nine-digit Freddie Mac Loan 
Number. 
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4. Click Continue.  The Enter Single Loan Activity page displays previously 
submitted loan activity and Confirmation Data.  An example of a P&I 
Transaction Type is displayed below.  

 
 

To view activity for another loan, click Return and repeat this procedure or enter the 
next loan number and click Continue as long as the loan is in the same cycle. 
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Submit Corrections 

If you want to revise or correct data for previously submitted activity, you must submit a 
correction.  A correction overrides a previously submitted transaction.  Submit 
corrections if data was submitted in error. 

Remember, Freddie Mac processes one transaction for each loan for each cycle. 

All revisions must be submitted approximately four business days before the end of the 
month.  To verify the final date for processing corrections, contact your Freddie Mac 
Portfolio Specialist.     

Perform the following steps to submit a revision: 

1. From the My Home tab, click Manage Loan Activity. The Report Loan Level 
Activity page displays.  

2. Click Enter Single Loan Activity and enter the Freddie Mac Loan Number.  

 
 

3. Click Continue.  The Enter Single Loan Activity page displays.  
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4. Make necessary corrections.   

5. Change the Correction Indicator from No to Yes.  

6. Click Calculate. The system will return the calculated values of Principal Due, 
Monthly Interest, Interest Due to Freddie Mac, and Borrower Incentive 
Curtailment(FM%) if applicable.  
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7. Click Submit. The system will prompt: Are you sure you want to submit the data? 

 

   
If you click Cancel you will return to page from which you were working.   
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