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Notice  

The information in this manual is intended to provide general guidance to Freddie Mac 

Seller/Servicers.  The information is offered as an aid in, not a substitute for, complying with the 

requirements set forth in the Single-Family Seller/Servicer Guide (the Guide).  Each Freddie Mac 

approved Seller/Servicer must comply with all applicable provisions in the Guide, and all other 

purchase documents, as that term is defined in the Guide.  This manual does not constitute as one 

of the purchase documents.  
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Introduction 

The Freddie Mac Service Loans application makes it easier to service Freddie Mac-

owned mortgages by allowing multiple users to send transactions at the same time 

enabling more efficient processes.  This application provides convenient access to system 

tools and data for investor and default reporting needs.  Below is a list of functionality 

available in Service Loans: 

 Report Loan Activity by manual entry or data import for:  

 Newly funded and existing loans 

 Defaulted loans 

 Foreclosure Sale/Deed-in-Lieu 

 View or browse loan activity on existing loans 

 Process Subsequent Transfer of Servicing Requests by manual entry or data 

import 

 Import loans and customize file mapping 

 View notifications 

 View standard and outbound Reports  

 Obtain property valuation information 

 Access Freddie Mac technology tools  

This chapter provides basic information about Service Loans, what you need to know 

before you begin, and how to navigate the application. The following list of topics is 

detailed in this chapter:  

 Before You Begin 

 System Requirements 

 Hours of Operation for Support 

 User Roles 

 Log In and Log Out 

 Set User Context 

 My Home Page 

 How to Navigate the System 

 Menu Bar 

 Tabs and Sub-Menus 

 Launch External Applications 

 Broadcast Messages 

 Help 

 Service Loans Application Technology System Alerts 
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Before You Begin 

Before you begin to use Service Loans, you must ensure you meet the minimum system 

requirements and have a User ID and password assigned.  If you need assistance with any 

of these items, contact your Customer Administrator or Freddie Mac Customer System 

Setup at 571-382-4940. 

System Requirements 

The table below identifies the minimum system requirements and Freddie Mac 

recommended system and browser settings when using the Service Loans application.  

                                          Minimum Configuration Recommended Configuration 

System Configuration 
Pentium® III 450MHz, 

AMD AthlonTM 600MHz 

Pentium III 450MHz, AMD 

Athlon 600MHz and above 

Operating System Microsoft Windows® XP Microsoft Windows XP SP3 

System Memory 1 GB 2 GB 

Browser 
Microsoft® Internet 

Explorer® 6, Firefox 3.0 

Microsoft Internet Explorer 7 or 

above, Firefox 3.5 or above  

Screen Resolution 1024 x 768  1024 x 768 

Hours of Operation for Support 

For assistance on the Service Loans application, contact Customer Support  

(800-FREDDIE).  Hours available for support are 8:00 a.m. to 8:00 p.m. Eastern Time, 

Monday through Friday. 

User Roles 

Your organization’s User Administrator authorizes access to the application.  The user 

role assigned to you by the administrator determines your access to various Servicer ID 

Numbers and selected functionality within the application.  The administrator may assign 

multiple user roles to you or other individuals based on business responsibilities.  The 

following table lists the various user roles available and the associated activities that user 

roles may perform. 

User Role Activity Activity Purpose 

User 

Administrator 

 Submits User Roles Form, signed by 

Servicer’s Vice President or higher, 

which assigns, deletes or changes an 

authorized user’s role. 

 Serves as primary contact with Freddie 

Mac for resolving user setup issues. 

Manage users. 



Getting Started 

Freddie Mac Document  Service Loans User Guide 
August 2016  1-3 Chapter 1 

 

User Role Activity Activity Purpose 

User 

Administrator, 

continued 

 Assists Servicer’s Vice President with 

receipt and distribution of User IDs to 

authorized users.  

 Retrieves, views, and prints activity 

reports. 

Manage users. 

Loan Activity 

Analyst 

 Enters and submits Single Loan 

Activity. 

 Retrieves, views, and prints loan activity 

reports. 

Perform loan-

level/Investor 

Reporting activities. 

Default Loan 

Activity Analyst 

 Enters and submits Default Loan 

Activity.  

 Retrieves, views, and prints activity 

reports. 

Perform Electronic 

Default Reporting 

(EDR) activities. 

FCL_DIL 

Analyst 

 Enters, imports and/or submits 

foreclosure sale or deed-in-lieu activity. 

 Retrieves, views, and prints activity 

reports. 

Enter and submit 

foreclosure sale 

results and/or deed-

in-lieu activity. 

Portfolio Transfer 

Analyst 

 Enters or imports Portfolio Transfer 

Requests/Transfer of Servicing 

(Subsequent Transfer of Servicing/Form 

981). 

 Retrieves, views, and prints activity 

reports. 

Identify and submit 

loans for subsequent 

transfers of 

servicing. 

Map Bulk File 

Analyst 

Map Bulk File (Creates Custom File) Manage import 

formats to create a 

custom import file. 

Exclusionary 

Report Analyst  

Has read-only access to the Exclusionary 

List.  

View Freddie Mac’s 

Exclusionary List. 

Workout 

Specialist 

 Submits a request. 

 Views and searches for Minimum Net 

Proceeds (MNP) and Estimated Market 

Value (EMV). 

 Accesses the list of mortgage insurance 

companies that have delegated authority 

agreements with Freddie Mac. 

Obtain property 

valuation 

information. 
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User Role Activity Activity Purpose 

Workout 

Specialist 

Read Only 

 Views and searches for MNP and EMV for 

Obtain Valuation functionality. 

View and search for 

property valuation 

information. 

Read Only 

Analyst 

 Retrieves, views, and prints activity 

reports. 

Use these reports to 

help proactively 

manage the portfolio 

by: 

 Facilitating accurate 

and timely 

reporting. 

 Identifying and 

resolving data 

discrepancies 

quickly. 

FCL - 

Specialist 

 Submits a request, views and searches for 

credit bids for the Obtain Credit Bid 

functionality. 

Obtain foreclosure 

sale bid information.  

FCL – 

Specialist 

Read Only 

 Views and searches for credit bids for the 

Obtain Credit Bid functionality. 

View and search for 

foreclosure sale bid 

information. 

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 your username and password. 

https://www.freddiemac.com/service_loans
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3. Click Login.  The Set User Context page displays. 

 

4. Select the Role Category Type.  This field defaults to Servicer and is the only 

selection available. 

5. Select the Org Unit Name. 

6. Select the Servicer No. 

7. Click Continue.  The Legal Disclaimer page displays.  

 

8. Click I Agree.  My Home page displays.  

 

Note:  If you click I Disagree your session will be terminated. 

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. 
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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 accessible from the menu bar. 

 

When you click the Set User Context button on the main menu bar you will receive the 

following message:  

 

Click OK to display the Set User Context page.  

Set Servicer Context Data Field Definitions 

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

Data Field Name Description 

Role Category Type 
This field defaults 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 

pick list.  

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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How to Navigate the Service Loans Application 

It is easy to navigate the Service Loans application.  The system has a convenient My 

Home page where you will have access to all the functionality that your user role(s) 

permit. This section discusses the options and functionality available through Service 

Loans.  

My Home Page  

The My Home page displays after accepting the legal disclaimer.  The example below 

identifies the options and functionality available on the My Home page. 

 

Links to Applications 

Broadcast Messages 

Page-Level Help 

Tabs 

Menu Bar 
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Menu Bar 

The menu bar is visible across the top of the web page and can be accessed from 

anywhere in the application.   

The following table explains each option and functionality available on the menu bar. 

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. 

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. 

Tabs 

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. In addition, some tabs 

contain sub-menu functionality.  Examples of both are displayed below. 

 

 

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 “User Roles” in this section to ensure you have the appropriate user 

role authorization. 

Manage Loan Activity Sub-Menus 

Tabs 
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The table below describes the functions available on each tab and its sub-menu. 

Tab 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 

Reports 

View, export and save the following reports: 

 Standard 

 Outbound 

 Custom 

Obtain Valuation 

 Enter new property valuation request 

 Search for property valuation information 

 Import bulk property valuation requests 

Obtain Credit Bid 

 Enter new credit bid request 

 Search for credit bid information 

 Import bulk credit bid requests 

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 application.  

The application provides links to Servicing Technology Tools such as Default Reporting 

ManagerSM and Servicer Performance Profiles. 

In addition, you may review a list of mortgage insurance companies that have a delegated 

authority agreement with Freddie Mac by clicking the Delegated MI Companies link. 
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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. 

The following table describes the various Freddie Mac Technology Tools and their 

associated functionality. 

Application Functionality 

Default Reporting 

ManagerSM  

Helps you monitor, validate and update foreclosure sale 

reporting processes and provides feedback on how to 

correct errors. 

Servicer Performance 

Profiles  

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. 

Global Payments 

Incorporated  

Access to Global Payments Incorporated, the service 

bureau you will use to submit remittances to Freddie Mac.  

Delegated MI 

Companies 

Access the list of mortgage insurance companies that have 

a delegated authority agreement with Freddie Mac. 

Broadcast Messages 

Static alert messages regarding training and other relevant topics display in the Broadcast 

Messages box. 

 

 

http://www.freddiemac.com/singlefamily/service/tools.html
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Help 

Each page you access contains a help button that provides quick access to page-specific 

help.  The Help icon is located in the upper right corner of the page you are viewing.  

 

Click the Help button to access help topics for the page you are viewing.  The following 

is an example of the Help page for the My Home page.  

 

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 

 Manage Loan Activity 

 Manage Importing 

 Reports 

 Manage Portfolio 

 Obtain Valuation 

 Data Field Definition Tables 

 Questions and Answers 

 Glossary 

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 

 Finalizing 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 



Manage Loan Activity 

Freddie Mac Document  Service Loans User Guide 
August 2016 2-2 Chapter 2 

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 Single-Family Seller/Servicer Guide (Guide) Chapter 

8303. 

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 cutoff. 

Finaling the Accounting Cycle 

After we process a loan-level transaction for every mortgage you service for us, we 

“final” the accounting cycle or “close our books” approximately three business 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. 

Daily Edit Reports include: 

 Loan Level Transactions Missing 

 Edits to be Cleared 

 System Cleared Edits 

 LLR Warning Report 

Monthly Reconciliation Reports include: 

 Monthly Account Statement 

 Loan Reconciliation Difference Report (LRDR)  

 Detailed Adjustment Report 

 Seller/Servicer Remittance Analysis 

Refer to Chapter 7, Reports, in this user guide for more information.  

Manage Loan Level Activity 

Manage Loan Activity in Service Loans enables 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.  
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Manage Loan Activity contains the following sub-menus: 

 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  

Monthly Activity 

Refer to the following table for information on when to report monthly loan activity.  

Activity Description of Activity When to 

Report 

P&I – 

Newly-

Funded 

Mortgage 

Mortgages Freddie Mac funded during the current 

accounting cycle. 

Within five 

business 

days after 

the 

accounting 

cutoff 

If the funding 

date is between: 

And the UPB at 

the accounting 

cutoff: 

Then report and 

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 and 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. 
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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. 

Within five 

business 

days after 

the 

accounting 

cutoff 
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) 

Mortgaged property was acquired by us through foreclosure 

or a deed-in-lieu of foreclosure. 

Balance 

Correction 

Mortgage on which the ending UPB is higher than the 

beginning UPB. 

Interim Activity 

The table below provides information about what activity to report on an interim basis 

and when to report this 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). 
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Activity Description of Activity Report Activity Within 

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 you to report non-liquidation, loan-level 

transactions until the 16th of the month. 

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 enables you to manually enter activity for 

performing loans one at a time and submit to Freddie Mac.  The Import Loan Activity 

function allows 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. 

Data Field 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 cutoff. 

The date up to which loan collections are included in reports 

and remittances to Freddie Mac. 

Enter Single Loan 

Activity 

This selection provides access to the Enter Single Loan 

Activity page allowing you to manually enter loan activity.  

Freddie Mac Loan 

Number 

Nine-digit loan number assigned by Freddie Mac.  
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Data Field Definition  

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. 

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 “When to Report Monthly and Interim Reporting 

Activity” in this chapter to determine the type of activity you must report and when to 

report it.   
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Single Loan Activity Data Field Definitions 

There are several transaction types for the activity you report to Freddie Mac.  The table 

below identifies each field, the transaction type it applies to and the type of data to enter. 

Data Field  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.  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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Data Field  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 

percent in 5 percent 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 

or enter a date 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 if the Alt Method Flag 

is Yes. 
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Data Field  Transaction Type Definition  

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 

or 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. 

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 multiplied 

by the 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 

or enter a date value in the following 

format: mm/dd/yyyy. 



Manage Loan Activity 

Freddie Mac Document  Service Loans User Guide 
August 2016 2-10 Chapter 2 

 

Data Field  Transaction Type Definition  

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 

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. 

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 

The 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. 
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Data Field  Transaction Type Definition  

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 

You must confirm the reason 

mortgage insurance is being cancelled 

by selecting OK or Cancel when the 

confirmation message displays.  

Date Mortgage 

Insurance Cancelled 

P&I Enter the actual date mortgage 

insurance was cancelled. 

Click the calendar and select the date 

or enter in the following format: 

mm/dd/yyyy. 

This data field becomes active only 

after the MI Cancel Code is entered.   

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. 
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Data Field  Transaction Type Definition  

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. 

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. 
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Data Field  Transaction Type Definition  

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 eMortgages 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. 

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 foreclosure 

sale or REO, this field changes to 

Foreclosure Sale Date. 

Click the calendar and select the date 

or enter it in the following format: 

mm/dd/yyyy. 
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Data Field  Transaction Type Definition  

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 

or enter it in the following format: 

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 

or enter it 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 month’s data submitted via 

Service Loans available for view only. 

Prior to the 16th of the 

month 

Current month only. 

Note:  Previous month’s 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. 

 

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.   

 



Manage Loan Activity 

Freddie Mac Document  Service Loans User Guide 
August 2016 2-16 Chapter 2 

Note:  For the last two weeks of the month if you are reporting a payoff 

transaction, remember to use the pick list to select the appropriate reporting cutoff 

date. 

6. Select the Transaction Type applicable for the loan activity you are reporting.  

 
Note:  When selecting the Transaction Type, additional data entry fields may 

display.  Refer to “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.  
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8. Click Calculate.  The system will return calculated values for Principal Due, 

Monthly Interest, Interest Due to Freddie Mac, and Borrower Incentive 

Curtailment(FM%) if applicable.  The Submit button at the bottom of the page 

will be enabled. 

9. Review the calculated values for accuracy.  The example below displays a P&I 

transaction.  

 

Note:  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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11. Click OK to submit the data to Freddie Mac.  Your confirmation will display in 

the Confirmation Data box.   

 

Note: If you click Cancel you will return to the page on which you were working. 

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” in this chapter.  

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 it. 

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 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 of the month Current month and previous month’s activity 

submitted via Service Loans  

3. Select Enter Single Loan Activity and enter the nine-digit Freddie Mac loan 

number. 

4. Click Continue.  The Enter Single Loan Activity page displays previously 

submitted loan activity and Confirmation Data.   

An example of a P&I transaction is displayed on the following page.  



Manage Loan Activity 

Freddie Mac Document  Service Loans User Guide 
August 2016 2-20 Chapter 2 

 

 

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. 

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.  



Manage Loan Activity 

Freddie Mac Document  Service Loans User Guide 
August 2016 2-21 Chapter 2 

4. Make any necessary corrections.   

5. Change the Correction Indicator from No to Yes.  

 

6. Click Calculate.  The system will return calculated values for Principal Due, 

Monthly Interest, Interest Due to Freddie Mac, and Borrower Incentive 

Curtailment(FM%) if applicable.  

 

7. Click Submit. The system will prompt: “Are you sure you want to submit the data?” 

 

8. Click OK to submit the data to Freddie Mac.  Your confirmation will display in the 

Confirmation Data box. 

Note: If you click Cancel you will return to the page you were working on. 
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Once you have completed the corrections for a Single Loan Activity you will 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” in this 

chapter.  

After corrections are completed, you may export the loan activity.  Refer to “Export Loan 

Activity” in this chapter.  

Import Loan Activity 

You can use the Import Loan Activity to import loan data into the Service Loans 

application to submit to Freddie Mac. 

The Import Loan Activity function is available on the Manage Loan Activity tab, through 

the Report Loan Level Activity sub-menu or from the Manage Importing menu.   

 

Refer to Chapter 4, Import Loans, for step-by-step procedures on how to import loans 

into the Service Loans application. 
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Export Loan Activity 

The Export function in Service Loans will allow you to export loan data from the Service 

Loans application.  

The Export function is available on the following sub-menus: 

 Report Loan Level Activity 

 Report Default Loan Activity 

 Report Foreclosure Sale/Deed in Lieu Activity  

A sample of the Report Loan Level Activity sub-menu is displayed below with the 

Export Loan Activity function highlighted.  

 

Refer to Chapter 6, Export Loans, for step-by-step procedures on how to export loans into 

the Service Loans application. 

Cycle Loans 

The Cycle Loans function allows you to carry forward the data for the activity that you 

submitted in the previous cycle through Service Loans, such as the note rate, accounting 

net yield (ANY), participation percentage, dates, and unpaid principal balances (UPBs).  

This function is available on the Manage Loan Activity tab for the Report Loan Level 

Activity and Report Default Loan Activity sub-menus.  The diagram below displays how 

to access the cycle loan function on each of these sub-menus.  

 

Refer to Chapter 5, Cycle Loans, for step-by-step procedures on how to cycle loan data 

using the Service Loans application. 
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Default Activity  
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3 
Introduction 

Servicers with an active Freddie Mac Seller/Servicer number must report delinquent and 

default information to Freddie Mac monthly for all single-family mortgages in default.  

Seller/Servicers are required to report the following information: 

 Due Date of the Last Paid Installment (DDLPI)   

 Default Action Codes (Status and Event) 

 Default Reason Codes, Occupancy Status Codes 

 Property Condition Codes 

Monthly EDR transmissions for the previous month’s activity must be sent by 5:30 p.m. 

Eastern Time on the third business day of each month.  

You must report on all mortgages that are 30 days or more delinquent or where the 

borrower is in bankruptcy, whether or not the borrower is current on mortgage payments.  

Report mortgages for which the borrower is current in his or her mortgage payments and 

for which you are pursuing an alternative to foreclosure. 

Continue to report on these mortgages until the mortgage is fully reinstated or liquidated, 

or until the borrower is no longer in bankruptcy and the mortgage is current.  For current 

mortgages under consideration for an alternative to foreclosure, continue to report the 

applicable information through EDR until there are no applicable default action codes to 

report for the month. 

If you have no activity to report under one or more Seller/Servicer numbers, use the “No 

Activity to Report” function. 

This chapter provides information on how to enter default activity and foreclosure 

sale/deed-in-lieu reporting. 

Refer to the Electronic Default Reporting (EDR) Quick Reference Guide and Single-

Family Seller/Servicer Guide (Guide), Section 9102.7 for more information on default 

reporting.  

Default Activity 

After a mortgage has been flagged in the application as a defaulted mortgage, you must 

report the status to Freddie Mac by 5:30 p.m. Eastern Time, on the first, second, or third 

business day of the month.  As information regarding the mortgage changes, you are 

required to update all required information. 

http://www.freddiemac.com/learn/pdfs/service/edr_quickref.pdf
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There are several ways to report your default activity: 

 Report Single Default Loan Activity 

 Import Default Loan Activity 

 Report No Activity  

 Cycle Default Loan Activity 

The types of delinquent information to report include: 

 Freddie Mac Loan Number 

 BPO/Appraisal Value 

 Property Condition Code 

 Default Reason Code 

 Occupancy Status Code 

 DDLPI 

 Default Action Code and Date 

Default Loan Data Fields 

The following tables contain the data fields and descriptions for the Report Default Loan 

Activity and Add Default Loan Data pages. 

Report Default Loan Activity 

Use the information in the tables to determine how to enter information for default 

mortgages in the Service Loans application. 

Data Field Description 

Cycle Date 

 The reporting cycle date range for your default activity 

(EDR) is for the previous month (First of the month through 

the end of the month).  For example, you would report 

May's default activity by the third business day in June. 

 The system defaults the cycle date based on the current 

reporting cycle.  In the example above the applicable cycle 

would be the May cycle. 

Report Single 

Default Loan 

Activity 

This selection provides access to the Single Loan Activity 

functionality allowing you to manually enter loan activity. 

Freddie Mac Loan 

Number 

This is the unique identifying number assigned by Freddie Mac 

to a loan.  Nine-digit number assigned to loan by Freddie Mac. 

Import Loan 

Activity 

This selection provides access to the Import Loans function in 

the Service Loans application. 
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Data Field  Description 

Export Loan 

Activity 

This selection provides access to the Export function in Service 

Loans. 

Export Date Range 

Begin  

Enter the begin/start date of the data you want to export.  

Format: mm/dd/yyyy. 

Export Date Range 

End  

Enter the end/finish/stop date of the data you want to export. 

Format: mm/dd/yyyy. 

Report No Activity 
This selection reports no activity to Freddie Mac for the 

previous month. 

Cycle Default Loan 

Activity 

This selection provides access to the Cycle Default Loan 

function in the Service Loans application. 

Add Default Loan Data 

The following table lists the data fields and a description of each data field located on the 

Add Default Loan Data Activity page.  

Data Field  Description 

Cycle Date 

The reporting cycle date range for your default activity (EDR) 

is for the previous month (First of the month through the end 

of the month).  For example, you would report May's default 

activity by the third business day in June. 

Freddie Mac Loan 

Number 

Nine-digit loan number assigned by Freddie Mac. 

Servicer Loan 

Number 

Enter the loan number assigned by the Seller/Servicer.  

Maximum characters 13 digits. 

BPO/Appraisal 

Broker Price Opinion (BPO) - Represents a written estimate of 

the market value of the property as completed by a licensed 

real estate broker.  This would typically be the “90 day as is” 

probable sales price amount.  

Appraisal - A formal assessment of the value of an asset, as 

determined by an authorized source.  
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Data Field  Description 

Property Condition 

Select the condition of the property from the pick list based on 

the BPO or appraisal report.  

The valid values are: 

03 – Excellent  

04– Good 

05 – Fair  

06 – Poor  

10 – Unknown or No property inspection 

18 – Property Inaccessible  

20 – Condemned  

Default Reason 

Code 

A code which identifies your assessment of why the borrower 

defaulted on the loan.  (Refer to Guide Exhibit 82 for 

additional details on these codes.)  

Select a code from the pick list. 
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Data Field  Description 

Occupancy Status 

Identifies who occupies the property. 

Valid values are as follows: 

01 – Vacant  

03 – Borrower Occupied 

04 – Tenant Occupied 

06 – Unknown 

07 – Abandoned  

15 – Occupied by Unknown 

DDLPI 
The due date of last paid installment made by the borrower. 

This is a required field.  

Default Action 

Code 

Indicates the action taken as a result of the defaulted mortgage.  

These codes represent both status codes and event codes.  

Refer to Guide Exhibit 82 for additional details on these codes.  

When a default action code is selected, the following become 

required fields: 

 Default Action Date 

 Property Condition 

 Default Reason Code 

 Occupancy Status 

Note: These fields are not marked by an asterisk.  An error 

message will display. 

(Default) Action 

Date 

This box provides a calendar to select the date of the action.  

Select the date and then click Add> to move it to the Default 

Action Codes & Action Dates box. 
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How to Report Default Loan Activity 

Beginning the month of the 30th day of delinquency, you are required to report each 

delinquent mortgage with as much information as possible.  

Follow the steps below to report default loan activity.  

1. From the Manage Loan Activity tab, click the Report Default Loan Activity tab.  The 

Report Default Loan Activity sub-menu displays.  

 

2. Select the Cycle Date pick list to change the date, if needed.  

3. Select Report Single Default Loan Activity and enter the Freddie Mac loan number.  

The Continue button is enabled. 

 

Select Cycle 

Date to 

change the 

date. 
Select Report 

Single Default 

Loan Activity  
and enter the 

Freddie Mac 

loan number.  
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4. Click Continue.  The Add Default Loan Data page displays.  

 

5. Enter all required and applicable data.  The Submit button is enabled. 

Note: To report a default action code, refer to “How to Add a Default Action Code” 

in this chapter.   
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6. Click Submit.  

The system will prompt: “Are you sure you want to submit the data?” 

 

7. Click OK to submit the data to Freddie Mac.  Your confimation will display in the 

Confirmation Data box.  Note: If you click Cancel you will return to the page you 

were working on. 

To continue to report default loan activity without leaving this page, enter another 

Freddie Mac loan number and click Continue or choose one of the options below.  

Click: To: 

Clear Clear all data to correct and resubmit. 

Return 
Exit the screen.  The application returns you to the 

previous page or menu you were working from.  
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How to Add a Default Action Code  

Default activity code dates must be equal to or older than the current date for all Default 

Action codes with the exception of default action code 71.  When these conditions are not 

met, you will receive an error message that states: “Action Date must be on or before 

current date.” 

Report a default action code each month until the status no longer applies.  A complete 

list of default action codes is located the Electronic Default Reporting (EDR) Quick 

Reference Guide. 

Follow the procedure below to add a default action code.  

1. On the Report Default Loan Activity sub-menu select Report Single Default Loan 

Activity. 

 

2. Enter the Freddie Mac loan number. 

 

http://www.freddiemac.com/learn/pdfs/service/edr_quickref.pdf
http://www.freddiemac.com/learn/pdfs/service/edr_quickref.pdf
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3. Click Continue.  The Add Default Loan Data page displays.   

 

4. Select a default action code from the list in the Default Action Code pick list.  

 

5. Select an action date for the default action code you selected using the calendar or by 

manually entering the date. 
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6. Click Add>.  The default action code displays in the Default Action Code & Action 

Dates box.  A sample is displayed below.  

 
Note:  To remove a default action code from the Default Action Code & Action 

Dates box, take one of the following actions:  

 To remove a single default action code, highlight the default action code and 

click <Remove.  

 To remove all default action codes, click <<Remove All.  

7. Enter all required and applicable data.  The following fields are required: 

 DDLPI  

 Property Condition 

 Default Reason Code 

 Occupancy Status 

Once the required data fields are completed, the Submit button will be enabled. 

8. Click Submit. The system will prompt: “Are you sure you want to submit the data?” 

 

9. Click OK.  A confirmation message displays. 

If you want to enter additional default loan data, enter the Freddie Mac loan number and 

click Continue.  
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Report No Activity 

The Report No Activity feature is available on the Report Default Loan Activity sub-

menu. 

You can only report no activity once a reporting period.  If you try to report no activity 

more than once a reporting period, you will receive the following error message: “No 

Activity has already been reported for this reporting period.”   

Follow the steps below to “Report No Activity.” 

1. From the Manage Loan Activity tab, click the Report Default Loan Activity sub-

menu.  The Report Default Loan Activity page displays.  

 

2. Click Report No Activity.  The Cycle Date field is no longer available for edit. 

3. Click Continue.  A confirmation message will display.  
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Report Foreclosure Sale/Deed in Lieu Activity 

The Report Foreclosure Sale/Deed in Lieu Activity function in Service Loans is located 

on the sub-menu of Manage Loan Activity. 

 

This sub-menu will allow you to access the Add Single Loan Foreclosure or Deed in Lieu 

Activity page which will enable you to add foreclosure sale or deed-in-lieu mortgage 

activity into Service Loans.  You may also import or export foreclosure sale or deed-in 

lieu activity.  
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Add Single Loan Foreclosure Sale or Deed In Lieu Activity 

The Add Single Loan Foreclosure Deed in Lieu Activity page is the primary page where 

you will complete your data entry.   

 

Add Single Loan Foreclosure Sale or Deed In Lieu Activity Data Fields 

The following table lists the data field definitions for data fields located on the Add 

Single Loan Foreclosure or Deed in Lieu Activity page. 

Data Field  Definition 

Transaction Identifier 

This code identifies if this is a foreclosure or a deed in lieu 

transaction. 

 F04 - Foreclosure 

 A06 - Deed in Lieu 

Freddie Mac Loan 

Number 

Nine-digit number assigned to a mortgage by Freddie Mac. 
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Data Field  Definition 

Servicer Loan Number 
Enter the loan number assigned by the Seller/Servicer up to 

a maximum of 13 characters. 

Sale/Recorded Date 

Indicates either the date the foreclosure sale was held or the 

date you received the executed deed.  Use the built-in 

calendar.  

FHA/VA Code 

This code identifies if the transaction is a FHA, VA or 

conventional mortgage.  If FHA or VA is selected, the 

following fields are not required: 

 Mortgage Insurance Company 

 MI % 

 MI Certificate 

This value should match the Sale Result value. 

Case Number 
The case number for an FHA or VA mortgage, as 

applicable.  

Mortgage Insurance 

Company 

Identifies the Freddie Mac approved company that holds the 

mortgage insurance on this loan. 

MI % 

Identifies the mortgage insurance coverage on the mortgage.  

This field is only available if a mortgage insurance company 

is selected. 

MI Certificate 

This field holds the mortgage insurance certificate number. 

This field is only available if a mortgage insurance company 

is selected. 

Property Street 

Number 

Street number of the property. 

Property Street 

Address 

The street address of the property. 

Property 

City/State/Zip/Suffix 

The city, state and zip code with 4-digit suffix (if known) 

for the subject property.  

S/S REO Contact 

Name/No/Extn 

The name, phone number and extension (if any) of the 

Seller/Servicer REO contact person.  

Enter a 10-digit number for the phone number.   

Tax Service Contact 

Name/No/Extn 

The name, phone number and extension (if any) of the 

company, which ensures that the real estate property taxes 

are dispersed. 

Enter a 10-digit number for the phone number.   
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Data Field  Definition 

Fcl/Trustee Atty 

Contact Name No/Extn 

The name, phone number and extension (if any) of the 

foreclosure attorney or the trustee for the property.  

Enter a 10-digit number for the phone number. 

BPO Value 

Broker Price Opinion (BPO) - Represents a written estimate 

of the market value of the property as completed by a 

licensed real estate broker.  

This would typically be the “as is” probable price amount. 

Sale Result 

Identifies who holds the deed on the property after a sale or 

transfer.  

FHA/VA Code value.   

The valid values are: 

1 - Freddie Mac 

2 - Third Party Sale 

4 - HUD/VA 

Occupancy Status Indicates who occupies the property.  

Redemption Date 
This is the date when the redemption/confirmation period is 

expected to expire. 

Number of Units 
The number of separate living quarters on the property. 

Valid range is 1 through 4.  

Open Bid Amount 

The dollar amount at which bidding started.  Amounts set 

by state law and/or determined by the requirements in Guide 

Chapter 9301.  This field is only available for foreclosure 

sales.   

Actual Bid Amount 
The amount of the accepted bid.  This field is only available 

for foreclosure sales. 

Clear and Marketable 

Title Received 

Denotes whether the property title is clear and marketable. 

This field is only available for deed-in-lieu transactions.  

Deficiency Rights 

Preserved 

Identifies if any deficiency rights are secured against the 

borrower.  This field is only available for foreclosure sale 

transactions. 

Winterized 

Identifies whether or not the property has been prepared for 

winter by a property preservation firm. (If winterization is 

not required, answer N.) 

Contribution Required 

Indicates if any borrower contributions are required in the 

form of cash or note.  This field is only available for deed-

in-lieu transactions. 
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Data Field  Definition 

Contribution Received 

Indicates if the required contribution has been received from 

the borrower, whether in the form of cash or a note. This 

field is only available for deed-in-lieu transactions. 

IRS Notified 

Identifies if the IRS has been notified of the foreclosure sale 

if they hold a lien against the property. This field is only 

available for foreclosure sale transactions. 

IRS Lien 
The dollar amount of any IRS liens held against the 

property. 

Other Lien Amounts  
The total dollar amount of all non-IRS liens held against the 

property. 

Confirmation Data 

The results of your transaction after you transmit to Freddie 

Mac.  When the submission is successful, the confirmation 

will provide a confirmation ID and the date and time it was 

received. 

When to Report Activity  

Use the table below to determine when to enter information in the data fields located on 

the Report Foreclosure Sale/Deed in Lieu Activity sub-menu. 

Refer to the Electronic Default Reporting (EDR) Quick Reference Guide for more 

information.   

Data Field When is it Required? 

Freddie Mac Loan 

Number 

Always 

BPO/Appraisal 
Report only once in the month following when the event 

took place. 

Property Condition 

Code 

Provide by the 90th day of delinquency. 

Default Reason Code Provide by the 90th day of delinquency. 

Occupancy Status 

Code 

Provide by the 90th day of delinquency. 

DDLPI Always 

Default Action Code Report each month until the status no longer applies. 

 

http://www.freddiemac.com/learn/pdfs/service/edr_quickref.pdf
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How to Add Single Loan Foreclosure Sale or Deed in Lieu Activity  

Follow the procedure below to enter Single Loan Foreclosure Sale or Deed in Lieu 

Activity. 

1. From the Manage Loan Activity tab, click the Report Foreclosure Sale/Deed in Lieu 

Activity sub-menu.  The Report Foreclosure Sale or Deed in Lieu page displays. 

 

2. Select Add Single Loan Foreclosure Sale or Deed in Lieu Activity and enter the 

nine-digit number Freddie Mac loan number. 

3. Click Continue.  The Add Single Loan Foreclosure or Deed in Lieu Activity page 

displays. 
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4. Enter the applicable and required fields.  An example of a foreclosure sale is 

displayed below.  

 

5. Click Submit.  The system will prompt: “Are you sure you want to submit the data?” 

 

6. Click OK.  Confirmation data displays. 

You have completed the steps to enter single loan foreclosure or deed-in-lieu activity.  

You may choose one of the following options: 

Click: To: 

Clear Clear all data entry to correct data and resubmit. 

Return 
Exit the screen.  The application returns you to the sub-menu you 

were working from. 

 

Enter the 

property value, 

that was pre-

populated in the 

Foreclosure Bid 

Property Value 

Estimate field on 

the Credit Bid – 

Detail View 

page, in the BPO 

Value field when 

reporting the 

foreclosure sale. 
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Import Loan Activity 

You can use the Import Loan Activity function when you maintain your servicing data in 

another system.  This allows you to import loan data into the Service Loans application to 

submit to Freddie Mac. 

The Import Loan Activity function is available on the Report Foreclosure Sale or Deed in 

Lieu Activity tab, through the Enter Single Loan Activity sub-menu. 

 

Refer to Chapter 4, Import Loans, for step-by-step procedures on how to import loans 

into the Service Loans application. 
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Export Loan Activity 

The Export function in Service Loans will allow you to export loan data from the Service 

Loans application.  

The Export function is available on the following sub-menus: 

 Report Loan Level Activity 

 Report Default Loan Activity 

 Report Foreclosure Sale/ Deed in Lieu Activity  

A sample of the Report Foreclosure Sale or Deed in Lieu sub-menu is displayed below 

with the Export function highlighted.  

 

Refer to Chapter 6, Export Loans, for step-by-step procedures on how to export loans into 

the Service Loans application. 
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Import Loans 
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Introduction 

The Service Loans application provides import capability, making it faster and easier to 

enter your servicing data in the application.  You can import a single loan or many loans.   

Use the import function to submit loan activity and identify loans for Subsequent 

Transfer of Servicing Requests.  

The application uses data sets specific to the type of activity you are importing.  For 

instance, if you are importing activity for Transfer of Servicing, the data you are sending 

differs from Default Reporting activity.  Therefore, you will need different templates for 

each type of activity you are importing.  

The following topics about import will be discussed in this chapter: 

 Before You Begin 

 Import Process 

 How to Access the Import Function 

 Manage Importing 

 Import Loans Required Data Fields 

 How to Import Loans 

 Test and Upload Import File 

 View Summary 

 How to View the Summary 

 How to Correct Import Errors 

 Managing Importing Formats 

 Add Mapping  

 View Existing Mapping 

 Modify Existing Mapping 

 Delete Existing Mapping 
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Before You Begin 

Before you begin to use the import function in Service Loans, you must have one of the 

following user roles assigned: 

 Loan Activity Analyst 

 Default Loan Activity Analyst 

 FCL/DIL Analyst Foreclosure/Deed-in-Lieu Analyst 

 Portfolio Transfer Analyst 

 Map Bulk File Analyst 

The Map Bulk File Analyst user role is the only user role that allows a custom file to be 

created. 

Import Process 

Follow this process to import loan data, regardless of the function you are performing. 

 Select a business function to identify the type of file you are importing (i.e., Loan 

Level Activity). 

 Complete all required fields.  

 Select a mapping name to identify the file format for the data you are importing. 

 Test the import file to view errors associated with the first loan in the file. 

 Correct errors. 

 Upload the file to Freddie Mac. 

 Review status messages. 

 Receive confirmation data.  

 View the summary. 

How to Access the Import Function 

Manage Importing is the main page you will use to import all data in the application.  

There are two ways to access this page.   

You may: 

 Select the Manage Importing tab and ensure the Import Loans function is 

activated. 

 

When importing for the first time, we 

recommend that you work with Freddie Mac 

to test your import map/file.  Contact 

Customer Support at 800-FREDDIE or your 

Freddie Mac servicing representative. 
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 If you have multiple roles, you can access the Import Loans sub-menu page by 

following the steps below:  

1. From the My Home page click the Manage Loan Activity tab.  The Manage 

Loan Actvity page displays. 

2. From the Manage Loan Activity page, click the appropriate sub-menu for the 

type of activity you are importing.  Your options are: 

 Report Loan Level Activity 

 Report Default Loan Activity 

 Report Foreclosure Sale/Deed in Lieu Activity 

 

3. Select Import Loan Activity and click Continue. 

 

The Import Loans page displays. 

 

The options available from the Manage Loan Activity page. 
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Manage Importing 

The Manage Importing function has two sub-menus of functionality, Import Loans and 

Manage Import Format. 

Import Loans allows a user to import loans by business function and depending on the 

business function selected, also by cycle date and mapping name.  If you select Loan 

Level Activity as a business function, you can elect to have Service Loans calculate the 

Principal, Interest and Interest Due to Freddie Mac by selecting the Calculate LLR check 

box upon import.  This function also allows you to test the first loan record in your 

import file, receive status messages, and confirmation data about your import. 

Manage Import Format will allow a user with the role of Map Bulk File Analyst to 

manage import formats by customizing the import file.  You can add, modify, or delete 

existing mapping or download a previous template into Microsoft® Excel®. 

Import Loans Required Data Fields 

The table below identifies the required data fields for Import Loans.  The business 

function you select will determine what data fields display.   

Use the table below to assist you with completing all applicable fields for the Import 

function. 

Data Field Description Required?  

Business 

Function 

Indicates the type of loan data you are importing 

into Service Loans.   

Your options are: 

 Loan Level Activity 

 Default Reporting 

 Foreclosure Sale/Deed in Lieu Reporting 

 Transfer of Servicing Requests  

Yes  

Mapping 

Name 

The name of the template you want to use to import 

your mortgage data.  

Selection available will depend on the business 

function you selected.  

Yes  

Cycle Date 

Select the cycle date for the reporting cycle. For Loan Level 

Activity and 

Default 

Activity 
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Data Field Description Required?  

Calculate 

LLR 

Select this option if you want Service Loans to 

calculate the loan-level reporting (LLR) data. 

Click only if you want the application to calculate 

the amounts due for Principal, Interest and Interest 

Due to Freddie Mac.  When you opt to have these 

fields calculated, the application will automatically 

override the data in the import file for Principal, 

Interest and Interest Due to Freddie Mac. 

Note:  The automatic calculation is based on other 

data contained in the import file such as the ANY 

and Previous Gross UPB.  If your file contained an 

incorrect ANY, you are still able to successfully 

import but can have incorrect data resulting in an 

edit.  Therefore, as general practice, check your edit 

reports available in Service Loans. 

Optional for 

Loan Level 

Activity  

Transferor 

Number  

Automatically populates for Transfer of Service 

Requests.  This is the number of the Servicer that is 

transferring the servicing of the mortgage.  

For Transfer of 

Service 

Requests  

Transferee 

Number  

Enter the Transferee Number as it appears on Form 

981, Agreement for Subsequent Transfer of 

Servicing of Single-Family Mortgages. 

Enter up to a six-digit number.  This is the number 

of the Servicer who obtains the servicing. 

For Transfer of 

Service 

Requests 

Effective Date 

Enter the date the Transfer of Service will become 

effective as it appears on the Form 981. 

For Transfer of 

Service 

Requests 

Import for 

Delete 

Select Import for Delete when deleting loans from 

the original import file.  This occurs when you have 

an ineligible loan for transfer and the loan is 

flagged on the edit report. 

For Transfer of 

Service 

Requests and 

required if 

deleting loans.  

Browse Select Browse to locate the file you want to import. Yes 

Test Import 

File 

By testing the import file, you can identify 

formatting errors on the first loan in the file.  

Typically, if the first loan is not formatted 

correctly, it can impact the entire file preventing it 

from uploading.  Test Import File gives you the 

opportunity to correct formatting errors in the 

source file before uploading the data to Freddie 

Mac. 

Yes 
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Data Field Description Required?  

Upload Select Upload to move your file into Service Loans.  Yes 

Status 

Message Box 

The system will derive this data.  

The status message box identifies each loan record 

by loan number and provides a status message of 

was “successfully imported” or has “validation 

errors.”  Review all of the messages to ensure that 

all loans were successfully imported. 

If there are validation (formatting) errors, we 

recommend sending a separate file containing only 

the corrected loans.  Caution! Do not re-send the 

same file containing all of the loans you previously 

imported, as this will create duplicate data. 

N/A 

Confirmation 

Data 

The system will derive this data.  The confirmation 

data contains the following information: 

 Transmission status 

 Confirmation ID 

 User ID 

 Date Request Received  

 Time Request Received 

 Loan count 

N/A 
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How to Import Loans 

Perform the following steps to import loans into the Service Loans application.  

1. Click the Manage Importing tab.  The Import Loans sub-menu displays.  

 

2. Select the appropriate business function from the pick list.  Additional fields may 

display depending on the business function you select. 

 

If you select the 

following business 

function: 

Then: 

Loan Level Activity  You must select the appropriate cycle date. 

 You may select the Calculate LLR check box if you 

would like loan-level data calculated upon import. 

Default Reporting You must select the appropriate cycle date. 
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If you select the 

following business 

function: 

Then: 

Transfer of Service 

Requests 

 Enter the following data as it appears on Form 981: 

 Transferor Number 

 Transferee Number 

 Effective Date 

 Select Import for Delete if appropriate. 

3. Select the appropriate Mapping Name. 

 

Once the required data fields are completed, the Browse button will be enabled. 
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4. Click Browse.  The Choose File window displays. 

 

5.  Select the file you want to import and click Open.  The File Name appears below 

the Browse data field and Upload and Test Import File are enabled.  

 

To complete the import process, refer to “Test and Upload Import File” in this chapter. 

Test and Upload Import File 

By testing the import file, you can identify formatting errors on the first loan in the file.  

Typically, if the first loan is not formatted correctly, it can impact the entire file and 

prevent it from uploading.  The Test Import File function gives you the opportunity to 

correct formatting errors in the source file before uploading the data to Freddie Mac. 

Sometimes errors are caused by an extra space.  Review all pages of the loan record to 

ensure all errors are identified. 

After reviewing the formatting errors, correct the errors in your source file and systems 

then repeat the above steps.  The goal is to upload your data after all formatting errors are 

corrected. 

Perform the following steps to test and upload your import file. 

1. Click Test Import File.  The Single Line Test Import page displays.  

 

Tip: Click the drop-down arrow and then click Show All to show all field 

names. 

2. Review for accuracy.  If errors are identified, correct the errors in your original 

source file and re-test the data again.   
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3. If the data is accurate, click Return.  The system will prompt: “Are you sure you 

want to leave this page?”   

4. Click OK.  You will be returned to the Import Loans page.  

5. Select the file you want to import again.  The Upload function will be enabled. 

6. Click Upload.  The system will prompt: “Are you sure you want to upload[File 

Name] to the server?”  

 

7. Click OK.  The Import Loan page re-displays with Status Messages (e.g., loan 

‘175644543’ was successfully imported) and Confirmation Data (i.e. date, time, 

user ID and loan count) about the import. 

 

8. Review the Status Message and Confirmation Data and take any necessary 

actions.  

You have completed the import loans process. You may choose one of the following 

options:   

Click: To: 

Return Return to My Home page. 

View 

Summary 

To view at a loan level which loans passed and 

were successfully imported and which ones did not.  

You can export data to .xls, .pdf, or .csv format. 

Refer to “View Summary” in this chapter.  

Clear Clear all data. 

Once you have imported files you may complete reporting requirements through the 

Manage Loan Activity function in Service Loans. 
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View Summary  

The View Summary function will display a message that indicates whether the loan 

successfully imported or whether it failed.  For each loan that failed to import, the page 

will display errors in the first three fields of each loan. 

View Summary will detail the following: 

 Loans in the import file listed individually. 

 Whether the loan records imported successfully or failed to import. 

 Data field position and type of error for the first three data fields for each loan 

containing a formatting error. 

How to View the Summary 

The View Summary feature allows you to view detailed information on the data you 

imported into the Service Loans application. This summary will display the total number 

of loans that passed or failed to import. 

Perform the following steps to view the summary of your import.   

1. From the Import Loans page, click View Summary.  The Single Loan View 

Summary page displays. 

 

2. View the data for any loans that failed to import. 

3. When done, click Close to return to the Import Loans page. The system will 

prompt:  “Are you sure you want to leave this page?” 

Note:  You must correct the loans that failed to import and then import them 

again.  Refer to “How to Correct Import Errors” in this chapter. 

4.  Click OK.  The Import Loans page displays. 

How to Correct Import Errors 

When an import error occurs, you must locate the errors, correct the source file and then 

resubmit the data to Freddie Mac.   

There are several ways to resubmit corrected data to Freddie Mac.   

You may: 

 Manually enter the loan data.  Refer to Chapter 2, Manage Loan Activity. 

 Re-import a new file containing only the loan(s) that failed import.  Refer to 

“How to Import Loans” in this chapter.  

 Re-import the entire file if the original file failed to import. 
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Manage Import Formats 

This section introduces the Service Loans applications file mapping function known as 

Manage Import Format.  If your import file format differs from Freddie Mac’s 

proprietary file format, you can create a customized file map that will enable you to 

import your monthly loan-level data into the Service Loans application. 

The Mange Import Format function is available for all servicing activities, including: 

 Transfer of Servicing Requests 

 Default Reporting 

 Foreclosure Sale/Deed-in-Lieu 

Reporting 

 Loan Level Activity 

Add Mapping 

Compare your current file format to Freddie Mac’s proprietary file format.  If they differ, 

you must create a customized file format in order to import your activity.   

Perform the following steps to add a new mapping file. 

1. Click the Manage Importing Tab.  The Import Loans sub-menu displays. 

2. Click the Manage Import Format sub-menu.  The Manage Import Format page 

displays. 

 

3. Click Add Mapping.  The Add a Bulk File Mapping page displays.  

 

When creating or modifying a customized 

map, we recommend that you work with 

Freddie Mac to test your import map prior 

to sending a file with the new or modified 

mapping.  Contact Customer Support at 

800-FREDDIE or your Freddie Mac 

servicing representative. 
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4. Enter the Mapping Name. 

 

5. Select the Mapping Type for the file you are creating from the pick list. 

 

6. For each data element, enter a Start Position and End Position that maps to your 

data. 

 

Note:  The data element fields for Bulk File Mapping span four pages.  To view 

all of the data elements and to ensure you have addressed all fields, click on Show 

All. 

 

7. Click Submit.  The system prompts: “Are you sure you want to submit?” 
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8. Click Yes.  The system displays a confirmation message: “The add mapping 

request was successfully saved to Service Loans.” 

9. Click OK.  The Manage Import Format page displays and the new file mapping is 

available in the Mapping Name column. 

View Existing Mapping 

When Freddie Mac announces changes to formatting, we recommend that you verify 

what impacts the new format may have on your existing templates.   

View existing mapping to verify your current mapping format.  By viewing the format, 

you will be prepared for any future modifications you may need to make. 

Perform the following steps to View Existing Mapping formats. 

1. Click the Manage Importing tab.  The Import Loans sub-menu displays. 

2. Click the Manage Import Formats sub-menu.  The Manage Import Format page 

displays. 

 

3. Select the mapping file to view by clicking the check box in the Select column. 
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4. Click View Existing Mapping.  The View Details of Bulk File Mapping page 

displays allowing you to view the mapping, one page at a time.   

You also have the option to Modify Mapping from this page.  For details on 

Modify Existing Mapping, refer to “Modify Existing Mapping” in this chapter. 

 

5. Click Return when finished viewing.  The system will prompt:  “Are you sure 

you want to leave this page?”    

6. Click OK.  The Manage Import Format page displays.  

Modify Existing Mapping 

The modify function is used to make changes to your existing file mapping.  For instance, 

if your loan number begin and end position changes because you need to add an 

additional space, i.e., going from a seven- to an eight-digit loan number, you will use the 

Modify Existing Mapping function to make these adjustments. 

Perform the following steps to Modify Existing Mapping: 

1. Click the Manage Importing tab.  The Import Loans sub-menu displays. 

2. Click the Manage Import Formats sub-menu.  The Manage Import Format page 

displays. 

 

3. Select the mapping file to modify by clicking the check box in the Select column. 
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4. Click Modify Existing Mapping.  The Modify Bulk File Mapping page displays.   

 

5. Locate the field you wish to modify, click Start Position and Length and make 

your changes. 

6. Click Save As.  The following will display: 

 

7. Enter the new map name. 
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8. Click Save As.  The system will prompt:  

 

9. Click OK.  A confirmation message will display. 

 

10. Click OK.  The Manage Import Format page displays Confirmation Data and the 

new mapping format is available for selection.  

Delete Existing Mapping 

Use the Delete Existing Mapping function to delete outdated mapping formats.  For 

instance, if you’ve retired a format because Freddie Mac has issued new requirements, 

delete the old mapping template. 

Perform the following steps to Delete Existing Mapping. 

1. Click the Manage Importing Formats tab.  The Import Loans sub-menu displays. 

2. Click the Manage Import Formats sub-menu.  The Manage Import Formats page 

displays listing all of your mapping templates. 

 

3. Select the mapping file  to delete by clicking the check box in the Select column 

as displayed below. 

 

4. Click Delete Existing Mapping.  The system will prompt: “Do you want to delete 

the selected mapping?” 

5. Click OK.  A confirmation message will display: “The mapping has been 

successfully deleted from the servicing system.” 



Import Loans 

Freddie Mac Document  Service Loans User Guide 
August 2016 4-18 Chapter 4 

6. Review the page to confirm the file was deleted.  Confirmation data displays in 

the Confirmation Data box. 

 

7. Click Return.  The application returns you to the Manage Import Formats page. 

After you have successfully imported your loans, the next step in the process is to Report 

Loan Activity. 

 



Freddie Mac Document  Service Loans User Guide 
August 2016 5-1 Chapter 5 

Cycle Loans 

C
h

a
p

te
r

 

5 
Introduction 

The Cycle Loans function reduces the amount of data that you manually enter for 

monthly reporting.  When selecting cycle loans, the Service Loans application will 

display each loan record in numeric order, one loan at a time with the previously reported 

activity.  For newly funded loans, the system will display the funding details information.  

Cycle Performing Loans 

Use the Cycle function for performing loans to: 

 Calculate the current month’s Principal, Monthly Interest, and Interest Due 

Freddie Mac. 

 Change a transaction type or any data on the Enter Single Loan Activity page.  

Perform the following steps to cycle performing loans:  

1. Click the Manage Loan Activity tab to access the Report Loan Level Activity 

sub-menu.  The Report Loan Level Activity page displays.  

 

2. Select the Reporting Cutoff Date.  Change the date, if needed. 
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3. Select Cycle Loans.  The Continue button is enabled.  

 

4. Click Continue.  The Enter Single Loan Activity page displays.  The page will 

display previously reported activity for existing loans and funding details 

information for newly funded loans. 
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5. Enter all applicable and required fields marked with an asterisk.  Note:  The most 

commonly updated fields are the DDLPI, Last Payment Received Date, and Ending 

Gross UPB. 

Click: To: 

Clear Clear all data entry fields. 

Skip Loan Advance to the next loan without submitting data. 

6. Click Calculate.  The application automatically calculates the amounts due for 

Principal, Monthly Interest and Interest Due to Freddie Mac.  

7. Click Submit.  The system will prompt: “Are you sure you want to submit the 

data?” 

 

8. Click OK.  The application automatically advances to the next loan in numeric 

loan number order.   

9. Continue the same process until all loans have been cycled.  When you have 

completed cycling all loans, the Cycle Finished message will display as shown 

below. 

 
 

10. Click OK.  

You may choose one of the following options: 

Click: To: 

Clear  To clear all data in each data field.  

Return 
Exit the screen and return to the previous page you were 

working from.  

You have completed cycling performing loans. You may now Export the Loan Activity.  

Refer to Chapter 6, Export Loan Activity, for more information.   
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Cycle Default Loan Activity 

Use the Cycle Default Activity function to report your monthly delinquent loan activity.  

Cycling carries the data from the previous month to the current cycle, which in turn 

allows you to update any of the following data fields: 

 Servicer Loan Number  

 BPO/Appraisal Value 

 Property Condition Code 

 Default Reason Code 

 Occupancy Status Code 

 DDLPI 

 Default Action Code  

For detailed information on default data fields refer to Chapter 3, Default Activity.  

How to Cycle Default Loans 

Perform the following steps to cycle default loan activity.  

1. Click the Manage Loan Activity tab. 

2. Click the Report Default Loan Activity sub-menu.  The Report Default Loan Activity 

page displays and the cycle date defaults to the current month. 

 

3. Change the cycle date, if needed.  
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4. Select Cycle Default Loan Activity.  The Continue button is enabled.  

 

5. Click Continue.  The Report Default Loan Activity page displays each defaulted loan 

in numeric, loan number order, one loan at a time with the previous month’s reported 

activity. 

 

6. You may update or edit any data on this page if applicable.   

Refer to the Electronic Default Reporting (EDR) Quick Reference Guide for more 

information. 

Click: To: 

Clear  To clear all data in each data field.  

Return 
Exit the screen and return to the previous page you were working 

from.  

http://www.freddiemac.com/learn/pdfs/service/edr_quickref.pdf
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7. Click Submit. The system will prompt: “Are you sure you want to submit the data?” 

 

8. Click OK.  The application automatically advances to the next loan to be cycled in 

loan number order. 

9. Continue the same process until all loans have been cycled.  When you have 

completed cycling all loans, the Cycle Finished message will display as shown below. 

 
 

10. Click OK. 

You may choose one of the following options: 

Click: To: 

Clear To clear all data in each data field.  

Return 
Exit the screen and return to the previous page you were working 

from. 

You have completed cycling default loan activity.  You may now export the loan activity.  

Refer to Chapter 6, Export Loan Activity, for more information. 
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6 
Introduction 

The Service Loans application provides export capabilities.  The Export function allows 

the ability to export your loan activity and confirmation data.  You can export activity for 

current and previous month(s) up to a 12-month period provided 12 months of data was 

submitted through the application. 

Export Loan Activity 

Perform the following steps to export loan activity in Service Loans. 

1. Click the Manage Loan Activity tab and select one of the following sub-menus:  

 Report Loan Level Activity 

 Report Default Loan Activity 

 Report Foreclosure Sale/Deed in Lieu Activity  

A sample of the Report Loan Level Activity screen is displayed below.  

 

If you selected: Then: 

Report Loan Level Activity Change the reporting cutoff date if necessary. 

Report Default Loan Activity Change the cycle date if necessary. 
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2. Select Export Loan Activity.  The Export Loan data fields are enabled. 

 

3. Enter the Export Date Range Begin and Export Date Range End dates.  If you 

selected a value for Reporting Cutoff Date or Cycle Date, you may skip this step.  

 

4. Click the appropriate icon to export the data.   

 

The following will display: 

 

Click this icon to 

export the data to a file 

in .csv format. 

Click this icon to 

export the data to a file 

in .xls format. 

You may enter the 

dates manually or click 

the calendar icons and 

select the appropriate 

dates. 
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Open the File 

1. Click Open to open the file.  The file opens in the application and format you 

requested.  

 

Refer to “No Loan Activity” in this chapter for additional information.  

Save the File  

1. Click Save.  The Save As dialogue window displays.  
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2. Browse to the location where you want to save the file and rename the file if 

necessary.  

3. Click Save.  The following displays when the download is complete.  

 

4. Click Close to close the window and return to the Service Loans application. 

When the save is complete, you will return to the sub-menu you were using when you 

initiated the export. 

No Loan Activity 

When you report No Activity in the Service Loans application you will see that history in 

the Export File at the top of the report.  A sample is displayed below.   

 
 

 

 

 



Freddie Mac Document  Service Loans User Guide  
August 2016 7-1 Chapter 7 

Reports 

C
h

a
p

te
r

 

7 
Introduction 

The Service Loans application enables you to select, search, view and export for loan-

level and default activity you submitted through Service Loans.  You may elect to use 

these reports for record retention, tracking, quality control and other purposes.   

The Reports tab contains three sub-menu options: 

 View Standard Reports sub-menu functionality allows you to search, select, 

view and export reports for loan activity.   

 View Outbound Reports sub-menu functionality allows you to search, retrieve, 

view and export Loan Reporting Status, Portfolio Reconciliation, ARM 

Management, Cash Remittance and Funding Details reports for performing loan 

activity.  

 View Custom Reports sub-menu functionality allows you to create tailored 

reports to meet your specific needs based on loan characteristics you select and 

searches of your portfolio. 

Each sub-menu enables access to loan activity submitted through Service Loans for the 

current and previous 12-month period.  

The diagram below highlights where the Report sub-menu functions are located in 

Service Loans.  Refer to Appendix A for sample reports. 

 

Standard Reports 

The View Standard Reports functionality gives you the ability to search, select, view and 

export performing and non-performing loan activity submitted through Service Loans.  

All reports can be downloaded and saved in .pdf, .xls, or .csv text file formats with the 

exception of Performing Loan Totals, which are not available in .csv format. 
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Below is the high-level process you will follow when working with Standard Reports in 

Service Loans: 

1. Create a new report request. 

2. Search for report results.  

3. View report. 

4. Export and download report.   

Create Standard Reports 

Standard Reports are available immediately after submitting activity through Service 

Loans for performing and non-performing loans.  You can create a report to view, save or 

export.  Reports you create are available for 10 calendar days on the View Standard 

Reports page. 

The first time you access the View Standard Reports page, your list of reports will be 

blank and the message “No reports available.” will display. 

Below is a sample of the default View Standard Reports page with no prior report request 

history. 

 

Create a New Report Request 

Perform the following steps to create a new report request. 

1. From the Reports tab, click View Standard Reports in the sub-menu.  The View 

Standard Reports page displays.  See “View Standard Report Data Field 

Definitions” in this chapter for more information. 

2. Click New Report Request. 
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The Search for Standard Reports page displays.  See “Search for Standard Reports 

Data Field Definitions” in this chapter for more information. 

 

3. Select the Loan Type from the pick list.   

 

If you select: Then: 

PL (performing loans) The Loan Level Reporting – Transaction Type 

Report is available for selection in the Select 

Report Type pick list. 

NPL (non-performing 

loans) 

The following reports are available for selection 

in the Select Report Type pick list: 

 Default Report 

 Foreclosure Sale/DIL Summary Report 

 Foreclosure Sale/DIL Detail Report 

4. Select the Report Type from the pick list.   

 

After you select the 

report type, 

additional report 

criteria selections 

display. 



Reports 

Freddie Mac Document  Service Loans User Guide  
August 2016 7-4 Chapter 7 

5. Select the S/S (Seller/Servicer) Number by clicking on the pick list. 

 

6. Select the Transaction Type by clicking on the pick list.  Note:  This field does 

not display if you selected a Loan Type of NPL. 

 
Additional fields display after you select the Transaction Type, as shown below. 

 

7. Select the Report Type (filter) by clicking on the pick list.  Note:  This field will 

not display if you selected NPL for Loan Type. 
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8. Select a Cycle Date by clicking on the pick list or enter a Date From: and Date 

To: range by clicking on the pick lists.  You may select several months when 

indicating a date range.  You can only select a Cycle Date or a Date Range, not 

both.   

 

9. Select the Sort criteria by clicking on the pick list.   

 

10. Click Submit to create your report.  The system displays the following 

confirmation message: “Your report has X records and is currently processing, 

please click the View Standard Reports tab to view your results.” 

Click: To: 

Return 
Exit the screen and return to the View Standard 

Reports page. 

Clear 
Clear all data for purposes of correcting and 

resubmitting or clear data without saving. 

 

 

 

 

The Cycle Date 

field will not 

display when you 

select a Report 

Type of Foreclosure 

Sale/DIL Summary 

or Foreclosure 

Sale/DIL Detail 

Report. 

The criteria defaults 

to Cycle Date.  To 

use the date range, 

you must click on 

the pick list for 

Cycle Date and 

click the blank 

before entering the 

date range.   

When you search 

for Standard NPL 

reports, this field 

will display as 

“Sort” not “Sort 

by.” 
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View Standard Report Results 

Service Loans will archive reports you request for 10 calendar days.  The first time you 

access this page it will be blank until you create a history of report requests.  You can 

export, open, save, and print Standard Reports to a location you choose.  See “Export, 

Open, Save and Print Standard Reports” in this chapter for more information.  You may 

use the reports for tracking, monitoring, quality control, or other purposes.   

Follow the steps below to view report results. 

1. From the Reports tab, click View Standard Reports.  The following displays.  

 

2. Select a report to view by clicking the radio button in the Select column next to 

the report you want to retrieve.  The View Report and Delete Report buttons 

become active.  Note: To delete a report from the results, click Delete Report.  

You can only delete reports you create and not another requestor’s report. 

3. Click View Report to view the report.  The Transaction Type Results page 

displays the report.  
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View Standard Report Data Field Definitions 

The following table identifies and provides a brief description of each data field on the 

View Standard Reports page. 

Data Field Description 

Select 
Use the radio buttons in this column to select the report you want to 

view. 

Loan Type  
Indicates whether the report is for Performing (PL) or Non-Performing 

Loans (NPL).  

Report Type 

(Name) 

Identifies the name of the report as one of the following:  

 Loan Level Reporting – Transaction Type Report 

 Default Report 

 Foreclosure Sale/DIL Summary Report 

 Foreclosure Sale/DIL Detail Report 

S/S Number This represents the Seller/Servicer number. 

Transaction 

Type 

Represents the Transaction Type included in the report. 

PL Transaction Types: 

 P&I 

 Inactive 

 Balance Correction 

 Reinstate 

 Payoff 

 Foreclosure 

 REO/FHA/VA Foreclosure Conveyance 

 MI Cancellation (Only available in Detail format.) 

NPL Transaction Types:  

 Default Report  

 Foreclosure Sale/DIL Summary Report 

 Foreclosure Sale/DIL Detail Report 
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Data Field Description 

Report Type 

Applicable to PL loans only. 

Detail Reflects all loans submitted at the detail level for the 

requested timeline. 

Summary Reflects all loans submitted at the summary level for the 

requested timeline. 

Totals Reflects only totals for the loans in the requested timeline. 

Cycle Date 

This is the accounting cycle date.  For PL, this defaults to the most 

recent cycle.   

For NPL, the cycle date displays when NPL Loan Type and Default 

Report Type are selected.  This defaults to the current cycle. 

Date From: Enter the beginning date of the accounting cycle you want to view. 

Date To: Enter the ending date of the accounting cycle you want to view. 

Sort By: 

Displays when NPL Loan Type and any Report Type are selected.  

Identifies how you want the report sorted.  Options are Freddie Mac 

Loan Number or Servicer Loan Number. 

Date Created The date the report was successfully created. 

Requestor The user ID of the person who requested the report. 

Confirmation 

ID 
System generated identification used for tracking purposes. 

Status 

Identifies the status of the report.  You may receive one of the 

following status types:  Completed, Processing, or Error. 

If there is an error in the status field, a message will display at the top 

of the page stating: “Please delete and retry request.”  If you continue 

to receive this error message multiple times, contact Customer Support 

at 800-FREDDIE. 

Tip: Click the Refresh button to update the status. 
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Sorting the Data in the Report  

If you have more than the allowed number of loans in your report, you can display the 

remainder by clicking Next xx or selecting the range from the pick list. These options are 

in the upper right corner of the table of loans.  

 

You can sort your data by clicking on the column heading.  

 

Export, Open, Save and Print Standard Reports 

Standard reports can be exported, opened, saved, and printed to a location you choose.  

You may use the reports for tracking, monitoring, quality control, or other purposes.  You 

can export the data to a .pdf, .xls or a .csv file format.  If you selected the .xls or .csv file 

format, you can sort and filter the data in your application.   

Follow the steps below to export Standard Reports. 

1. On the Transaction Type Reports Results page, click the icon that represents the type 

of file format you want to export. 

 

Your report will be exported in .pdf format and will open in 

Adobe® Acrobat Reader®.  You will only be able to print in 

this format.  You cannot sort or filter the data. 

 

Your report will be exported in .xls format and will open in 

Microsoft® Excel®.  You will be able to sort, filter and print 

the data. 

 

Your report will be exported in .csv format, a simple file 

format used to move tabular data between different programs, 

such a database program to a spreadsheet program.  It will 

open in Microsoft Excel or other spreadsheet applications.  

You will be able to sort, filter and print the data. 
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2. Choose to open or save your report from the File Download window.   

If you choose: You will: 

Open 
Go directly to the supporting application to view your data.  If you 

wish to keep the report, you will need to save it in the application. 

Save 

Be prompted with the Save As window where you can name the 

file.  When the save is complete you have the option to open the 

file or open the folder. 

Cancel Return to the Transaction Type Results page. 

3. Use the Print function to print the report. 

Sort and Filter Archived Standard Reports 

You can sort and filter your archived reports on the View Standard Reports page by 

various criteria highlighted in red below.  

 

To view results of a single Servicer, select the Servicer number from the Select Servicer 

Number pick list.  To view results of all Servicer numbers you have access to, select All 

Servicers. 

Sort By Items and Descriptions 

Use the options on the Sort By: pick list to determine how you want to view the 

information on this page.  The following table describes the options available on the Sort 

By: pick list. 

Item Name When selected, the reports will sort… 

Report Type Based on the report type which include the following options: 

 Loan Level Reporting 

 Default Report 

 Foreclosure Sale/DIL Summary Report 

 Foreclosure Sale/DIL Detail Report 
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Item Name When selected, the reports will sort… 

S/S Number Based on the Seller/Servicer Number you are currently using in Service 

Loans. 

Created Chronologically. 

Requestor  By the person who originally requested the report.  

Status By status type which includes the following:  Completed, Processing, or 

Error. 

Additional Sort and Filter Options 

There are additional options you can sort and filter on besides the Sort By: options in the 

pick list.   

 You can select the check box All Requestors to have the report information 

display all reports requested under the user login that requested it. 

 You can sort by Loan Type.  The selection of PL/NPL will display all Loan Types 

in your results.  Select PL for Performing Loans and NPL for Non-Performing 

Loans. 

 You can sort report results by Status.  Review the following table to learn about 

the status types. 

Status Type Description 

Processing Indicates your request is being generated and the report is not 

available for viewing.  Click the Refresh List button to update 

the status. 

Completed Indicates your request has completed processing and is 

available for viewing. 

Error Indicates your request has not been processed.  Please try your 

request again. 

How to Sort and Filter your Report Results 

Follow the steps below to sort and filter your report results. 

1. Select a Servicer number or All Servicers in the Select Servicer Number pick list. 
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2. Select a filter in the Sort By: pick list.  Options are Report Type, S/S Number, 

Created, Requestor, and Status.   

3. Optional.  Click the All Requestors check box to display all reports generated for 

the selected Servicer number. 

4. Optional.  Select PL for Performing Loans or NPL for Non-Performing Loan in 

the Show Loan Type pick list.  To select both Non-Performing and Performing 

Loans select PL/NPL. 

5. Optional.  On the Show Status pick list, select Completed, Processing, or Error to 

filter your results.  To filter by all statuses, select All.  

Note: Click the Refresh List button to update the Status. 

Search Standard Reports Data Field Definitions 

The following table lists the data field definitions for the Search Standard Reports page.  

Data Field Definition  

Select Loan 

Type 

Identifies the loan type as Performing Loan (PL) or Non-performing 

Loan (NPL). 

Select Report 

Type 

If a PL Loan Type is selected, the only Report Type option available is 

the Loan Level Reporting – Transaction Type Report.  This includes 

all transaction types including: 

 P&I 

 Inactive 

 Balance Correction 

 Reinstate 

 Payoff 

 Foreclosure 

 REO/FHA/VA Foreclosure Conveyance 

 MI Cancellation (Only available in Detail Report Type format.) 

If a NPL Loan Type is selected, the following options are available:  

 Default Report  

 Foreclosure Sale/DIL Summary Report 

 Foreclosure Sale/DIL Detail Report  

S/S Number Select the Seller/Servicer number. 
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Data Field Definition  

Transaction 

Type 

Displays when PL Loan Type is selected.  The following transaction 

types are available: 

 All  Payoff 

 P&I  Foreclosure 

 Inactive  REO/FHA/VA Foreclosure Conveyance 

 Balance 

Correction 

 MI Cancellation (Only available in Detail 

Report Type format.) 

 Reinstate  
 

Report Type 

Displays when PL Loan Type is selected.  Defines the type of report 

you are requesting.   

You have the following options:  

Detail Reflects all loans submitted at the detail level for the 

requested timeline. 

Summary Reflects all loans submitted at the summary level for the 

requested timeline. 

Totals Reflects only totals for the loans in the requested 

timeline. 

For Cycle 

(Cycle Date): 

This is the accounting cycle date. 

 For PL, no cycle date is displayed.   

 For NPL, displays when NPL Loan Type and Default Report 

Type are selected.  This defaults to the current cycle. 

Date From 
For NPL, enter the beginning date of the accounting cycle you want to 

view. 

Date To 
For NPL, enter the ending date of the accounting cycle you want to 

view. 

Sort 

Displays when NPL Loan Type and any Report Type are selected.  

Identifies how you want your report to be sorted.  Options are Freddie 

Mac Loan Number or Servicer Loan Number.  
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Sample Standard Reports Transaction Type Results  

The following examples represent Transaction Type Report Results for PL and NPL.  To 

view sample reports, refer to Appendix A.  

PL Loan-Level Reporting Transaction Type Report All 
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NPL Transaction Type Report Results for a Default Report 

 

Outbound Reports 

View Outbound Reports gives you the ability to search, retrieve, view and export Loan 

Reporting Status, Portfolio Reconciliation, ARM Management, Cash Remittance and 

Funding Details reports for Performing Loan activity.   

Use these reports to help you proactively manage your portfolio by: 

 Facilitating accurate and timely reporting 

 Identifying and resolving data discrepancies quickly 

 Reducing compensatory fees by identifying discrepancies so they can be resolved 

in a timely manner 

You can access most of the reports for any cycle in the current and previous 12-month 

period.  Some reports can only generate three months of data per request.  However, these 

reports can retrieve data for as far back as there is data in Service Loans.  Other reports 

can only generate data for the current month. 

You must access Default Reporting ManagerSM to retrieve NPL reports. 
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Outbound reports are categorized as follows:  

 Loan Reporting Status  

 Portfolio Reconciliation 

 ARM Management 

 Cash Remittance 

 Funding Details 

Refer to the Resolving Loan Level Edits Quick Reference Guide for information on loan-

level edits and exception codes.  

Outbound Report Types 

This section provides an overview of the available outbound report types based on their 

category.  

Loan Reporting Status Reports 

Loan Reporting Status Reports will facilitate research and correction of loan transaction 

edits.  This data can also help you research and correct the root cause of data 

discrepancies. 

The following table lists the available Outbound Loan Reporting Status Reports and their 

description. 

Note that the following reports are updated and available three times per day (6:00 a.m., 

12:00 p.m., and 5:00 p.m. Eastern Time): 

 LLR System Cleared Edits 

 LLR Edits to be Cleared 

 LLR Warning Report 

Report Description 

LLR System 

Cleared Edits 

This report lists transactions with edits Service Loans was able to clear and 

process. 

The message “No data in error.” appears on the report when you have no 

transactions for this report.  

LLR System 

Cleared Edits 

Details 

This report provides additional loan details from the LLR System Cleared 

Edits report to help resolve the discrepancy.  

The message “No reports were found.” displays when there is no data for 

this report.   

http://www.freddiemac.com/learn/pdfs/service/edr_quickref.pdf
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Report Description 

LLR Edits to Be 

Cleared 

Identifies loan-level transaction edits or discrepancies the system cannot 

clear. 

The message “No data in error.” appears on the report when you have no 

transactions for this report. 

LLR Edits to Be 

Cleared Details  

This report provides additional loan data details from the LLR Edits to Be 

Cleared report to help resolve the discrepancy.  

The message “No reports were found.” displays when there is no data for 

this report. 

LLR Warning 

Report 

Identifies loans with multiple loan transactions.  Freddie Mac only 

processes one transaction per loan. 

Use this report to determine whether the correct loan transaction was 

processed.  If the correct loan transaction was not processed, submit a 

revision 

LLR Warning 

Report Details 

This report provides additional loan data details from the LLR Warning 

report to help you determine if the correct transaction has been processed. 

Loan Level 

Missing Report 

This report lists mortgages you service for Freddie Mac that you did not 

report this accounting cycle and mortgages with unresolved edits on the 

Edits to Be Cleared report.  Once the system accepts a loan-level 

transaction for a mortgage, it drops off the report except for the following: 

 101 Invalid Freddie Mac loan number—stays on the Edits to be Cleared 

report until the system has closed for the cycle. 

 303 Partial Duplicate/Possible Correction—appears on the Edits to be 

Cleared report the following business day only. 

This report is only available after 75 percent of the portfolio is processed.  If 

you have not processed 75 percent of your portfolio and generate a Loan 

Level Missing Report, it will state “No Reports Were Found.” 

How to Find Information about Edit Codes 

For detailed information about loan-level edits and warning messages, refer to the 

Resolving Loan-Level Edits Quick Reference Guide , available in the Learning Center or 

via online help in the Service Loans application.   

http://www.freddiemac.com/learn/pdfs/service/edr_quickref.pdf
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Portfolio Reconciliation 

Portfolio Reconciliation reports help you reconcile investor reporting, remitting, and 

custodial principal and interest account, and manage your overall Freddie Mac 

performance.  Comparing the critical data elements in these reports to your system will 

ensure accurate and timely reporting.  In addition, they will increase the capability to 

identify remittance differences, correct remittances, and avoid compensatory fees.  The 

figures on the preliminary report may change due to revisions.  Always refer to the final 

version of each report.  

The following table lists the available Outbound Portfolio Reconciliation Reports, their 

description and retention period. 

Report Description 
Retention 

Period (months) 

Loan 

Reconciliation 

Difference 

Report 

A monthly report that provides a summary of all edits 

for the cycle.   

A summary of every transaction our system did not 

immediately accept during the cycle due to a reporting 

discrepancy or simulation of a transaction.  “No data in 

error” message appears when you have no transactions 

for this report.  You should be aware of each 

discrepancy on this report from your daily edit reports. 

13 (current 

month + 

previous 12) 

LLR MAS 

(Monthly 

Account 

Statement)   

This report provides the amounts due, remittances and 

adjustments for the accounting cycle.  Use this report to 

reconcile your account. 

Available in .pdf format only.  

13 (current 

month + 

previous 12) 

Loan Level Trial 

Balance 

A report that lists active/inactive loans and the ending 

active/inactive unpaid principal balance as of the most 

recent accounting cycle cutoff.  

13 (current + 

previous 12) 

Newly Funded 

Loans 

This report details a list of newly funded loans as of the 

previous business day.  This report is updated daily and 

provides a detailed list of newly funded loans for the 

current cycle to ensure loans are reported timely.  

Current, 

previous and 

future cycle 

Newly 

Transferred in 

Loans 

A monthly report available the second business day of 

the month.  Provides a list of newly acquired loans to 

ensure the transferee reports the appropriate loans.   

Current month 

only 

Loan 

Modifications 

Processed 

Report 

A monthly report available two business days prior to 

the accounting cycle cutoff.  This report provides a list 

of current cycle loan modifications processed by 

Freddie Mac. 

13 (current + 

previous 12) 
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ARM Management  

Timely review and processing of ARM Management reports will help ensure the 

accuracy of monthly investor reporting.  

The following table lists the available Outbound ARM Management Reports, their 

description and retention period.  

Report Description 
Retention Period 

(months) 

Notification of ARM 

Loans Net Yield 

Adjustment Report 

A monthly report available 45 days prior to the 

scheduled payment change date of an ARM 

loan.  It identifies loans that have net yield rates 

that are scheduled to adjust.  

13 (current + 12 

months once a 

history has been 

built) 

Current Cycle ARM 

Adjustment  

A monthly report that provides a list of all 

ARM loans that have payment adjustments for 

the current cycle. 

Current month only 

Cash Remittance 

Cash Remittance reports are used to ensure that remittances are accurate and timely.  The 

amount due can change throughout the cycle based on additional transactions processed 

and manual adjustments.  

The following table lists the available Outbound Cash Remittance Reports, their 

description and retention period.  

Report Name Description 
Retention Period 

(months) 

Remittance Detail A monthly report that reflects the amount due 

and remittance due date for each loan in the 

portfolio.  The final version is available on the 

first business day of the month on the Outbound 

Reports tab in Service Loans.  

13 (current + 

previous 12) 

Detail Adjustment 

Report (DAR) 

Itemizes adjustments made to your portfolio as 

reflected on the Monthly Account Statement and 

the Seller Servicer Remittance Analysis.  The 

Detail Adjustment Report can change throughout 

the cycle as adjustments are processed.  A 

preliminary version is available on a daily basis.  

You may request a final version at the end of the 

month on the Outbound Report tab in Service 

Loans.  

13 (current + 

previous 12) 
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Report Name Description 
Retention Period 

(months) 

Seller Servicer 

Remittance Analysis  

Also known as the Cash Statement.  A summary 

report that reflects amounts received based on 

Global Payments Inc. (GPI) remittances and 

amounts due based on loan level transactions 

processed by Freddie Mac.  In addition, 

adjustments will also display on this report that 

can be viewed in detail on the Detail 

Adjustments Report (DAR). 

A preliminary version is available on a daily 

basis.  When Freddie Mac closes the accounting 

cycle at the end of the month you may request a 

final version of this report on the Outbound 

Reports tab in Service Loans. 

13 (current + 

previous 12) 

Remittance Analysis 

Amount Due 

Drilldown 

A daily report that reflects amounts due based on 

loan level transactions processed in Freddie 

Mac’s system.  A preliminary and final version 

of this report is available on the Outbound 

Reports tab in Service Loans.  

13 (current + 

previous 12) 

Remittance Analysis 

Amount Received 

Drilldown 

A daily report that reflects the remittances you 

initiated through GPI.  A preliminary and final 

version of this report is available on the 

Outbound Reports tab in Service Loans. 

13 (current + 

previous 12) 

Negotiated Payoff 

Report 

Itemizes proceeds due on payoffs negotiated 

with a special contracted remittance due date.  A 

preliminary version is available on a daily basis.  

A final version is available at the end of the 

month on the Outbound Report tab in Service 

Loans.  

13 (current + 

previous 12) 
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Funding Details  

Funding Details reports provide loan-level back up for purchase summaries.  For each 

sale, you will receive at least one Funding Detail Report.  

The following table lists the available Outbound Funding Detail reports, their description 

and retention period.  

Report Name Description 
Retention Period 

(months) 

Funding Detail for 

Concurrent Transfer 

of Servicing  

A loan-level record of the purchase summaries 

for the concurrent Servicer.  For each sale, you 

will receive one or more Funding Detail 

report(s). 

13 (current + 

previous 12) 

Funding Details 

Report  

A loan-level record of the mortgage purchase 

summaries.  For each mortgage sale, you will 

receive one or more Funding Details report(s). 

13 (current + 

previous 12) 

For additional information about daily edit reports and monthly reconciliation reports, 

refer to the Investor Reporting to Freddie Mac reference guide. 

Search for Outbound Reports 

You will access the Search for Outbound Reports page to retrieve your reports.  You can 

access reports for any cycle in the current and previous 12-month period, one at a time. 

Perform the following steps to search for outbound reports: 

1. From the My Home page, click the Reports tab.  The Search for Standard Reports 

page displays. 

2. Click the View Outbound Reports sub-menu.  The Search for Outbound Reports 

page displays. 

 

3. Select the S/S Number by clicking on the pick list. 

http://www.freddiemac.com/learn/pdfs/service/IR.pdf
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4. Select the Report Type by clicking on the pick list.  The Cycle Date or Month 

Report Received will become active once a Report Type is selected.   

Note:  Based on the report type you select, additional fields may display. 

5. Select the Cycle Date or Month Report Received for the cycle you want to view 

or export by clicking on the pick list.  The Cycle Date will default to the most 

completed accounting cycle. 

6. If applicable, select the Statement Type.  The default is Preliminary. 

 

7. If applicable, enter the Date Range, and a Date From and Date To, to narrow your 

search within the Cycle Date selected for the following Report Types: Remittance 

Analysis Amount Due Drilldown, Detail Adjustment Report, and Negotiated 

Payoff Report. 

 

8. Click Search to display available reports.  Depending on the type of report you 

selected, Service Loans displays the Outbound Search Results page or opens the  

View Report window. 

9. If you receive the following error message, “No reports were found.”, click OK, 

revise your search criteria and try again. 

Note:  The following reports will generate an empty report when no data is found 

instead of displaying the error message described above. 

 Newly Funded Loans 

 Newly Transferred in Loans 

 Current Cycle ARM Adjustment Loans 

 LLR System Cleared Edits 

 Edits to Be Cleared 

10. If you receive the following warning message, “Amounts due can change 

throughout the cycle and manual adjustments may be made to your account.  Do 

not rely solely on this report to determine remittances to Freddie Mac,” click OK 

after reviewing the message to view your results. 
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To learn how to view, print, download, and export reports see the following topics in this 

chapter: 

 Outbound Search Results  

 View Report 

Search for Outbound Reports Data Field Definitions 

The following table provides data field definitions for the Search for Outbound Reports 

page.  Refer to the table for details on how to complete each data field.   

Data Field Definition  

S/S Number Enter your Seller/Servicer number. 

Cycle Date The date for the last cycle of cycle research. 

Month Report 

Received  

Month Report Received: The month the loan was reported and 

added to the Service Loans Application. 

Note:  Reports are added to the Service Loans application the 

next business day after reporting.  For example, if you report a 

loan in error for the 08/2014 cycle on 7/24/2014, you would 

select July 2014 Month Report Received and select the 

07/25/2014 report date.  

Report Type Name of the report you want to retrieve.  

Statement Type 

Indicates the type of statement you want your report to reflect. 

Statement Type Definition 

Preliminary This statement type is produced anytime 

during the cash cycle within three business 

days before the end of the month. 

Most Recent This statement type is produced when there 

are changes needed to existing transactions 

after the cash cycle has closed and the final 

statement has been generated. 

Final  This statement type is produced upon the 

cash cycle closing at the end of the 

accounting period.  

Date From: 
Defaults to the beginning date of the current cycle.  You may 

select any date within the cycle to narrow your search criteria. 

Date To: 
Defaults to the end date of the current cycle.  You may select 

any date within the cycle to narrow your search criteria.  
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Outbound Search Results 

If you searched on the following reports, Service Loans will display the Outbound Search 

Results page: 

 LLR System Cleared Edits 

 LLR System Cleared Edits Details 

 LLR Edits to Be Cleared 

 LLR Edits to Be Cleared Details 

 Loan Level Missing Report 

 Loan Reconciliation Difference Report 

 LLR MAS Report 

 Loan Level Trial Balance 

 Loan Modifications Processed Report 

 Notification of ARM Loans Net Yield Adjustment 

 Remittance Detail 

 Funding Detail for Concurrent Transfer of Servicing  

 Funding Details Report 

You must export the report to a .pdf file, .xls spreadsheet, or a .csv file format to view the 

report. 

All other reports will open in the View Report page.  Refer to ‘View Report” in this 

chapter for more information.  

An example of the Outbound Search Results page is displayed below.  

 

The Date and Time Report Generated column represents the date Freddie Mac sent the 

report to Service Loans.  The time is displayed in military time.  

If an item is bolded for the Edits to be Cleared and System Cleared Edits reports, this 

means the report contains data.  For these reports, non-bolded items, do not contain data. 
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To increase your search results view, click the Number of reports per page pick list and 

select the desired number.  You may also click the Next XX link to view additional 

results.  These features are highlighted in the diagram below.  

 

Export, Open, Save and Print Outbound Reports 

Follow the procedure below to export, open, save and print your report from the 

Outbound Search Results page. 

1. From the Outbound Reports Search Results page, select the report to export by 

clicking the radio button in the Select column. 

 

2. Click the icon that represents the file format to which you want to export your 

report.  

Icon File Format 

 

Your report will be exported in .pdf format and will open in 

Adobe Acrobat Reader.  You will only be able to print in this 

format.  You cannot sort or filter the data. 

 

Your report will be exported in .xls format and will open in 

Microsoft Excel.  You will be able to sort, filter and print the 

data. 

 

Your report will be exported in .csv format, a simple file 

format used to move tabular data between different programs, 

such a database program to a spreadsheet program.  It will 

open in Excel or other spreadsheet applications.  You will be 

able to sort, filter and print the data. 
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The system will display a File Download window as shown below. 

 

3. Choose to open or save your report from the File Download window.  

Click: To: 

Open Go directly to the supporting application to view your data.  If 

you want to keep the report, you will need to save it in the 

application. 

Save Save the file with the default file name, select Save.  To rename 

the file, click the drop-down arrow and select Save As.  When the 

save is complete, you have the option to open the file or open the 

folder. 

4. After you export your report, select Return to return to the Search for Outbound 

Reports page.  The system prompts: “Are you sure you want to leave this page?” 

5. Click OK to return to the Search for Outbound Reports page or click Cancel to 

remain on the page. 

View Report Page 

If you searched on the following reports, Service Loans will display the View Report 

page: 

 Newly Funded Loans 

 Newly Transferred in Loans 

 Current Cycle ARM Adjustment Loans 

 Custom Report 

 Seller Servicer Remittance Analysis 

 Remittance Analysis Amount Due Drilldown 

 Remittance Analysis Amount Received Drilldown 

 Detail Adjustment Report 

 Negotiated Payoff Report 
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A sample View Report window is displayed below.  

 

View Report Menu Bar 

The View Report menu bar is located across the top of the View Report window. 

The diagram on the next page identifies the features available on the View Report menu 

bar.   

 

 

 

 

Export, Open, Save and Print Outbound Report 

Follow the procedure below to export, open, save and print Outbound Reports from the 

View Report page.  

1. On the View Report page, click the Export drop down menu. 

2. Choose one of the following file format options: 

 XML file with report data 

 CSV (comma delimited) 

 PDF 

 MHTML (web archive) 

 Excel 

 Tiff file 

 Word 

The system will display a File Download window as shown below.  

 

Pagination 

Controls 
Page 

Magnification 
Search Tools Export 
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3. Choose to Open or Save your report from the File Download window.  

Click: To: 

Open Go directly to the supporting application to view your data. If you 

want to keep the report, you will need to save it in the application 

Save  Save the file with the default file name, select Save.  To rename the 

file, click the drop down arrow and select Save As.  When the save 

is complete, you have the option to open the file or open the folder. 

Cancel To return to the View Report page.  

Note: To print, use the Print function on the menu bar or use the supporting 

application print function to print your report. 

4. After you export your report, close the View Report Window by clciking the X on 

the active window in your browser.  

 

Custom Reports 

The View Custom Report tab allows you to create tailored reports to meet your specific 

needs.  This feature enables you to conduct searches on your portfolio based on loan 

characteristics and criteria that you choose.  Once these reports are generated you can 

view, print, or export them for use.   

You may export the report in the following formats: 

 XML file with report data 

 CSV (comma delimited) 

 PDF 

 MHTML (web archive) 

 Excel 

 Tiff file 

 Word 
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Below is the high-level process you will follow to process and generate your custom 

reports: 

1. Select the fields to display in your report. 

2. Determine how you want the data to be displayed. 

3. Filter and sort your report. 

4. Evaluate output. 

Create a Custom Report 

Follow the procedure below to create a custom report.  

1. From the Reports tab, click the View Custom Report sub-menu.  The Generate 

Custom Report page displays. 

 

 

 

  

Move your cursor 

over the data field 

name to display the 

data field definition. 
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2. Select a field for your report by clicking on the field name in the Select Fields for 

your report box.  The system will populate your selection in the Order of Fields to 

Display box.  Freddie Mac Loan Number and Servicer Loan Number are default 

fields. 

 

Note:  When you move your cursor over the data field name, the definition will 

display in a pop up window. 

  

3. Continue to select fields for your report by clicking on the field name in the Select 

Fields for your report box until all fields you want for your report are selected.  

Note:  When you try to add a field that is already present, you will receive the 

following type of warning message: 

 

If you add data fields beyond the display width of the report, you will receive the 

following warning message: 

 

 To remove a data field you added, click the data field name in the Order of 

Fields to Display box and click X Remove. 

 To place the data fields in the order you want them to display on your report, 

highlight a data field in the Order of Fields to Display box, and click the Move 

Up or Move Down links. 
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Select Filters 

To filter the search results of your report, make selections in the filter box.  The Servicer 

data field is the only required field.  This field defaults to the Servicer number you used 

to log into Service Loans.  You may change this number by clicking the Servicer pick list 

and selecting another Servicer number.  All other selections are optional.  

 

Follow the procedure below to complete your filter selections.  

1. Select the Servicer number from the Servicer pick list.  This is a required data 

field. 

2. Select the accounting cycle from the pick list.  The application defaults to the 

most recent accounting cycle.  

3. Enter optional filter selections, as needed:  

 Enter the Freddie Mac loan number in the FM Loan data field.  You may enter 

multiple Freddie Mac loan numbers separated by a comma.  

 Enter the Servicer loan number in the Servicer Loan data field.  

 Select Yes or No from the PARC pick list.  

 Select Yes or No from the CE Collateral Flag pick list. 

 Select the loan status by clicking on the appropriate check box in the Loan 

Status box. 

 Select the DLP by clicking on the appropriate check box in the DLP box. 

 Enter the funding date in the Funding Dt From and To data fields in the 

following format mm/dd/yyyy.  

 Enter the remittance due date in the Remittance Due Dt From and To data 

fields in the following format: mm/dd/yyyy. 

 Enter the exception date in the Exception Dt From and To data fields in the 

following format:  mm/dd/yyyy.  

 Select the exception code by clicking on the appropriate check box. 

4. Click Continue after you have selected your filter options.  The Generate Custom 

Report Sort Order page will display.  If you receive an error message, correct your 

data and click Continue again. 

To learn about a 

data field, move 

your cursor over the 

data field name to 

display the data 

field definition. 
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Determine the Sort Order for your Custom Report 

The Generate Custom Report Sort Order page allows you to select how you want to see 

the first three data fields and whether you want the information to be in ascending or 

descending order.  If you do not select a sort order for your custom report, the report will 

default sort order by Freddie Mac loan number descending.   

 

The following steps are optional. 

1. Select the First Element to Sort By pick list and select the first data field you want 

your report to sort by.  Note:  If you want to generate a preview of the report, you 

must select the first element to sort by. 

2. Select the Ascending or Descending radio button for the First Element to Sort By. 

The default is Ascending. 

3. Do not select a Subtotal/Group. 

4. Repeat steps 1 through 3 for the remaining two data elements, if needed. 

Generate Custom Report  

Click one of the following options once you complete your search criteria:  

Click: To: 

Return Return to the Generate Custom Report page. 

 The system prompts with the following confirmation message: 

“Are you sure you want to leave this page?” 

 Click OK to return to the Generate a Custom Report page. 



Reports 

Freddie Mac Document  Service Loans User Guide  
August 2016 7-33 Chapter 7 

 

Click: To: 

Generate a 

Preview… 
Preview what your report will look like. 

 You must have selected the first element to sort by. 

 Restricted to 50 rows of data. 

 Report opens in new window. 

Generate a 

complete report… 
Create the custom report based on the criteria you selected. 

 Restricted to 50,000 rows of data. 

 Report opens in new window. 

Print, Download, and Export Custom Report Results 

Follow the procedure below to print, download and export custom report results.   

1. On the View Report page, click the Export pick list. 

2. Choose one of the following file format options: 

 .XML file with report data 

 .CSV(comma delimited) 

 .PDF 

 MHTML (web archive) 

 Excel 

 TIFF (tagged image file format) 

 Word 

3. Choose to open or save your report.  

Click: To: 

Open Go directly to the supporting application to view your data. If you 

want to keep the report, you will need to save it in the application 

Save  Save the file with the default file name, select Save.  To rename the 

file, click the drop-down arrow and select Save As.  When the save 

is complete, you have the option to open the file or open the folder. 

Cancel To return to the View Report page.  

3. To print the report, use the supporting application print function.  
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Introduction 

The Service Loans application provides a function that enables users to initiate 

Subsequent Transfer of Servicing (TOS).  A Subsequent Transfer of Servicing occurs 

after Freddie Mac purchases the mortgages.   

You must submit Form 981, Agreement for Subsequent Transfer of Servicing – Single 

Family Mortgages, in accordance with Single Family Seller/Servicer Guide (Guide) 

Section 7101.2 at least 45 days prior to submitting a Subsequent Transfer of Servicing 

(hereinafter referred to as TOS) request. 

A TOS transfers the mortgage to a Freddie Mac approved Servicer after Freddie Mac 

purchases the mortgage.  A TOS affects all servicing duties and responsibilities (as set 

forth in the purchase documents) for mortgages and Real Estate Owned (REO) properties 

owned in whole or in part by us.  Freddie Mac determines whether to approve each TOS 

for each of the options.  The Servicer receiving mortgages must be eligible to receive a 

TOS. 

For a TOS, the transferor is the Servicer that transfers or proposes to transfer, servicing of 

the mortgage(s) or portfolio after Freddie Mac purchases the transferring mortgages.  The 

transferee is the Servicer that acquires, or proposes to acquire, the servicing of the 

mortgage portfolio. 

Before You Begin 

Before you begin to use Service Loans to initiate a TOS, review Freddie Mac’s 

requirements for Transfer of Servicing in Guide Chapter 7101.   

The following topics will be discussed in this chapter: 

 Manage Portfolio Process Flow 

 Manage Portfolio Transfer 

 Manage Portfolio Transfer Data Field Definitions 

 Create New Request 

 Import Request 

 View Details 

 Modify Request (Add or Delete loans) 

 Delete Request 

 View Approval Letters 

 Review Errors  

 Refresh 

 Export 



Manage Portfolio Transfer 

Freddie Mac Document  Service Loans User Guide 
August 2016 8-2 Chapter 8 

Manage Portfolio Transfer Process Flow 

The TOS process allows you to transfer a single loan, multiple loans or your entire 

portfolio using the Service Loans application. You can import or manually enter loans to 

be transferred. 

The process to submit a TOS request is as follows: 

1. Submit the original, executed Form 981 to the designated Freddie Mac business 

area. 

2. Access Service Loans to create and submit a TOS request. 

3. Review errors for the TOS request.   

4. Modify loans (add loans or delete ineligible loans). 

5. Export the transfer activity details, one transfer at a time.  You can access this 

anytime after a request is created. 

6. Receive approval. 

Manage Portfolio Transfer 

The Manage Portfolio Transfer page is the primary page you use to create and manage 

TOS activity.   The page contains all of your TOS activity for new and modified requests.  

Activity on this page is available after you create a new request and the TOS request is 

submitted.  The first time you access this page there will not be any activity available to 

view. 

To access the Manage Portfolio Transfer page, complete the following steps: 

1. From the My Home tab, click Manage Portfolio.  The Manage Portfolio sub-menu 

displays. 
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2. Review the notice information and click OK.  The Manage Portfolio Transfer 

page displays.  

 

To manage activity, sort the desired column title.  Sort columns by selecting the transfer 

you wish to manage or review and then clicking the column title.  

The application will sort in ascending and descending order each time you click the 

column header.  A green arrow indicates the order of sort.  

 

Manage Portfolio Transfer Data Fields 

The following table provides the data field definitions for data fields located on the 

Manage Portfolio Transfer tab and sub-menus.  

Data Field Definition 

Transferor 

The Servicer that transfers or proposes to transfer, servicing of 

the mortgage(s) or portfolio after Freddie Mac purchases the 

transferring mortgages. 

This value is automatically populated.  

Transferee 

The Servicer that acquires, or proposes to acquire, the servicing 

of the mortgage(s) or mortgage portfolio. 

Enter the six-digit Freddie Mac Seller/Servicer ID number as 

noted on Form 981. 

Request 

Date/Time 

A date and time stamp indicating when the TOS request was 

submitted. 
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Data Field Definition  

Effective Date 

The date the TOS request becomes effective as reflected on the 

Form 981. 

The effective date must be 45 or more days in the future and 

will begin on the 16th of the following month. 

Transfer Type 
Indicates if the TOS request includes all loans or individual 

loans.  

User ID 
The Service Loans User ID of the user that created the TOS 

request.  

Confirmation 

Message ID 

The tracking number of a submitted TOS request.  

No. of Loans 
Indicates the number of loans included in a TOS request.  For 

an All Loans Transfer Type this number will always be 0. 

Serial No. 
Numerical value of loan number associated with Portfolio 

Transfer Request.  

Freddie Mac Loan 

No.  

Nine -digit loan number assigned by Freddie Mac.  

Status  

Indicates the status of the Manage Portfolio Transfer Request.  

The following are valid values: 

 Requested 

 Deleted 

Transfer Type 

The transfer type will determine the Manage Portfolio functions available.  There are two 

types of transfers: 

 All Loans 

 Individual Loans 

An All Loans transfer type is a full portfolio transfer and provides the capability to 

perform the following functions: 

 Create New Request 

 Review Errors 

 View Approval Letters 

 Refresh List  
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An Individual Loans transfer type is a partial portfolio transfer and provides the 

capability to perform the following functions: 

 Create New Request 

 View Details 

 Modify Request 

 Delete Request 

 View Approval Letters 

 Review Errors  

 Export Portfolio Transfer Request 

 Refresh List 

Manage Portfolio Transfers Functions 

Use the function tabs at the bottom of the Manage Portfolio Transfers page to complete a 

TOS transaction.   

 

Refer to the following table for a description of each function.    

Function Description  

Create New 

Request 

Create a new TOS request. 

This function will also provide access to Import a TOS Request. 

View Details 

View details of the TOS request. 

This view provides details on current activity such as the active 

number of loans in the transfer and loans that have been deleted.  

Modify Request 

Add or delete loans on an existing TOS request. 

Must be performed no later than the end of the calendar month 

prior to the requested transfer date. 

For example, if the effective date of the transfer is 4/16, you 

must add or delete loans no later than 3/31. 

Delete Request Delete an existing TOS request. 
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Function Description  

View Approval 

Letters 

View, print or save approval letters. 

 Available on the approval date. 

 Transferor approval letter 

 Transferee approval letter 

Review Errors 

View a list of critical and exception errors associated with the 

TOS request. 

 Critical errors are associated with an invalid Freddie Mac 

Seller/Servicer ID number for the Transferee. 

 Exception errors occur due to an invalid Freddie Mac 

loan number.   

Refresh List Refresh the contents of the page you are viewing. 

Export 

Export a TOS request.  The exported data includes the Freddie 

Mac Loan Number, Transferor and Transferee Number, 

Effective Date, Individuals Loans and the Status.  Data exports 

in .csv format. 

Create New Request 

After submitting Form 981, access Service Loans to create a TOS request.  You may 

transfer all loans or an individual transfer.  An individual transfer can include one or 

many loans.  

Perform the following steps to create a new TOS request:  

1. Click the Manage Portfolio tab to access the Manage Portfolio Transfer sub-

menu.  The Manage Portfolio Transfer Instructions and Key Points display.   

2. Review the Instructions and Key Points and click OK.  The Manage Portfolio 

Transfer page displays.  

3. Click Create New Request.  The Create New Portfolio Transfer Request page 

displays.   
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4. Enter Transferee number as the 6-digit Freddie Mac Seller/Servicer ID number as 

noted on Form 981.  

5. Select the Effective Date as noted on Form 981.  The date must be 45 or more 

days in the future and will begin on the 16th of the following month. 

6. Choose All Loan Transfer or Individual Transfer. 

7. If you select Individual Transfer, enter the Freddie Mac loan number.  

 
Note:  An individual transfer can include one or many loans.  After you enter the 

first Freddie Mac loan number the system will allow you to enter multiple loan 

numbers. 

If you do not want to manually enter loan numbers, you may import.  Refer to 

“Import” in this chapter. 

8. Click Submit. The system will prompt: “Are you sure you want to submit the 

data?” 

9. Click OK.  The confirmation data will display in the Confirmation box.  

 

If you made an error in any of the fields on this page, click the Clear button to 

clear all fields, re-enter the data and click Submit. 

10.  Click Return.  The system will prompt: “Are you sure you want to leave this 

page?”  

11.  Click OK.  The Manage Portfolio Transfers page displays with the New Portfolio 

Transfer Request you submitted in the list of loans.  
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Import Request 

You can use the Import Loan Activity function to import loan data into the Service Loans 

application to submit to Freddie Mac.  

The Import function is available on the Manage Portfolio Transfers sub-menu, through 

the Create New Portfolio Transfer Request page.  The Import feature is available for 

Individual Loans Transfer and not All Loans Transfer.   

Import loan numbers for an Individual Loans Transfer at least 30 days prior to the 

effective date of the transfer.  For more information, refer to Chapter 4, Import Loans. 

Access Import Request 

To access the import feature, follow the steps below:  

1. Perform steps 1 through 7 in the procedure “Create New Request” outlined on 

pages six and seven in this chapter.  Your page should look similar to the example 

below.  

 

2. Click Import.  The Import Loans page displays with the required fields 

populated.  

 

3. Follow the instructions for importing loans in Chapter 4.  
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View Details 

Use the View Details function to view details of your TOS Request.  The details of the 

TOS Request are located on the Loan Numbers Associated with Portfolio Transfer 

Request page shown below. 

 

View Details Data Field Definitions 

The table below details the type of information located on the Loan Numbers Associated 

with Portfolio Transfer Request page located within the View Details function.  

Data Field Description 

Confirmation 

Message ID 

The tracking number of a submitted TOS request.  

Transferor 

The Servicer that transfers or proposes to transfer, servicing of the 

mortgage(s) or portfolio after Freddie Mac purchases the 

transferring mortgages.   

This value is automatically populated.  

Transferee 

The Servicer that acquires, or proposes to acquire, the servicing of 

the mortgage(s) or mortgage portfolio. 

Enter the 6-digit Freddie Mac Seller/Servicer ID number as noted 

on Form 981. 

User ID 
The Service Loans User ID of the user that created the TOS 

request.  

Request 

Date/Time 

A date and time stamp indicating when the TOS request was 

submitted.  



Manage Portfolio Transfer 

Freddie Mac Document  Service Loans User Guide 
August 2016 8-10 Chapter 8 

 

Data Field Description 

Effective Date 

The date the TOS Request becomes effective as reflected on the 

Form 981.   

The effective date must be 45 or more days in the future and will 

begin on the 16th of the following month. 

Serial No. 
Numerical value of loan number associated with Portfolio Transfer 

Request.  

Freddie Mac 

Loan No.  

Nine-digit loan number assigned by Freddie Mac.  

Status  

Indicates the status of the Manage Portfolio Transfer Request.  

The following are valid values: 

 Requested   

 Deleted  

View Details of a TOS Request 

Perform the following steps to View Details of a TOS request.  

1. Click the Portfolio Management tab to access the Manage Portfolio Transfer 

submenu.  The Manage Portfolio Transfer Instructions and Key Points display.   

2. Review the Instructions and Key Points and click OK.  The Manage Portfolio 

Transfer page displays.  

3. Select the mortgage you want to view details for in the Select column. 
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4. Click View Details.  The Loan Numbers Associated with Portfolio Transfer 

Request page displays.  

 

5. Review the information.  

6. Click Return.  The system will prompt: “Are you sure you want to leave this 

page?” 

7. Click OK.  The Manage Portfolio Transfer page displays.  

After viewing the details of a TOS request you can add or delete single loans using the 

Modify Request function. 

Modify Request 

The Modify Request function allows you to add or delete single loans.  

Follow the procedure below to modify a request.  

1. Click the Portfolio Management tab to access the Manage Portfolio Transfer sub-

menu.  The Manage Portfolio Transfer Instructions and Key Points display.   

2. Review the Instructions and Key Points and click OK.  The Manage Portfolio 

Transfers page displays.  

3. Select the radio button for the request you want to modify from the Select 

Column. 
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4. Click Modify Request. The Modify Portfolio Transfer Request page displays.    

 

To Add Loans: 

1. Enter the Freddie Mac loan number that you want to add to the transfer of 

servicing request.  

2. Click Submit.  The system will prompt:  Are you sure you want to submit the 

data? 

3. Click OK.  The confirmation data for the transaction displays in the Confirmation 

box.  You may add additional loans by clicking Import.  This will take you to the 

Import page with TOS pre-populated. 
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You have modified a Portfolio Transfer Request by adding loans.  You now have the 

following options: 

Click: To: 

Return 
Return to the Modify Portfolio Transfer Request page and view an 

updated loan count of the TOS Request you just modified. 

Import Go to the Import Loans page. 

Clear Clear the data on the screen and add additional loans.  

Submit Submit the transaction again.  

To Delete Loans: 

1. Select the loan numbers you want to delete by clicking on the check box or click 

the link Select All to delete all loans. 

 
2. Click Submit. The system will prompt: “Are you sure you want to submit the 

data?” 

 

3. Click OK.  The Modify Portfolio Transfer Request page re-displays with 

confirmation data for the transaction.   
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You have modified a Portfolio Transfer Request by deleting loans.  You now have the 

following options: 

Click: To: 

Return Return to the Modify Portfolio Transfer Request page and view an 

updated loan count of the TOS Request you just modified. 

Import Go to the Import Loans page. 

Clear Clear the data on the screen and add additional loans.  

Submit Submit the transaction again.  

Delete Request 

Use the Delete Request function on the Manage Portfolio Transfer page to delete a TOS 

request. 

To do this, perform the following steps.  

1. Click the Manage Portfolio tab to access the Manage Portfolio Transfer submenu. 

The Manage Portfolio Transfer Instructions and Key Points display.   

2. Review the Instructions and Key Points and click OK.  The Manage Portfolio 

Transfer page displays.  

3. Select the TOS Request you want to delete from the Select column. The Delete 

Request function is enabled.  
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4. Click Delete Request.  The Delete Portfolio Transfer Request page displays.  

 

5. Verify this is the TOS request you want to delete by reviewing the Freddie Mac loan 

numbers.   

6. Click Delete. The system prompts: “Are you sure you want to delete?” 

7. Click OK.  The Delete Portfolio Transfer Request page re-displays with confirmation 

data for the transaction.  

 

8. Click Return.  The system prompts: “Are you sure want to leave this page?” 

9. Click OK.  The Manage Portfolio Transfer page displays with the TOS request 

deleted. 

 

 



Manage Portfolio Transfer 

Freddie Mac Document  Service Loans User Guide 
August 2016 8-16 Chapter 8 

Export Request 

The Service Loans application provides export capabilities.  The export function gives 

you the ability to export transfer of servicing data for individual loans.  The data will 

download to a file in .csv, .xls, or .pdf format.   

The exported data includes but is not limited to:  

 Freddie Mac Loan Number 

 Transferor Number 

 Transferee Number 

 Effective Date 

 All or Individual Loans 

 Status 

Export is available on the following pages: 

 Manage Portfolio Transfers 

 The Loan Numbers associated with Portfolio Transfer Request page via the View 

Details tab  

 The View Existing Portfolio Transfer Requests page via the Export Request tab 

Follow the steps below to Export data from the Manage Portfolio Transfer page.   

1. Click the Manage Portfolio tab to access the Manage Portfolio Transfer submenu. 

The Manage Portfolio Transfer Instructions and Key Points display.   

2. Review the Instructions and Key Points and click OK.  The Manage Portfolio 

Transfer page displays.  

3. Select the Transfer Request in the Select column you want to export data from 

Service Loans.  

4. Click the appropriate Export icon that represents the format you want to 

download the data in.  The system will prompt: “Are you sure you want to save 

the data?” 
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5. Click OK. The File Download window displays.  

 

If you want 

to: 

Then: 

Open the file Click Open.  The data will download and open in Microsoft® 

Excel®. 

 

Save the file 1. Click Save.  The Save As window displays. 

 

2. Browse to the location where you want to save the data and 

rename the file if necessary. 
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If you want 

to: 

Then: 

Save the file 

(continued) 

3. Click Save.  The Download Complete window displays. 

 

 

 

 

 

 

View Approval Letters 

An approval letter is issued after Freddie Mac approves the TOS.  Approval letters are 

available on the approval date.  Separate approval letters are issued to both the transferor 

and the transferee stating their responsibilities, the effective date of the transfer and 

additional terms and conditions.  You may download your approval letters directly from 

the Service Loans application in .txt format. 

If there are no approval letters available, the system will display a message stating no 

approval letters available as displayed below.  

 

To view the data, click Open. 

The data will display in the 

application and format you 

selected. 
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If approval letters are available, the View Approval Letters page will display a listing of 

approvals available for download.  

Follow the steps below to view approval letters. 

1. Click the Manage Portfolio tab to access the Manage Portfolio Transfer submenu. 

The Manage Portfolio Transfer Instructions and Key Points display.   

2. Review the Instructions and Key Points and click OK.  The Manage Portfolio 

Transfer page displays.  

3. Select the TOS request you want to view an approval letter for from the Select 

column.  

4. Click View Approval Letters.  The View Approval Letters page displays.   

 

5. Click the Click here to download report link next to the Transferor ID for which 

you want to view approval letters.  The File Download window displays.  

 

If you want to: Then: 

Open the file Click Open.  The Approval Letter downloads in Notepad in a 

.txt format. 
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If you want to: Then: 

Save the file 1. Click Save.  The Save As window displays. 

 

2. Browse to the location where you want to save the data 

and rename the file if necessary. 

3. Click Save.  The Download Complete window displays. 

 

Note:  When saving the approval letter, Freddie Mac 

recommends you open the letter, select Format: Word 

Wrap from the drop down menu to reformat the approval 

letter. 
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Review Errors 

Errors occur when a TOS request contains ineligible loans or when there is an ineligible 

Servicer.  In these instances, you will receive error reports indicating the type of error 

that has occurred.   

You must click the Review Errors button for each transfer request to ensure there are no 

errors.  If you fail to acknowledge the errors and correct them, it will delay or suspend the 

processing of your request. 

There are two types of errors critical or loan exceptions.  

Critical Exceptions – occur when you have an ineligible Servicer.  The exception report 

is available the business day following Freddie Mac’s receipt and review of Form 981.   

When this occurs, you must: 

 Determine if the Servicer ID number was incorrect, submit a corrected Form 981 

(Subsequent Transfer of Servicing) with the applicable Transferor/Transferee 

number, ensure all corrections are initialed and/or signed (with original wet 

signatures/initials) by both parties and resubmit the form to Freddie Mac. 

 Create a new TOS request with an eligible Servicer/Transferee and submit.  

Loan Exceptions – occur when you have an ineligible loan for transfer.  Loans must be 

allocated to the TOS request before Freddie Mac can determine whether there are any 

loan exceptions.  The exception report is available after Freddie Mac’s receipt and review 

of Form 981 and loan eligibility determination.   

You will need to: 

 Remove loan from the transfer request manually or by import. 

 If loan numbers were imported, correct the import file and re-import (select, 

import to delete when re-importing). 

View Error Reports 

Perform the following steps to view the error reports:  

1. From the My Home tab, click Manage Portfolio.  The Manage Portfolio sub-menu 

displays. 

2. Review the notice information and click OK.  The Manage Portfolio Transfer 

page displays.  

3. In the Select column, click the button for the request corresponding to the error 

report you want to download. 
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4. Click Review Errors.  The Review Error Reports page displays.  

 

Note:  Click Show All in the drop down menu to view all reports. Click Return 

to exit this page and return to the previous page you were working on. 

If there are no error reports available, the application will display a message stating no 

error reports are available.  

If there are errors, the system advances you to the Review Error Reports page where you 

can view a list of all of the error reports for that request.   

Download Error Report 

You can find the error report corresponding to your transfer request based on the 

Received Date (request received).  Click the Click here to download report link to 

download and view the report.  The document will download in .txt format. 

To download the report, click the Click here to download report link that corresponds to 

the Received Date of the error report you want to view.  The File Download window 

displays.  
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If you want to: Then: 

Open the report Click Open.  The error report opens in Notepad in a .txt 

format. 

 

Save the report 1. Click Save. The Save As dialogue window displays. 

 

2. Browse to the location where you want to save the file. 

3. Rename the file in necessary. 

4. Click Save. 

5. Click the Return button to return to the Review Error 

Reports page. 
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Introduction 

The Obtain Valuation function in Service Loans allows you to request and retrieve the 

estimated market value (EMV) and minimum net proceeds (MNP) for evaluating a 

mortgage you service for Freddie Mac for a Standard Short Sale. 

When evaluating an eligible borrower for a Standard Short Sale or Streamlined Short 

Sale, you are required to obtain both a property value provided in the form of an EMV 

and the MNP from Freddie Mac through the Service Loans application.  An EMV and 

MNP will be returned in Service Loans with a Good Through Date indicating the length 

of time the property value and MNP will be valid.  If you are unable to obtain an 

evaluation decision on a purchase offer prior to the expiration, a new valuation must be 

obtained via the Service Loans application to evaluate the purchase offer.  

You will use the MNP and EMV to evaluate the purchase offer received, and if you have 

delegated authority to approve and all of the short sale eligibility requirements are met, 

including the purchase offer less the transaction costs meets or exceeds the MNP, then it 

will enable settlement of the short sale in Workout Prospector®.  

The Obtain Valuation tab contains the following sub-menus: 

 Search 

 New Request 

 Bulk Import 

A sample page is displayed below highlighting where the Obtain Valuation tab is located 

on the Service Loans menu.  
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The following main topics are discussed in this chapter: 

 Before You Begin  

 What is a Short Sale?  

 What are Minimum Net Proceeds?  

 Delegated Mortgage Insurance (MI) Companies  

 New Request 

 Search 

 Bulk Import 

 Print, Export, and Download Data 

Before You Begin 

Before you begin to use the Obtain Valuation function in Service Loans, you must be 

assigned the user role of Workout Specialist or Workout Specialist – Read Only.  Contact 

your User Administrator if you have questions. 

You should also be familiar with the requirements for a Freddie Mac Standard Short Sale.  

Refer to Single-Family Seller/Servicer Guide (Guide) Chapter 9204 for Standard Short 

Sale requirements. 

What is a Short Sale? 

A short sale is the sale of mortgaged premises for less than the total amount necessary to 

satisfy the mortgage. 

If the borrower’s eligible hardship is permanent or long-term and the borrower is unable 

or unwilling to sustain homeownership, determine if the borrower meets the eligibility 

requirements and then evaluate the borrower for a short sale according to Guide Section 

9204.  As a reminder, you must comply with Freddie Mac’s evaluation hierarchy in 

Guide Section 9201.2. 

Freddie Mac Servicers are delegated to approve most short sales in accordance with the 

requirements of Guide Sections 9208.1 through 9208.8. 

What are Minimum Net Proceeds? 

Once you have determined that the borrower has met the eligibility requirements for a 

Standard Short Sale and you have determined it meets the requirements of the Standard 

Short Sale delegations provided in Guide Chapter 9204, you may approve a short sale 

transaction, if after allowable transaction costs are deducted, the net proceeds of the 

transaction meet or exceed the Minimum Net Proceeds (MNP) provided to you by 

Freddie Mac through the Service Loans application.  
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To determine if the net proceeds of the sale of the property meet or exceed the MNP, 

deduct the following allowable transaction costs from the gross sales price per Guide 

Section 9208.7. 

For example: 

$100,000.00 Gross Sales Price  

 $9,000.00  Allowable Closing Costs (including real estate commission) 

 $6,000.00 Payment to subordinate lien holders 

 $3,000.00 Borrower relocation assistance 

$82,000.00 Determine this amount meets or exceeds the minimum net 

proceeds in Service Loans 

You are not delegated to approve a short sale transaction if the amount remitted to 

Freddie Mac at closing would be less than the MNP.  If the net proceeds are less, you 

must counteroffer with an amount that meets the MNP in agreement with the response 

time frames established in Guide Section 9208.6.  You may submit a recommendation to 

Freddie Mac for review if a subsequent offer does not meet the minimum net proceeds.  

See Guide Section 9208.2 for more information on submitting a recommendation to 

Freddie Mac. 

You must use Workout Prospector® to settle the short sale. 

Delegations by Mortgage Insurance (MI) Companies  

When you approve and process a short sale, you must ensure you are complying with the 

requirements of the mortgage insurer. You must determine the applicable mortgage 

insurer’s approval of the terms of the short sale or confirm the applicable mortgage 

insurer has provided a delegation of authority. 

Freddie Mac has delegation of authority with certain MI companies that grant permission 

for Servicers to approve the terms of a short sale transaction.  You must obtain approval 

from any mortgage insurance company with whom Freddie Mac does not have a 

delegated authority agreement to complete a short sale. 

To view a list of MI companies that have granted delegated authority to Freddie Mac,  

click the Delegated MI Companies link on the My Home page in Service Loans.  The 

link is highlighted below. 
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If the MI company is not on the Delegated MI approval list for a short sale, you are still 

responsible for obtaining the necessary MI approval.  

If you are not delegated to approve a short sale but feel a short sale may be the best 

option for addressing the delinquency, submit a recommendation and rationale to Freddie 

Mac for review according to the requirements in Guide Section 9208.2. 

For more information on mortgage insurance and short sales refer to Guide Section 

9208.7.  To view a list of companies that have received a delegated authority agreement 

with Freddie Mac follow the procedures below: 

1. From the My Home tab, click Delegated MI Companies in the Launch External 

Applications box.  The Service Loans MI Companies page displays. 

 

New Request 

Use the New Request function on the Obtain Valuation tab to request a property 

valuation in Service Loans.   
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The table, Valuation Information – New Request Data Field Definitions, provides data 

field valid values or formats and definitions for the Valuation Information – New Request 

page.   

Refer to the following table for details on how to complete each data field. 

Data Field 
Valid Format/ 

Values 
Definition  

Auto- 

Populated? 

Y/N 

Freddie Mac 

Loan 

Number 

Numeric Nine-digit loan number assigned 

by Freddie Mac.  

Warning:  If you enter less than 

nine digits, the system will prefix 

zeros to make it a nine-digit 

number.  For example, you enter 

1234, the system enters the 

number as 000001234. 

N 

Seller/ 

Servicer 

Loan 

Number 

Alphanumeric The loan number assigned by the 

Seller/Servicer.  The maximum 

number of characters is 13 digits.  

No minimum.  Optional. 

N 

Servicer 

Name 

Alphanumeric Name of the Servicer.  The 

maximum number of characters is 

50. 

N 

Order 

Source 

Alphanumeric Entity that generates the order.  

Service Loans will auto populate 

this field to Servicer.  This field 

cannot be edited. 

Y 

Transaction 

Type 

Alphanumeric   Service Loans will auto populate 

this field to indicate the 

transaction type is Short Sale.  

This field cannot be edited. 

Y 

Service Type 

Interior/ Exterior 

BPO w/Photos 

Requested service for property 

valuation.  Service Loans will auto 

populate this field with 

Interior/Exterior BPO with Photos.  

This field cannot be edited. 

Y 

Servicer 

Contact First 

Name 

Alphanumeric First name of the person Freddie 

Mac should call regarding any 

questions about the request for 

property value information.  The 

maximum number of characters is 

25. 

N 



Obtain Valuation  

Freddie Mac Document  Service Loans User Guide 
August 2016 9-6 Chapter 9 

 

Data Field 
Valid Format/ 

Values 
Definition  

Auto- 

Populated? 

Y/N 

Servicer 

Contact Last 

Name 

Alphanumeric Last name of the person Freddie 

Mac should call regarding any 

questions about the request for 

property value information.  The 

maximum number of characters is 

25. 

N 

Servicer 

Contact 

Phone - 

Extension 

Numeric 10-digit number phone number of 

the person Freddie Mac should 

call regarding any questions about 

the request for property value 

information.  The phone extension 

is not mandatory.  However, if you 

enter a phone extension it must be 

four digits. 

N 

Servicer 

Contact Fax 

Number 

Numeric 10-digit fax number of the person 

Freddie Mac should contact 

regarding any questions about the 

request for property value 

information.  For example, 

8005551212.  Optional. 

N 

Servicer 

Contact 

Email 

The email address of the person where notifications 

about the request will be sent. The maximum number 

of characters is 50. 

You may use hyphen and underscore symbols after the 

domain (@) and before .com. 

Example of valid format:  

Firstname_lastname@FreddieMac.com 

N 

Property 

Address 

Alphanumeric The physical address of the subject 

property.  The maximum number 

of characters is 60. 

Y 

Property 

City 

Alpha  City where the subject property is 

located.  The maximum number of 

characters is 20. 

Y 

Property 

State 

Two-digit state 

abbreviation  

State or U.S. territory where the 

subject property is located.  The 

maximum number of characters is 

2. 

Y 
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Data Field 
Valid Format/ 

Values 
Definition  

Auto- 

Populated? 

Y/N 

Property Zip 

Five-digit 

number.  Each 

digit must be a 

value between 0-

9. 

Zip code where the subject 

property is located. 

Y 

Property 

Type 

 Single Family 

Detached 

 Townhouse 

 2 Units 

 3 Units 

 4 Units 

 Condo 

 Co-op 

 Mobile Home 

 Manufactured 

Home 

 Planned Unit 

DV 

 Land Only 

 Other  

 Condotel 

 Modular 

The property type associated with 

the Freddie Mac loan number.  

N 

Property 

Contact 

Name 

Alphanumeric Contact name for access to the 

property.  N 

Property 

Contact Day 

Phone – 

Extension: 

10-digit number 

Extension:  If 

used, must be a 

four-digit 

number.   

Contact name’s daytime phone 

number and extension. The 

daytime phone number is a 

mandatory field.  The day phone 

extension is not mandatory.  

However, if you enter an 

extension it must be four digits. 

N 
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Data Field 
Valid Format/ 

Values 
Definition  

Auto- 

Populated? 

Y/N 

Special 

Interior 

Access 

Alphanumeric Special instructions about the 

property. For example: 

 Lockbox code 1234 

 Call after 5:00 p.m. only 

 Cell phone number: 111-

111-1111 

N 

How to Enter a New Request 

Use the Valuation Information – New Request functionality to manually enter a new 

request for valuation information.  All required data fields in the Valuation Information – 

New Request entry screen are marked with an asterisk (*). 

Perform the following steps to manually enter a new request.   

1. From the My Home page, click the Obtain Valuation tab.  The Valuation 

Information – Search page displays.  

 

2. Click New Request.  The system prompts: “Are you sure you want to leave this 

page?” 

3. Click OK.  The Valuation Information – New Request page displays. 
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4. Enter all required data fields marked with an asterisk.  See “New Request Data 

Field Definitions” in this chapter for more information.  Use the Tab key to move 

from one data field to the next.  You may receive a screen validation error 

message.  Refer to “Error Messages” in this chapter for more information.  Once 

all required data fields are completed, the Submit button will become enabled.  

 

Note: Once you enter the Freddie Mac loan number correctly, the system may 

auto-populate the following data fields: Property Address, Property City, Property 

State, and Property Zip.  You may change this information if necessary.   

5. Click Submit. The system prompts: “Are you sure you want to submit?” 

 

6. Click OK.  The Confirmation Message, “The Minimum Net Proceeds request has 

been successfully submitted”, displays in the Confirmation Message box.  

 

Note: You may receive a data or loan validation error message.  Refer to “Error 

Messages” in this chapter for more information.  
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Error Messages 

When completing a New Request, there are three types of error messages you may receive: 

 Screen validation error messages 

 Data validation error messages 

 Loan validation error messages 

Screen Validation Error Messages 

Screen validation error messages appear on the screen in red just below the data field 

where the error has occurred.  These errors are a result of incorrect formatting or missing 

data.  These errors must be resolved prior to submitting the data.  Once these errors are 

resolved, Service Loans will enable the Submit button.  

Examples of screen validation error messages are as follows: 

 

Data Validation Error Messages 

Data validation error messages will appear immediately after you click the Submit button 

in the Confirmation Message box.  See an example below.  

  

Refer to the following table to identify the different types of data validation error messages 

and what action you can take, if applicable.  

Error Message  Required Action 

This Freddie Mac Loan Number is 

invalid.  Please enter a valid 

Freddie Mac Loan Number. 

Verify you have entered a valid Freddie Mac 

loan number.  

Warning:  If you entered less than nine digits 

the system will prefix zeros to make it a nine-

digit number.  For example, when you enter 

1234 the system enters the numbers as follows: 

000001234. 

The Freddie Mac Loan Number is invalid. Please 

enter a valid Freddie Mac Loan Number. 
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Error Message  Required Action 

The Freddie Mac Loan Number 

you entered shows a status of 

CLOSED in our system.  A closed 

loan is a loan that is Paid Off or 

Charged Off. 

Verify you have entered the correct Freddie 

Mac loan number.  If you need further 

assistance, contact your Freddie Mac 

representative or Customer Support at  

800-FREDDIE.  

The Freddie Mac Loan Number 

entered is located in a different 

state than you indicated.  Please 

verify the Freddie Mac Loan 

Number and address. 

Verify the Freddie Mac loan number, property 

address, and property state.  Re-enter this 

information and submit your request again.   

The Freddie Mac Loan Number 

you entered shows a status of REO 

in our system. 

Contact your Freddie Mac representative or 

Customer Support at 800-FREDDIE.  

Loan Validation Error Messages 

Loan validation error messages will also display in the Confirmation Message box.  The 

following table provides the loan validation error messages and the necessary actions to 

take if you encounter any of these messages.  

Error Message  Required Action 

The Freddie Mac Loan Number 

provided has an existing pending 

request for short sale minimum net 

proceeds. 

Use the Valuation Information – Search 

functionality to search for the Freddie Mac loan 

number and view details of the request.  You 

may not submit a duplicate request for a loan in 

a Pending status.  

A valid minimum net proceeds for 

the Freddie Mac Loan Number 

provided already exists. Please use 

the search option to retrieve the 

minimum net proceeds. 

Use the Valuation Information – Search 

functionality to search for the Freddie Mac loan 

number and view the MNP amount for the 

Freddie Mac loan number entered.  You may 

not submit a duplicate request until the Good 

Through Date has expired.   

The Freddie Mac Loan Number 

provided has an existing request on 

hold for short sale minimum net 

proceeds. 

Use the Valuation Information – Search 

functionality to search for the Freddie Mac loan 

number provided and view the Hold Reason.  

You may not submit another request for this 

Freddie Mac loan number until the original 

request is declined or the Good Through Date 

has expired.  
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Error Message  Required Action 

You are not authorized to submit a 

request for the loan number 

entered. 

The Servicer Number associated to the Freddie 

Mac loan number does not exist in the list of 

Servicer numbers for which the request was 

submitted.  Check the Freddie Mac loan 

number and Servicer number. 

How to Correct Errors 

Some of the data validation error messages you receive will not allow you to make 

corrections and direct you to call your Freddie Mac representative.  For those errors you are 

able to correct, you have two options.  You can correct errors while remaining on the 

Valuation Information – New Request page or, you can leave the page and create another 

request.  If you choose to correct your errors while on the Valuation Information – New 

page, you will save time by re-entering only data that needs to be corrected instead of re-

entering all the mandatory data fields.  

If you leave the page, be sure to note the Servicer number and either the Freddie Mac loan 

number or the request date so you will be able to search for the loan record.  You may also 

want to note the specific errors that must be corrected.  

To make corrections while on the Valuation Information – New Request page displaying 

the error: 

1. Re-enter corrected data. 

2. Click Submit.  

To make corrections after leaving the Valuation Information – New Request page, follow 

the procedure below. 

1. From the My Home page, click the Obtain Valuation tab.  The Valuation 

Information – Search page displays. 

2. Enter the Freddie Mac loan number or enter a date range during which the Obtain 

Valuation request was submitted. 

3. Press the Tab key on your keyboard.  

4. Click Search.  The Valuation Information search results display.  

5. Select the Freddie Mac loan number you want to view by clicking the check box 

next to the loan number. 

6. Click View.  The Valuation Information – Detail View page displays.  

7. Make note of the error message. 

8. Click Return.  The system will prompt: “Are you sure you want to leave this 

page?” 

9. Click OK.  The Valuation Information – Search page displays.  
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10. Click the New Request sub-menu.  The system prompts: “Are you sure you want 

to leave this page?” 

11. Click OK.  The Valuation Information – New Request page displays.  

12. Enter the request with corrected data and complete all required data fields. 

13. Click Submit.  A confirmation message displays: “Minimum Net Proceeds 

Request has been successfully submitted.” 

Email Notification of MNP Valuation Results  

Once you have successfully submitted your request for valuation, your request is in a 

Pending status awaiting valuation results.  For more information about a Pending status, 

see “Request Statuses” in this chapter. 

It may take up to 12 calendar days to receive your valuation results.  Continue to monitor 

your email for updates to the request status.  Declined results appear immediately in the 

Confirmation Message box.  Your results will be Completed, Cancelled, Hold, or 

Reinstated from a Hold status and will be communicated in an email to the Servicer contact 

email address that was entered on the Valuation Information – New Request entry screen.  

A Completed result means that an EMV and MNP value are available in Service Loans. 

A sample of the email notification you will receive informing you that the MNP and EMV 

results are available is displayed below.  

 
Use the Freddie Mac loan number and the link in the email notification to access Service 

Loans to search and retrieve the MNP and EMV for a short sale.  Refer to “How to Search 

for Valuation Information” in this chapter for more information. 
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The following are samples of email notifications for property valuations in a Hold or 

Cancelled status.  Use the Freddie Mac loan number and the link in the email notification 

to access Service Loans to search and retrieve the reason for hold and cancelled.  

 
 

 

The following is a sample of a property valuation request that has been reinstated from a 

Hold status. 
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You may receive an email from Service Loans in response to a submitted dispute.  Any 

dispute functionalities, terms or displays as part of the Obtain Valuation functionality in 

the Service Loans application are for Freddie Mac internal use only.  Freddie Mac may 

decide, in its sole discretion or in response to a Servicer’s dispute, to make use of any 

dispute functionalities in the Service Loans application.  Any questions about disputes, 

including email notifications about a dispute, should be sent to Freddie Mac at 

shortsales@freddiemac.com or by calling Customer Support at 800-FREDDIE. 

Search 

The Valuation Information – Search page is used to search for a MNP value and other 

property information available on the Valuation Information – Detail View page.  

 

Request Statuses 

The Request Status indicates what stage in the process your request is in.  When you 

submit a valuation request in Service Loans your request will follow one of the following 

paths: 

 

You can search for an 

individual loan by Freddie 

Mac loan number. 

You may also search 

for multiple loans at a 

time by a date range. 

Enter your search 

criteria in the 

applicable data fields. 

mailto:shortsales@freddiemac.com
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The table below identifies the request statuses and their associated definitions.   

Request Status Definition  

All When selected on the Search screen, will return all statuses in 

your search results.  

Pending The valuation request has been successfully submitted and the 

application is waiting for valuation results.  When selected on the 

Search screen, will return only loans that are waiting for an EMV 

and MNP. 

Completed The valuation request has been successfully processed and the 

estimated market value and minimum net proceeds are available. 

When selected on the Search screen, will return only loans that 

have received an EMV and MNP.  

Declined The valuation request has encountered an error.  When selected 

on the Search screen, will return only loans that have encountered 

an error and did not receive an EMV or MNP.  

To determine why a request was denied, view the Decline Reason 

on the Valuation Information – Detail View page. 

Hold The valuation request has some unresolved issues that the vendor 

is in the process of rectifying.  When selected on the Search 

screen, will only return loans are on hold.  

Cancelled The valuation request has been cancelled.  Refer to the 

cancellation reason for an explanation.  When selected on the 

Search screen, will return only loans that have been cancelled. 

You may submit another request once a Freddie Mac loan 

number has a status of Cancelled.  

Dispute 

Pending 

Any dispute functionalities, terms or displays as part of the 

Obtain Valuation functionality in the Service Loans application 

are for Freddie Mac internal use only. Freddie Mac may decide, 

in its sole discretion or in response to a Servicer’s dispute, to 

make use of any dispute functionalities in the Service Loans 

application.  Any questions about disputes, including the Request 

Status of a dispute, should be sent to Freddie Mac at 

shortsales@FreddieMac.com or by calling Customer Support at 

800-FREDDIE. 

Dispute 

Completed 

Dispute Hold  

Dispute 

Cancelled 

 

mailto:shortsales@FreddieMac.com
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Valuation Information – Search Data Fields 

The following table provides the data field definitions for the data fields located on the 

Valuation Information- Search page. 

Data Field 
Valid Format/ 

Values 
Definition  

Freddie Mac 

Loan Number 

Numeric Nine-digit loan number assigned by Freddie 

Mac.  

Warning: If you enter less than nine digits, the 

system will prefix zeros to make it a nine-digit 

number.  For example, you enter 1234, the 

system enters the number as 000001234. 

Request 

Status 

 All 

 Pending 

 Completed 

 Declined 

 Hold 

 Cancelled 

 Dispute 

Pending 

 Dispute 

Completed 

 Dispute 

Hold 

 Dispute 

Cancelled 

Indicates what stage in the process your request 

is in. 

Any dispute functionalities, terms or displays as 

part of the Obtain Valuation functionality in the 

Service Loans application are for Freddie Mac 

internal use only.  Freddie Mac may decide, in 

its sole discretion or in response to a Servicer’s 

dispute, to make use of any dispute 

functionalities in the Service Loans application.   

Any questions about disputes, including the 

Request Status of a dispute, should be sent to 

Freddie Mac at shortsales@FreddieMac.com or 

by calling 1800FREDDIE. 

Date From mm/dd/yyyy The begin date of the date range for the request.  

Date To mm/dd/yyyy The end date of the date range for the request.  

Servicer 

Number 

Alphanumeric The Seller/Servicer number for which the user 

has access.  This data field is auto-populated.  

Selected 

Servicer 

Number 

Alphanumeric The list of servicer numbers you want to include 

in your search criteria. 

 

mailto:shortsales@FreddieMac.com
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How to Search for Valuation Information  

Follow the steps below to search for property valuation information. 

1. From the My Home page click the Obtain Valuation tab.  The Valuation 

Information – Search page displays. 

2. To search for a Minimum Net Proceeds, do one of the following: 

 To search by Freddie Mac Loan Number, proceed to step 3. 

 To search by Date Range, proceed to step 4. 

3. Enter the Freddie Mac loan number and press the Tab key.  The Search button 

becomes enabled.  Proceed to step 8. 

 

Note:  If you enter less than nine digits, the system will prefix zeros to make it a 

nine-digit number.  For example, if you enter 1234, the system enters the number 

as follows: 000001234. 

4. To search for multiple loans at a time by a date range, select a Request Status. 

This field will default to All.  Your options are: All, Dispute Pending, Dispute 

Completed, Dispute Cancelled, Dispute Hold, Pending, Hold, Cancelled, 

Completed, or Declined. 

5. Enter the beginning date of the date range in the Date From: field manually as 

mm/dd/yyyy or click on the calendar icon to select a date as displayed below.  

 

6. Enter the end date of the date range in the Date To: field.  The date you enter must 

not be a future date.  The Search button becomes enabled. 
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7. If you want to filter your results by Servicer number, click the Servicer numbers 

you want in the Servicer Number box. 

Click: To: 

Add Add a single Servicer number 

Add all Add all Servicer numbers. 

Remove  Remove a single Servicer number. 

Remove all  Remove all Servicer numbers. 

Note:  If you do not select a Servicer Number, Service Loans will return search 

results that include all Servicer Numbers. 

8. Click Search.  The Valuation Information – Search results page displays.  The 

search results are displayed below the search box where you enter your search 

criteria.  If there is no data matching your search criteria, you will receive an error 

message.  Validate you entered the correct Freddie Mac loan number and/or 

Servicer number associated with the Freddie Mac loan number. 

 

9. Select the loan you want to view by clicking the check box next to the loan.  The 

View button becomes enabled. 

 

10.  Click View.  The Valuation Information – Detail View page displays.  

To begin a new search, 

click Clear to clear the 

results. 
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Once your search is complete, you will have the have the following options: 

Click: To: 

Return  Go back to the previous page. 

Print  Print the information.  Refer to “How to Print the Detail View” in this 

chapter.  

Export 
Export the information.  Refer to “How to Export Data” in this chapter.  This 

option allows you to export the Valuation Information – Detail View of the 

selected loan into a .pdf, .xls or .csv file format. 

Viewing Search Results 

When you search by Freddie Mac loan number or a date range, the Search Results page 

will display.  When you select a Freddie Mac loan number to view, your results will be 

displayed on the Detail View page.  This section will address the Valuation Information – 

Search Results and the Detail View page.  

Valuation Information - Detail View Page 

When you search for a loan record and select to view it, you will be on the Valuation 

Information – Detail View page.  The Valuation Information – Detail View page contains 

important information about your property valuation request.  A sample of the results are 

highlighted on the Valuation Information – Detail View page displayed on the next page.  
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Valuation Information 

– Detail View Results 
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The table below defines the results displayed on the Valuation Information - Detail View 

page. These values cannot be edited.   

Data Field Definition  

Request Date The date that a property valuation request was submitted.  

Request Status 
Identifies what stage in the process your request is in (i.e., 

Pending, Completed, Hold, Cancelled or Declined. 

MNP Request 

Completion Date 

The date the property valuation request was completed.  

MNP Request 

Declined Date 

The date the property valuation request was declined.  

MNP Request Hold 

Date 

The date the property valuation request was placed on hold.  

MNP Request 

Cancelled Date 

The date the property valuation request was cancelled. 

No. of Days to 

Completion  

The number of days from the submission date to the date the 

request was completed. 

No. of Days in 

Pending 

The number of days from the submission date of the request to 

the current date.  

No. of Days to 

Decline  

The number of days from the submission date of the request to 

the date the request was declined.  

No of Days in Hold 
The number of days from the Hold date of the request to the 

current date.  

No. of Days to 

Cancel 

The number of days from the submission date of the request to 

the cancellation date.  

National Vendor 

Contact Number 

The number of the vendor processing the property valuation 

request. 

National Vendor 

Contact Name 

The name of the vendor processing the property valuation 

request.  

BPO Order Number The Broker’s Price Opinion order number. 

Hold Comments 

Additional detail about the property valuation request. 

Typically, this section provides additional information when a 

property valuation is in a Hold status and the reason for Hold is 

Other. 
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Data Field Definition  

Cancelled 

Comments 

Additional detail about the property valuation request. 

Typically, this section provides additional information when a 

property valuation is in a Cancelled status and the Cancellation 

Reason is Other. 

Desktop Review 

Comments 

Any dispute functionalities, terms or displays as part of the 

Obtain Valuation functionality in the Service Loans 

application are for Freddie Mac internal use only.  Freddie 

Mac may decide, in its sole discretion or in response to a 

Servicer’s dispute, to make use of any dispute functionalities in 

the Service Loans application.  Any questions about disputes, 

including the Desktop Review Comments, should be sent to 

Freddie Mac at shortsales@FreddieMac.com or by calling 

Customer Support at 800-FREDDIE. 

Reason for Decline 

The reason why the request was not completed.  Refer to 

“Error Messages” in this chapter for more information.  A 

request may be declined for the following reasons: 

 Freddie Mac loan number is invalid. 

 Freddie Mac loan number is an REO. 

 The Freddie Mac loan number is a closed loan. 

 The property state does not correspond to the Freddie 

Mac loan number submitted. 

 There is an existing property valuation request against 

the Freddie Mac loan number with a valid Good 

Through Date. 

 EMV value obtained from desktop review matches the 

current EMV of the loan. 

Hold Reason 

The explanation for why the request was placed on hold.  A 

request may be placed on hold for the following reasons: 

 Insufficient information 

 Occupant refusing access 

 Access information incorrect 

 Future inspection date established 

 Waiting response from point of contact 

 Waiting response from Servicer 

 Other 

mailto:shortsales@FreddieMac.com
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Data Field Definition  

Cancellation Reason 

The explanation for why the request was cancelled. A request 

may be cancelled for the following reasons: 

 Servicer Request 

 No Supplier Found 

 Duplicate Order 

 Insufficient Information 

 Access information incorrect 

 No response from Servicer point of contact 

 Occupants refusing access 

 Order placed in error 

 Easement issue 

 Pending legal issue 

 Incorrect address 

 Other: See comments 

Estimated Market 

Value 

Property valuation estimated by Freddie Mac.  

Minimum Net 

Proceeds 

Amount that represents the lowest short sale net proceeds a 

Servicer is delegated to approve. 

You are delegated to approve a short sale transaction if after 

allowable transactions costs are deducted; it meets or exceeds 

the MNP that Service Loans provides.  

Good Through Date  

The last date your property valuation in Service Loans will be 

valid for a Freddie Mac short sale agreement.  This is 90 days 

from the date the MNP was completed.   
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How to Print the Detail View  

Perform the following steps to print the page: 

1. Click Print.  The Print Friendly View page displays.  

 

 

2. Click Print.  A print dialogue box opens.   

 

3. Click Print to print the page.   

4. When finished, click Cancel to return to the Valuation Information – Detail View 

page.  
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Search Results 

The search results are displayed on the Valuation Information – Search page below the 

search box where you enter your search criteria. 

When you search by a date range, you will see all statuses with the most recent status 

displaying first because a full history of the loan record is displayed.  When you search by 

Freddie Mac loan number, your results will sort by request status in the following order: 

Pending, Completed, Declined, Hold or Cancelled. 

As a reminder, you may filter your results by request status.  A sample of the Search 

results page is displayed below.  

 
  

How to Sort Data in the Search Results  

The search results default view is 25 records per page.  You can change the default view 

and select to view up to 500 loans per page.  Follow the procedure below to change the 

default view for number of records to view per page. 

1. Click the number of records pick list. 

 

2. Select the number of records you want to view from the pick list.  For example: 

100.  Use the scroll bar to view your options up to 500.   

   

The number of 

loan records 

Buttons to advance through 

the pages in results 

The number of result 

pages available for 

viewing 
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3. The Valuation Information – Search results page re-displays with the number of 

records you requested to view. 

Note:  Service Loans only holds a history of 15 months.  Your search results will 

display the number of records requested up to the 15-month history. 

The loan records will default sort by request status in the following order: Pending, 

Completed, and Declined. Within Pending, Completed and Declined the results will sort in 

ascending order by Request Date.   

To re-sort a column of data: 

1. Move your cursor over the heading of the column.  Your cursor will change from 

a pointer to a hand and the column heading will turn from black to blue.  

 

2. Click on a column heading to re-sort the data.  A green triangle will appear next 

to the title of the column heading.  

 

To re-sort the data in ascending/descending order click the column heading again. 

Bulk Import 

The Bulk Import feature in the Obtain Valuation functionality of Service Loans enables 

you to import a single loan or multiple loans and request a MNP for each loan.  Importing 

multiple loans reduces the amount of time required to enter each loan manually.  If you 

want to import loans to receive a property value, you must use this feature in the Obtain 

Valuation function and not other import functions, such as Manage Importing.  

You must match your data to the file layout specific to Obtain Valuation.  The loan data 

must be in either a comma separated value (.csv) or a text (.txt) format while still using 

commas to separate the fields. 

The following topics about Bulk Import will be discussed in this section: 

 How to Access Import Bulk  

 Upload and Test Import  

 Test Import Results 

 Upload and Submit 

 Status and Confirmation Messages 

 View Summary 
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 Bulk Import Error Messages 

 How to Correct Import Errors 

 Additional Data Validation Error Messages 

 Bulk Email Notifications 

How to Access Bulk Import 

Follow the procedure below to access Bulk Import.  

1. From the My Home page, click the Obtain Valuation tab.  The Obtain Valuation 

Information – Search page displays. 

 

2. Click Bulk Import.  The system prompts: “Are you sure you want to leave the 

page?”  

3. Click OK.  The Valuation Information – Bulk Import page displays.  
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Download the Bulk Import File Layout Instructions 

Use the Bulk Import File Layout Instructions to create the bulk import file for Obtain 

Valuation.  Follow the instructions provided in the layout and create your file in .csv or 

.txt format.  

Follow the procedure below to download the Bulk Import File Layout Instructions. 

1. From the Valuation Information – Bulk Import page, click Download File 

Layout.  The File Download dialogue box displays. 

 

2. Refer to the following table: 

If you 

want to: 

Then: 

Open the 

file 

Click Open.  The Bulk Import File Layout opens in Microsoft® 

Excel®. 
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If you 

want to: 

Then: 

Save the 

file 

1. Click Save.  The Save As window displays. 

 

2. The default file name is MNP Bulk Import File Layout.  If 

necessary, change the file name. 

3. Click Save.  The Download Complete window displays. 

Upload and Test Import 

Follow the procedure below to upload and test your import file.  This procedure may 

differ slightly for if you are using Internet Explorer 9.  

From the Valuation Information – Bulk Import page: 

1. Click Add.  The Choose file window opens. 

2.  Browse to the location of the file you want to import, select the file and click 

Open. 

 

Browse to the location of the 

file you want to import. 

Select the file. 

Click Open. 
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3. The Upload button and the name of the file you selected to import will display in 

the File Upload box on the Valuation Information – Bulk Import page. 

 

4. Verify this is the file you want to upload and test.  

5. Click Upload.  Confirmation that the file was successfully uploaded is indicated 

when the file name displays in green and “Done” displays in the File Upload box.  

The Test Import button is enabled. 

 

6. Click Test Import.  Review the test results for errors in the Message column in 

the Valuation Information – Test Bulk Import page.  Click the numbers or arrows 

to view all pages of results.  Refer to “Test Import File Results” in this chapter for 

more information. 

 

 Click an icon if you want to 

export the information. 
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7. Click Return when you have reviewed the errors.  The system prompts: “Are you 

sure you want to leave this page?”  

 

8. Click OK. The Valuation Information – Bulk Import page displays.  

9. Correct the errors in the file, upload and test the import again until you receive no 

errors in your file.  When you have no errors on test import, you are ready to 

submit your file for bulk import to Service Loans.  

Test Import Results 

The Test Import function will test the first loan record in your import file.  The first loan 

record is tested for accuracy and conformity to the bulk import file layout for Obtain 

Valuation.  If the first loan is not formatted correctly, it can affect the entire file and 

prevent it from uploading.  The Test Import function gives you the opportunity to correct 

formatting errors and data validation errors in the source file before uploading the data to 

Freddie Mac.   

If the first loan record has errors, a description of the error displays in the Message 

column.  Use the arrows to view all pages (17 mandatory fields) of the first loan record.  

Verify all loans in the file.  If the loan has no errors, you will see no messages.   

Below is an example of an error message on the Valuation Information – Test Bulk Import 

page: 

 

You may Export the data in .pdf, .xls, or .csv format by clicking the respective icon.  Click 

Return to display the Valuation Information - Bulk Import page.  

Upload and Submit 

After you correct your test import errors, you are ready to upload and submit.  

Follow the procedure below to upload and submit your requests.   

1. From the Valuation Information – Bulk Import page click Submit.  The system 

prompts: “Are you sure you want to upload <file name> to the system?” 
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2. Click OK.  The Valuation Information – Bulk Import page displays information 

in the Status Message and Confirmation Message box and the View Summary 

button is enabled.   

 

3. Click View Summary.  The Valuation Information – View Summary page 

displays. 

 

4. Review all errors displayed in the Message column.    

Caution! You will not be able to return to this page once you leave and clear 

information on the Bulk Import page.  It is recommended that you print, export 

and download this data. 

5. Click Close when finished.  The Valuation Information – Bulk Import page 

displays.  

 

You have completed your bulk import.  You have the following options: 

Click: To: 

Close Return to Valuation – Information Bulk Import page.  

Export 
Export the information.  Refer to “How to Export Data” in this 

chapter for more information. 

Status and Confirmation Messages 

The Status Message box, in the Valuation Information-View Summary page, indicates 

how many and which loans were imported successfully.  The Confirmation Message box 

indicates the date the request was received, the time the request was received and the total 

loan count for successful loans.  The Confirmation Message box also reminds you that if a 

loan record contained loan validation errors an email will be sent to the Servicer contact 

email address you entered in the bulk import file.  As a reminder, these error messages can 

take up to 10 business days to receive.  Loans that have successfully imported and passed 

validation will be processed and remain in Service Loans for 15 months.  
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A sample of the Status and Confirmation Messages are displayed below.  

 

View Summary 

The Valuation Information – View Summary screen contains information about loans that 

were successfully imported as well as loans that failed import due to incorrect formatting, 

missing information or validation errors.  In addition, the Valuation Information – View 

Summary screen contains the Freddie Mac loan number, the name of the data field that 

contains the data validation error, its value as entered in the imported file, and the data 

validation error message.   

A sample of the Valuation Information – View Summary page is displayed below. 

 

For each loan record and each error in that loan record, you will receive an error message 

in the Message column.  Review all errors.  Make sure that you view each page in the 

report.  You can also export the data for better viewing into .pdf, .csv, or .xls file formats.  

Refer to “How to Export Data” in this chapter.  

If your loan record does not contain any data validation errors, “Success” displays in the 

Message column.  
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Bulk Import Error Messages 

When you use the Bulk Import functionality in Obtain Valuation you may encounter 

error messages.  There are several types of error messages you may encounter depending 

on the task you are attempting to complete.  These include: 

 Bulk File Import Error Messages 

 Loan Validation Error Messages 

 Data Validation Error Messages 

 Data Validation Error Messages that Result in a Declined Status 

Bulk Import File Error Messages 

After you upload a file, and/or click Test Import, you may encounter bulk import file 

error messages.  Refer to the following table, for a description of the error message and 

the required action you need to take.  

Error Message Will display in the: Required Action 

File Layout is incorrect Status Message box Refer to the Obtain Valuation 

Bulk Import File Layout on the 

Valuation Information Bulk 

Import page.  

File must be either .csv or 

.txt 

Status Message box Verify your file is one of the 

valid formats:  .csv or .txt.   

File has no loan records Status Message box Verify the file you selected 

contains at least one loan record 

for import.  

File contains duplicate 

loan records 

Message column on the 

Valuation Information – 

View Summary page  

Delete this loan record from 

your import file.  

The file size is greater 

than 1.9 MB or contains 

more than 2,000 loan 

records and cannot be 

imported. Please reduce 

your file size to less than 

1.9 MB or a maximum of 

2,000 loan records and re-

import your file. 

File Upload box  Reduce the size of your import 

file to no greater than 1.9 MB or 

reduce the loan record count to 

less than 2,000. 
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Loan Validation Error Messages 

The following table contains loan validation errors that will prevent your property 

valuation request from being submitted. 

Error Message Required Action 

The Freddie Mac Loan Number 

provided has an existing pending 

request for short sale minimum 

net proceeds. 

A request for this Freddie Mac loan number is in a 

Pending status.  Remove the loan record from your 

import file.  

A valid minimum net proceeds 

for the Freddie Mac Loan 

Number provided already exists. 

Please use the search option to 

retrieve the minimum net 

proceeds. 

A completed request already exists for this Freddie 

Mac loan number.  You may not submit a duplicate 

request when the Good Through Date has not yet 

expired. Use the search option to retrieve the 

existing MNP value.  

The Freddie Mac Loan Number 

provided has an existing request 

on hold for short sale minimum 

net proceeds. 

Use the Valuation Information – Search 

functionality to search for the Freddie Mac loan 

number provided and view the Hold reason.  You 

may not submit another request for this Freddie 

Mac loan number until the original request is 

Declined or the Good Through Date has expired.  

You are not authorized to submit 

a request for the loan number 

entered. 

The Servicer number associated to the Freddie Mac 

loan number does not exist in the list of Servicer 

numbers for which the request was submitted.  

Please check the Freddie Mac loan number and 

Servicer number. 

Data Validation Error Messages 

The Data Validation Error Messages table contains the data validation error messages 

you may receive when performing a bulk import. These errors will display on the 

Valuation Information – View Summary page.  To learn how to correct errors, refer to 

“How to Correct Bulk Import Errors” in this chapter.   

Field Name Error Message  Required Action 

Freddie Mac 

Loan Number 

Freddie Mac Loan Number 

is missing 

Enter or verify a valid nine digit 

Freddie Mac Loan Number for this loan 

record 

Servicer Name Servicer Name is missing Enter a Servicer Name for this loan 

record.  

Order Source Order Source is missing  Enter Servicer for all loan records. 

Transaction 

Type 

Transaction Type is missing Enter Short Sale for all loan records 
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Field Name Error Message  Required Action 

Service Type Service Type is missing Enter Interior/Exterior BPO w/Photos 

for all loan records.     

Servicer 

Contact First 

Name 

First Name is missing Enter a Servicer contact first name. 

Servicer 

Contact Last 

Name 

Last Name is missing Enter a Servicer contact last name. 

Servicer 

Contact Phone 

– Extension  

Phone is missing Enter the phone number of the Servicer 

contact. 

Servicer 

Contact Email 

Email is missing Enter a valid email address for the 

Servicer contact. You may use hyphen 

and underscore symbols after the 

domain (@) and before .com. 

Example of valid format: 

Firstname_lastname@FreddieMac.com 

Property 

Address 

Property Address is missing Enter the property address for the loan 

record. 

Property City City is missing Enter the city for the loan record. 

Property State State is missing Enter the state for the loan record. 

Property Zip Zip is missing Enter the zip code for the property  

Property Type Property Type is missing Enter the property type for the loan 

record. 

Property 

Contact Name 

Contact Name is missing Enter a valid contact name for the 

property. 

Property 

contact Day 

Phone-

Extension 

Day Phone is missing Enter a property contact day phone 

number. If applicable, enter the four-

digit extension.  

Special 

Interior Access 

Special Interior Access is 

missing 

Enter special instructions about the 

property. For example: 

 Lockbox code 1234 

 Call after 5:00 p.m. only 

 Cell phone number: 111-111-1111 

Freddie Mac 

Loan Number 

Freddie Mac Loan Number 

must be 9-digit number 

Enter a valid nine-digit Freddie Mac 

loan number. 
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Field Name Error Message  Required Action 

Seller/Servicer 

Loan Number 

Seller Servicer loan number 

should not be more than 13-

digit alpha-numeric 

Verify the Seller/Servicer loan number 

is no more than 13 digits.  Optional.  

Servicer Name  Servicer Name should not 

be more than 50 characters 

Verify the Servicer Name is not more 

than 50 characters. 

Order Source Order Source should be 

Servicer 

Verify the Order Source value is 

Servicer. 

Transaction 

Type 

Transaction Type should be 

Short Sale 

Verify the Transaction Type is Short 

Sale. 

Service Type Service Type should be 

interior/exterior BPO 

w/Photos 

Verify the Service Type value is 

Interior/Exterior BPO w/Photos.     

Servicer 

Contact Last 

Name 

Last Name should not be 

more than 25 characters 

Verify the Last Name is not more than 

25 characters.  

Servicer 

Contact First 

Name 

First Name should not be 

more than 25 characters 

Verify the First Name is not more than 

25 characters. 

Servicer 

Contact Phone 

– Extension  

Phone number must be 10-

digit numeric 

Verify the Phone Number is 10 digits. 

Phone Extension must be 4-

digit number 

You must enter a dash (-) and a four-

digit extension number or leave this 

field blank. 

Servicer 

Contact Fax 

Number 

Fax number must be 10-

digit number 

Verify the fax number is 10 digits. 

Servicer 

Contact Email 

Incorrect Email format Verify the email address is in the 

correct format and not more than 50 

characters.  

Property 

Address 

Property Address should not 

be more than 60 characters 

Verify the property address is not more 

than 60 characters. 

Property City City should not be more 

than 20 characters 

Verify the city is not more than 20 

characters. 

Property State State should be a valid State 

ID 

Verify the state is a two letter 

abbreviation. 

Property Zip Zip code must be 5-digit 

numeric 

Verify the zip code is a five-digit 

number. 
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Field Name Error Message  Required Action 

Property Type Property value should be 

one of the following values: 

 Single Family Detached 

 Townhouse 

 2 units 

 3 units 

 4 units 

 Condo 

 Co-op  

 Mobile home  

 Manufactured homes 

 Planned unit DV 

 Land Only 

 Other 

 Condotel 

 Modular 

Verify the property type entered is the 

property type associated with the 

Freddie Mac loan number. 

Property 

Contact Name 

Contact name should not be 

more than 50 characters 

Verify the contact name is not more 

than 50 characters. 

Property 

Contact Day 

Phone-

Extension 

Day Phone number must be 

10-digit number  

Verify the Contact Day Phone is 10 

digits. 

Special 

Interior Access 

Special Interior Access 

should not be more than 500 

characters 

Verify the text entered for this field is 

not more than 500 characters. 

Data Validation Error Messages that Result in a Declined Status 

The following data validation error messages will result in a Declined status and be 

communicated to the Servicer contact email address in the loan record. 

Error Message  Required Action 

This Freddie Mac Loan Number is 

invalid. Please enter a valid Freddie 

Mac Loan Number. 

Verify you have entered a valid Freddie 

Mac loan number.  

The Freddie Mac Loan Number you 

entered shows a status of closed in our 

system. A closed loan is a loan that is 

Paid Off or Charged Off. 

Verify you have entered the correct 

Freddie Mac loan number.  If you need 

further assistance, contact your Freddie 

Mac representative or Customer Support 

at 800-FREDDIE.  
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Error Message  Required Action 

The Freddie Mac Loan number entered 

is located in a different state than you 

indicated. Please verify the Freddie 

Mac Loan Number and address. 

Verify the Freddie Mac loan number, 

property address, and property state and 

re-enter this information and submit your 

request again.   

The Freddie Mac Loan Number you 

entered shows a status of REO in our 

system. 

Contact your Freddie Mac representative 

or Customer Support at 800-FREDDIE.  

How to Correct Bulk Import Errors 

If you encounter any bulk import file error messages, you must fix these errors in order to 

submit the loan record to Service Loans.   Refer to “Bulk Import File Layout Error 

Messages” in this chapter to correct your errors.   

If you receive loan validation error messages, verify you have the entered the correct 

Freddie Mac loan number.  Use the Valuation Information – Search functionality to 

search for the Freddie Mac loan number and view details of the request.  

You may receive data validation error messages while testing your import file and/or on 

the Valuation Information – View Summary page.  If you receive an error while testing 

your import file, edit your file and upload again.  If you do not resolve the error, the loan 

record in the file will not successfully import.  If you receive errors on the Valuation 

Information – View Summary page, you must correct the errors, if applicable, by re-

importing an updated loan record or manually entering the request on the Valuation 

Information – New Request page.  Refer to “How to Enter a New Request” for step-by-

step procedures on manually entering a request.  

Bulk Email Notifications 

After loans are successfully submitted through bulk import, loans will be in Pending 

status.  The Servicer contact will be notified via email when the valuation result is 

Completed, Declined, Hold, Cancelled or Reinstated from a Hold.  Theses notifications 

may take up to 12 calendar days to receive.   

Below is a sample of the email notification for a completed property valuation. You will 

receive an individual email notification for each request that has a Completed status. This 

notification will be sent to the Servicer contact email address in the loan record.  
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Below is a sample email notification for a declined request.  Declined notifications will 

be sent to the Servicer contact email address in the loan record.  Each Servicer contact 

email address in the bulk file will receive one email notification for all requests 

associated with their email ID that have a Declined status in the bulk import.  

 

The bulk email notifications for Hold, Cancelled and Reinstated from a Hold status are 

identical to the ones you will receive when completing a manual new request.  See “New 

Request Email Notifications” in this chapter for examples.  

When you receive the email, access the link to go to Obtain Valuation Information in 

Service Loans and use the Search function to retrieve the information on the Valuation 

Information – Detail View page.   

Any dispute functionalities, terms or displays as part of the Obtain Valuation 

functionality in the Service Loans application are for Freddie Mac internal use only. 

Freddie Mac may decide, in its sole discretion or in response to a Servicer’s dispute, to 

make use of any dispute functionalities in the Service Loans application.  Any questions 

about disputes, including email notifications, should be sent to Freddie Mac at 

shortsales@freddiemac.com or by calling Customer Support at 800-FREDDIE. 

Print, Export, and Download Data  

The Export function in Obtain Valuation will allow you to export data from the Service 

Loans application.  

You can print, export and download data in the following formats: 

 .pdf 

 .xls 

 .csv 

The Print and Export functions are available on the bottom of the following pages: 

 Valuation Information Search Results 

 Valuation Information Detail View 

 Valuation Information Test Import 

 Valuation Information View Summary 

  

mailto:shortsales@freddiemac.com
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How to Export Data 

Follow the procedure below to export data from Obtain Valuation.  This procedure may 

differ slightly for if you are using Internet Explorer 9.   

1. Click on one of the following icons: PDF, XLS, CSV.  The File Download 

window opens. 

 

2. Refer to the following table: 

If you 

want to: 

Then: 

Open the 

file 

Click Open to view the file in .pdf format. 
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If you 

want to: 

Then: 

Save the 

file 

1. Click Save.  The Save As window displays. 

 

2. As a default, the Service Loans application will name the file as 

follows: Short_Sale_-_Status_Report_--__20120621-1519.pdf.  

If necessary, change the file name.   

Note:  The default file name will be different if you are 

exporting from the Test Import results or the Valuation 

Information – View Summary screen. 

3. Click Save.  The Download Complete window displays. 
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File Naming Convention 

When you export and download a file, Service Loans names the file with a default 

naming convention.  

 

Short_Sale_-_Status_Report_--__20120621-1519.pdf.   

 

 

 

 

The default naming convention for Export from the Test Import results or Valuation 

Information – View Summary screen will read as follows without the time and date 

stamp: 

 

Short_Sale-Bulk_Import_View_Summary 

 

 

 Title 

Title 

Year Day/ 

Month 
Time 
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Obtain Credit Bid  
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h
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Introduction 

The Obtain Credit Bid function in Service Loans allows you to request and retrieve the 

Credit Bid, as determined by Freddie Mac, for a scheduled foreclosure sale.  Eligible 

mortgages include first lien mortgages not covered by mortgage insurance, not insured by 

FHA, not guaranteed by VA or RHS or subject to a credit enhancement.  

For ineligible mortgages, you must bid an amount approved by the responsible party 

according to the Single-Family Seller/Servicer Guide (Guide) Sections 9301.35 unless 

Freddie Mac has a delegation of authority from the applicable party.  If conditions exist 

that would require you to establish bids for foreclosure sales outside of these guidelines, 

then you must comply with Guide Section 9301.31, Delegated Bidding. 

For more information, refer to the Foreclosure Sale Bidding Instructions Reference 

Guide. 

Prepare for the Foreclosure Sale 

Unless state law requires that an appraisal report be used to set the bid, Servicers must 

obtain a credit bid for foreclosure sale bidding.  

To ensure a credit bid is received in time for the foreclosure sale, Freddie Mac 

recommends that you submit requests for credit bids through Service Loans no less than 

30 days and no more than 90 days before the scheduled sale. 

Service Loans will return a credit bid with a Good Through Date indicating the length of 

time the credit bid will be valid and an Estimated Sale Date (e.g., 45 days from the 

submission date). 

 

 

 

http://www.freddiemac.com/learn/pdfs/service/fcl_bidding.pdf
http://www.freddiemac.com/learn/pdfs/service/fcl_bidding.pdf
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The following process flow summarizes the requirements in the Guide Sections 9301.31-

9301.37.  
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Foreclosure Sale Bidding Process 

Once a credit bid has been returned by Service Loans, you must comply with Guide 

Section 9301.34. 

The following process flow summarizes the bidding instructions in Guide Section 

9301.34.  

 

If the Good Through Date returned with the credit bid is set to expire prior to the 

scheduled foreclosure sale date, then you must proactively request an updated credit bid 

in time for the scheduled foreclosure sale. 

The Obtain Credit Bid tab in Service Loans contains the following sub-menus: 

 Search 

 New Request 

 Bulk Import 

A sample page is displayed below highlighting where the Obtain Credit Bid tab is located 

on the Service Loans menu. 
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The following topics are discussed in this chapter: 

 Before You Begin  

 What is a Credit Bid? 

 Delegated MI Companies 

 Credit Bid – New Request 

 Credit Bid – Search 

 Credit Bid – Bulk Import 

 Print, Export, and Download Data 

Before You Begin 

Before you begin to use the Obtain Credit Bid function in Service Loans, you must be 

assigned the user role of FCL – Specialist or FCL – Specialist Read Only.  Contact your 

User Administrator if you have questions. 

You should also be familiar with Guide Chapter 9204, Freddie Mac Workout Options, 

and Guide Sections 9301.31-9301.36. 

What is a Credit Bid? 

A foreclosure sale bid, referred to as the credit bid, is a bid on behalf of Freddie Mac at 

the foreclosure sale of a mortgaged premise that Freddie Mac will accept for a third- 

party to purchase the property in the event the third party outbids this amount.   

Mortgage Insurer (MI) Delegations of Authority for Foreclosure Sale 
Bidding 

When you are preparing for the foreclosure sale, you must ensure you are complying with 

the bidding instructions or requirements of the MI, if the mortgage is covered by a 

mortgage insurance policy. 

Freddie Mac has delegated authority from several MIs that allow Freddie Mac and its 

Servicers to establish bids at foreclosure sale according to Freddie Mac’s guidelines for 

mortgages covered by mortgage insurance policies provided by participating MIs. 
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Follow the procedure below to view a list of MIs that have granted delegated authority to 

Freddie Mac.  

1. From the My Home tab, click Delegated MI Companies in the Launch 

External Applications box.   

 

The Service Loans MI Companies page displays. 

 

Please be advised that delegated MI companies are subject to change.  Always refer to 

this list when preparing for foreclosure sales scheduled for mortgages covered by 

mortgage insurance policies.  
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Credit Bid - New Request 

Use the New Request function on the Credit Bid tab to request a credit bid in Service 

Loans.  A sample of the Credit Bid – New Request page is displayed below.   

 

The following table provides data fields and their valid values or formats, as well as and 

definitions for the Credit Bid – New Request page.  Refer to the following table for 

details on how to complete each data field.   

Data Field 

Valid 

Format/ 

Values 

Definition 

Mandatory? 

Y/N 

Freddie Mac 

Loan Number 

Numeric Nine-digit loan number assigned 

by Freddie Mac.  
Y 

Seller/Servicer 

Loan Number 

Alphanumeric The loan number assigned by the 

Seller/Servicer.  No minimum. 

The maximum number of 

characters is 13-digits.  Freddie 

Mac recommends you complete 

this data field.    

N 

Servicer 

Contact Email 

The email address where notifications about the 

request will be sent.  This can be a general mailbox.  

The maximum number of characters is 50. 

You may use hyphens and underscore symbols 

after the domain (@) and before .com. 

Example of valid format:  

Firstname_lastname@FreddieMac.com 

Y 
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Data Field 

Valid 

Format/ 

Values 

Definition 

Mandatory? 

Y/N 

Property 

Address 

Alphanumeric The physical address of the subject 

property.  The maximum number 

of characters is 60. 

Auto-

populated 

Property City 

Alpha  City where the subject property is 

located.  The maximum number of 

characters is 20. 

Auto-

populated 

Property State 

Two-digit 

state 

abbreviation  

State or U.S. territory where the 

subject property is located.  The 

maximum number of characters is 

2. 

Auto-

populated 

Property Zip 

Five-digit 

number. Each 

digit must be 

a value 

between 0-9. 

Zip code where the subject 

property is located. 
Auto-

populated 

MI Indicator  

Auto-

populated 

If Freddie Mac systems indicate 

the mortgage is covered by a 

mortgage insurance policy, this 

data field displays after the 

Freddie Mac loan number is 

entered. 

N 

How to Enter a New Request 

Use the Credit Bid – New Request page to manually enter a new request for a credit bid.  

All required data fields are marked with an asterisk. 

Perform the following steps to manually enter a Credit Bid – New Request. 

1. From the My Home page, click the Obtain Credit Bid tab.  The Credit Bid – 

Search page displays. 
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2. Click New Request.  The system prompts: “Are you sure you want to leave this 

page?” 

3. Click OK.  The Credit Bid – New Request page displays. 

 

4. Enter all required data fields marked with an asterisk.  See “Credit Bid – New 

Request Data Field Definitions” in this chapter for more information.  Use the 

Tab key to move from one data field to the next.  You may receive a screen 

validation error message.  Refer to “Error Messages” in this chapter for more 

information. 

Note: 

 Once you enter the Freddie Mac loan number correctly, the system may 

auto-populate the following data fields: Property Address, Property City, 

Property State, Property Zip.  You may change this information if necessary. 

 You cannot change the MI Indicator once it is populated.  If this needs to be 

corrected, contact shortsales@FreddieMac.com. 

Once all required data fields are completed, the Submit button is enabled. 

  

5. Click Submit.  The following displays: 

 

mailto:shortsales@FreddieMac.com
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6. Click OK.  The following confirmation message displays:  

 

Note: You may receive a data or validation error message.  Refer to “Error 

Messages” in this chapter for more information. 

Error Messages 

When completing a new request, there are two types of error messages you may receive: 

 Screen validation error messages 

 Loan validation error messages 

Screen Validation Error Messages 

Screen validation error messages appear on the screen in red just below the data field 

where the error has occurred.  These errors are a result of incorrect formatting or missing 

data.  These errors must be fixed prior to submitting the data.  Once these errors are 

corrected, Service Loans will enable the Submit button. 

The following are some examples of screen validation error messages: 

 

The following are screen validation error messages that may appear: 

 Freddie Mac Loan Number is missing  

 Servicer Contact Email is missing 

 Property Address is missing 

 Property City is missing 
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 Property Zip is missing  

 Property Zip code must be 5-digit numeric 

 Incorrect email format  

 Property Address should not be more than 60 characters 

 Property City should not be more than 20 characters 

Loan Validation Error Messages 

Loan validation error messages will display immediately in the Confirmation Message 

box after you click the Submit button. 

 

The following table identifies the different types of loan validation error messages and 

what action you can take, if applicable.  

Error Message Required Action 

This Freddie Mac Loan Number 

is invalid.  Please enter a valid 

Freddie Mac Loan Number. 

Verify you have entered a valid Freddie Mac loan 

number.  

Warning:  If you entered less than nine digits the 

system will prefix zeros to make it a nine-digit 

number.  For example, when you enter 1234 the 

system enters the numbers as 000001234. 

The Freddie Mac Loan Number 

entered is located in a different 

state than you indicated.  Please 

verify the Freddie Mac Loan 

Number and address. 

Verify the Freddie Mac loan number, property 

address, and property state and re-enter this 

information and submit your request again. 

The Freddie Mac Loan Number 

provided has an existing request 

on hold for a credit bid. 

Use the Credit Bid – Search functionality to 

search for the Freddie Mac loan number provided 

and view the Hold Reason.  You may not submit 

another request for this Freddie Mac loan number 

until the original request is declined, cancelled, 

or the Good Through Date has expired. 
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Error Message Required Action 

A valid credit bid for the Freddie 

Mac Loan Number provided 

already exists.  Please use the 

search option to retrieve the 

credit bid. 

Use the Credit Bid – Search functionality to 

search for the Freddie Mac loan number and view 

the credit bid details.  You may not submit a 

duplicate request until the Good Through Date 

has expired. 

The Freddie Mac Loan Number 

provided has an existing pending 

request for a credit bid.  

Use the Credit Bid – Search functionality to 

search for the Freddie Mac loan number and view 

the details of the request.  You may not submit a 

duplicate request for a loan in a Pending status. 

You are not authorized to submit 

a request for the loan number 

entered. 

Contact Customer Support at 800-FREDDIE or 

your Freddie Mac servicing representative. 

Unable to generate Credit Bid 

request as our records show that 

the loan has been fully paid off.  

If you need further assistance, contact Customer 

Support at 800-FREDDIE or your Freddie Mac 

servicing representative. 

How to Correct Errors 

For those errors you are able to correct, you have two options.  You can correct errors 

while remaining on the Credit Bid – New Request page or, you can leave the page and 

create another request.  If you choose to correct your errors while on the Credit Bid – 

New Request page, you will save time by re-entering only data that must be corrected 

instead of re-entering all of the mandatory data fields. 

If you leave the page, be sure to note the specific error/s that must be corrected, Servicer 

number and the Freddie Mac loan number or the request date, so you will be able to 

search for the loan record. 

To make corrections while on the Credit Bid – New Request page displaying the error: 

1. Re-enter corrected data. 

2. Click Submit. 

To make corrections after leaving the Credit Bid – New Request page follow the 

procedure below. 

1. From the My Home page, click the Obtain Credit Bid tab.  The Credit Bid – 

Search page displays. 

2. Enter the Freddie Mac loan number or enter a date range during which the credit 

bid request was submitted. 

3. Press the Tab key.  

4. Click Search.  The Credit Bid search results display. 
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5. Select the Freddie Mac loan number you want to view by clicking the check box 

next to the loan number. 

6. Click View.  The Credit Bid – Detail View page displays.  Make note of any error 

message. 

7. Click Return.  The system will prompt: “Are you sure you want to leave this 

page?” 

8. Click OK.  The Credit Bid – Search page displays.  

9. Click the Credit Bid – New Request sub-menu.  The system prompts: “Are you 

sure you want to leave this page?” 

10. Click OK.  The Credit Bid – New Request page displays.  

11. Enter the request with corrected data and complete all required data fields. 

12. Click Submit.  The system prompts: “Are you sure you want to submit?” 

13. Click OK.  A confirmation message displays indicating that the credit bid request 

has been successfully submitted.  

Completed and Declined Credit Bid Requests 

Your requests may take up to 10 calendar days to process.  Decline notifications will 

appear immediately on the Credit Bid – New Request screen after submission in the 

Confirmation Message box. 

To determine if your request was completed and received a credit bid, use the search 

option. 

We recommend that you search for Completed request statuses every five to 10 business 

days.  However, you can search every day for the previous day’s requests.  You will need 

to determine what process is best for your organizational needs. 

You will not receive an email notification for declined and completed requests submitted 

through the direct manual entry method. 

Email Notification of Credit Bid Results 

Once you have successfully submitted your request for a credit bid, your request is in a 

Pending status awaiting results.  For more information about a Pending status, refer to 

“Request Statuses” in this chapter. 

It may take up to 10 calendar days to receive your results.  Continue to monitor your 

email for updates to the request status. 

When you submit a manual Credit Bid – New Request, you may receive an email 

notification for any of the following statuses: 

 Cancelled 

 Hold 

 Reinstated from a Hold 
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Email notifications are sent to the Servicer Contact Email address entered on the Credit 

Bid – New Request screen.  Use the Freddie Mac loan number and the link in the email 

notification to access Service Loans to search and retrieve the Credit Bid – Detail View.  

Refer to “How to Search for Credit Bids” in this chapter for more information. 

A sample of the email notification you will receive informing you that the Credit Bid 

request is Cancelled is displayed below. 

 

The following are samples of email notifications for credit bid requests in a Hold or 

Reinstated from Hold status. 

 

 

 

You may receive an email from Service Loans in response to a submitted dispute.  Any 

dispute functionalities, terms or displays as part of the Obtain Credit Bid functionality in 

the Service Loans application are for Freddie Mac internal use only.  Freddie Mac may 

decide, in its sole discretion or in response to a Servicer’s dispute, to make use of any 

dispute functionalities in the Service Loans application.  Any questions about disputes, 

including email notifications of a dispute, should be sent to Freddie Mac at 

shortsales@FreddieMac.com or by calling Customer Support at 800-FREDDIE. 

mailto:shortsales@FreddieMac.com
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Credit Bid – Search 

The Credit Bid – Search page is used to search for credit bid request information 

including, but not limited to, the Request Status, Estimated Sales Date, and Credit Bid 

Good Through Date available on the Detail View page. 

A sample of the Credit Bid – Search page is displayed below.  

 

You can search for an individual loan by Freddie Mac loan number or multiple loans at a 

time by a date range. 

Request Statuses 

The request status indicates what stage in the process your request is in.  When you 

submit a credit bid request in Service Loans, your request will follow one of the paths 

shown below:  

 

You can search for an 

individual loan by Freddie 

Mac loan number. 

Enter your search 

criteria in the 

applicable data 

fields. 

You may also 

search multiple 

loans at a time 

by a date range. 
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The following table identifies the request statuses and their definitions. 

Request Status Definition  

All When selected on the Search screen, will return all statuses in your 

search results.  

Pending A credit bid request has been successfully submitted, passed all 

formatting and loan validations, and is awaiting credit bid details. 

Completed A credit bid request was successfully processed, and the credit bid, 

good through date and estimated sale date are available. 

Declined  The credit bid request encountered an error and did not receive a 

credit bid, good through date, or estimated sale date. 

Hold  The credit bid request has some unresolved issues. 

Cancelled The credit bid request has been cancelled. 

Dispute Pending Any dispute functionalities, terms or displays as part of the Obtain 

Credit Bid functionality in the Service Loans application are for 

Freddie Mac internal use only.  Freddie Mac may decide, in its sole 

discretion or in response to a Servicer’s dispute, to make use of any 

dispute functionalities in the Service Loans application.   

Any questions about disputes, including the Request Status of a 

dispute, should be sent to Freddie Mac at 

shortsales@FreddieMac.com or by calling Customer Support at 

800-FREDDIE. 

Dispute 

Completed 

Dispute Declined 

Dispute Hold  

Dispute 

Cancelled 

mailto:shortsales@FreddieMac.com
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Credit Bid – Search Data Fields 

The following table provides the data field definitions for the data fields located on the 

Credit Bid – Search page.  

Data Field 
Valid Format/ 

Values 
Definition  

Freddie Mac 

Loan 

Number 

Numeric Nine-digit loan number assigned by Freddie 

Mac.  

Warning:  If you enter less than nine digits, the 

system will prefix zeros to make it a nine-digit 

number.  For example, you enter 1234, the 

system enters the number as 000001234. 

Request 

Status 

 All 

 Pending 

 Completed 

 Declined 

 Hold 

 Cancelled 

 Dispute 

Pending 

 Dispute 

Completed 

 Dispute 

Declined 

 Dispute Hold 

 Dispute 

Cancelled 

Indicates what stage in the process your request 

is in. 

Any dispute functionalities, terms or displays as 

part of the Obtain Credit Bid functionality in the 

Service Loans application are for Freddie Mac 

internal use only. Freddie Mac may decide, in 

its sole discretion or in response to a Servicer’s 

dispute, to make use of any dispute 

functionalities in the Service Loans application.   

Any questions about disputes, including the 

Request Status of a dispute, should be sent to 

Freddie Mac at shortsales@FreddieMac.com or 

by calling Customer Support at 800-FREDDIE. 

Date From: mm/dd/yyyy The begin date of the date range for the request.  

Date To: mm/dd/yyyy The end date of the date range for the request.  

Servicer 

Number 

Alphanumeric The Seller/Servicer number(s) that the user has 

access to for submission of credit bid requests. 

This field is auto-populated.  

Selected 

Servicer 

Number 

Alphanumeric The list of Seller/Servicer numbers you want to 

include in your search criteria.  

 

mailto:shortsales@FreddieMac.com
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How to Search for Credit Bids  

Follow the steps below to search for credit bid request information. 

1. From the My Home page click the Obtain Credit Bid tab.  The Credit Bid – Search 

page displays. 

2. To search for a credit bid, do one of the following: 

 To search by Freddie Mac loan number, proceed to step 3. 

 To search by a date range, proceed to step 4. 

3. Enter the Freddie Mac loan number and press the Tab key.  The Search button is 

enabled.  Proceed to step 7. 

 

4. To search for multiple loans at a time by a date range, select a Request Status.  This 

field will default to All.  Your options are: All, Dispute Pending, Dispute Hold, 

Dispute Cancelled, Dispute Completed, Dispute Declined, Pending, Hold, Cancelled, 

Completed, or Declined.  

Note:  Any dispute functionalities, terms or displays as part of the Obtain Credit Bid 

functionality in the Service Loans application are for Freddie Mac internal use only. 

Freddie Mac may decide, in its sole discretion or in response to a Servicer’s dispute, 

to make use of any dispute functionalities in the Service Loans application.  Any 

questions about disputes, including the request status of a dispute, should be sent to 

Freddie Mac at shortsales@FreddieMac.com or by calling Customer Support at  

800-FREDDIE. 

5. Enter the beginning date of the date range in the Date From: data field manually as 

mm/dd/yyyy or click on the calendar icon to select a date as displayed below.  

Note: You must enter both a Date From: and Date To: value. 

 

mailto:shortsales@FreddieMac.com
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6. Enter the end date of the date range in the Date To: data field.  The date entered must 

not be a future date.  The Search button becomes enabled. 

If you want to filter your results by Servicer number, click the Seller/Servicer 

numbers you want in the Servicer Number box. 

Click: To: 

Add Add a single Servicer number. 

Add all  Add all Servicer numbers. 

Remove  Remove a single Servicer number. 

Remove all  Remove all Servicer numbers.  

Note: If you do not select a Servicer number, Service Loans will return search results 

that include all Servicer numbers. 

7. Click Search.  The Credit Bid – Search page displays the results.  If there is no data 

matching your search criteria, you will receive an error message.  Verify that you 

entered the correct Freddie Mac loan number and/or Servicer number.  

 

8. Select the Freddie Mac loan number you want to view credit bid request information 

for by clicking the check box next to the loan.  The View button is enabled.  

 

9.  Click View. The Credit Bid – Detail View page displays.  

To begin a new 

search, click Clear. 
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You have completed your Credit Bid - Search.  You have the following options: 

Click: To: 

Return Go back to the previous page. 

Print 
Print the information.  Refer to “How to Print the Detail View” 

in this chapter.  

Export 

Export the information.  Refer “How to Export Data” in this 

chapter.  This option allows you to export your search results or 

the Credit Bid – Detail View of the selected loan into a .pdf, 

.xls, or .csv file format. 

Viewing Search Results 

When you search by Freddie Mac loan number or a date range, the Search Results page 

will display.  

The search results for a Freddie Mac loan number will display in the following order: 

Dispute Pending, Dispute Completed, Dispute Declined, Dispute Hold, Dispute 

Cancelled, Pending, Completed, Declined, Hold or Cancelled.  

When you select a Freddie Mac loan number to view, your results will be displayed on 

the Credit Bid – Detail View page. 

When you search by a date range, you will see all statuses with the most recent status 

displaying first because a full history of the loan record is displayed. 

Credit Bid – Detail View Page 

When you search for a loan record and select to view it, the Credit Bid – Detail View 

page displays.  The Credit Bid – Detail View page contains important information about 

your credit bid request.  

A sample of the results are highlighted on the Credit Bid – Detail View page displayed on 

the following page. 
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Credit Bid – Detail 

View Results 
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The table below defines the results displayed on the Credit Bid – Detail View page. 

These values cannot be edited.  The data elements returned by Service Loans depends on 

the Request Status. 

Data Field Definition 

Request Date The date that the credit bid request was submitted. 

No. of Days to 

Completion 

The number of days from the submission date to the date the request 

was completed. 

No. of Days in 

Pending 

The number of days from the submission date of the request to the 

current date. 

No. of Days to 

Decline 

The number of days from the submission date of the request to the 

date the request was declined. 

No. of Days in Hold 
The number of days from the hold date of the request to the current 

date. 

No. of Days to 

Cancel 

The number of days from the submission date of the request to the 

cancellation date. 

Request Status 
Identifies what stage in the process your request is in (i.e., Pending, 

Completed, Hold, Canceled or Declined). 

Request Hold Date The date the credit bid request was placed on hold. 

National Vendor 

Contact Number 

The number of the vendor. 

National Vendor 

Contact Name 

The name of the vendor. 

BPO Order Number The Broker’s Price Opinion order number.  

Comments 

Additional detail about the credit bid request.  Typically, this section 

provides additional information when a credit bid is in a Hold or 

Cancelled status and the reason for Hold or Cancelled is Other. 

Reason for 

Decline/Cancel/Hold 

The explanation for why the request or dispute was not completed, 

placed on hold or cancelled. 

Note:  Any dispute functionalities, terms or displays as part of the 

Obtain Credit Bid functionality in the Service Loans application are 

for Freddie Mac internal use only.  Freddie Mac may decide, in its 

sole discretion or in response to a Servicer’s dispute, to make use of 

any dispute functionalities in the Service Loans application.   

Any questions about disputes, including the Request Status of a 

dispute, should be sent to Freddie Mac at 

shortsales@FreddieMac.com or by calling Customer Support at 

800-FREDDIE. 

mailto:shortsales@FreddieMac.com
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Data Field Definition 

Credit Bid 

A bid on behalf of Freddie Mac at a foreclosure sale of a mortgaged 

premise that Freddie Mac will accept for a third-party to purchase the 

property. 

Good Through Date The last date the credit bid will be valid in Service Loans. 

Estimated Sale Date 
The estimated foreclosure sale date (e.g. 45 days from the request 

date.)  

Foreclosure Bid 

Property Value 

Estimate 

Estimated property valuation returned with the credit bid. 

Foreclosure Bid 

Property Value 

Estimation Method 

Methodology used to determine the estimated property valuation 

returned with the credit bid. 

How to Print the Detail View  

To print the page: 

1. Click Print.  The following page displays.  
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2. Click Print.  A print dialogue box opens.   

 

3. Click Print to print the page. 

4. When finished, click Cancel to return to the Credit Bid – Detail View page.  

Search Results  

The search results are displayed on the Credit Bid – Search page below the search box 

where you enter your search criteria. 

A sample of the Credit Bid – Search results page is displayed below.  
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How to Sort Data in the Search Results  

The search results default view is 25 records per page.  You can change the default view 

and select to view up to 500 loans per page.  Follow the procedure below to change the 

default view for number of records to view per page. 

1. Click the number of records pick list. 

 

2. Select the number of records you want to view from pick list.  Use the scroll bar 

to view your options up to 500. 

   

3. The Credit Bid – Search results page re-displays with the number of records you 

requested to view. 

Note: Service Loans retains a history of 15 months.  Your search results will 

display the number of records requested up to the 15-month history. 

To re-sort a column of data: 

1. Move your cursor over the heading of the column.  Your cursor will change from 

a pointer to a hand and the column heading will turn from black to blue.  

 

2. Click on a column heading to re-sort the data.  A green triangle will appear next 

to the title of the column heading. 

 

Note: To re-sort the data in ascending/descending order click the column heading 

again. 
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Credit Bid - Bulk Import 

The Bulk Import feature in the Obtain Credit Bid functionality in Service Loans enables 

you to import a single loan or multiple loans.  Importing multiple loans reduces the 

amount of time required to enter each loan manually. 

You must match your data to the bulk file layout specific to the Obtain Credit Bid 

functionality.  The loan data must be in either a comma separated value (.csv) or a text 

(.txt) format while still using commas to separate the fields. 

The following topics about the Bulk Import functionality are discussed in this section: 

 How to Access Bulk Import 

 Upload and Test Import File 

 Test Import Results 

 Upload and Submit 

 Status and Confirmation Messages 

 View Summary 

 Bulk Import Error Messages 

 How to Correct Import Errors 

 Bulk Email Notifications 

How to Access Bulk Import 

Follow the procedure below to access Credit Bid – Bulk Import. 

1. From the My Home page, click the Obtain Credit Bid tab.  The Credit Bid – 

Search page displays. 

 
 

2. Click Bulk Import.  The system prompts: “Are you sure you want to leave the 

page?”  

3. Click OK.  The Credit Bid – Bulk Import page displays.  
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Download the Bulk Import File Layout Instructions 

Use the bulk import file layout instructions to create a bulk import file for Obtain Credit 

Bid.  Follow the instructions provided in the layout and create your file in .csv or .txt 

format.  

Follow the procedure below to download the bulk import file layout instructions. 

1. From the Credit Bid – Bulk Import page, click Download File Layout.  The File 

Download dialogue box displays. 

 

2. To save the file, click Save.  The following displays. 

 

3. To view, click Open.  The file displays. 
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Upload and Test Import File  

Follow the procedure below to upload and test your bulk import file.  Freddie Mac 

recommends that you always test import your bulk file prior to submission. 

From the Credit Bid – Bulk Import page: 

1. Click Add.  The Choose File to Upload window displays. 

2. Browse to the location of the file you want to import and select the file.  

 

3. Click Open.  The Credit Bid – Bulk Import page displays the name of the file you 

selected in the File Upload box. 

  

4. Verify this is the file you want to upload and test. 

5. Click Upload.  The Credit Bid – Bulk Import page displays “Done” in the File 

Upload box and the file name is displayed in green below the File Upload box as 

confirmation of the file you just uploaded.  The Test Import button becomes 

enabled. 

 

Click Delete or 

Clear All if you want 

to remove the file. 
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6. Click Test Import.  The Credit Bid – Test Bulk Import page displays one of two 

pages of the first loan record.  

 

7. Review the test results for errors in the Message column.  Refer to “Test Import 

Results” in this chapter for more information. 

Note: Optional: Click on an icon to export data. 

8. Click Return when you are finished reviewing the errors.  The system prompts: 

“Are you sure you want to leave this page?”  

9. Click OK.  The Credit Bid – Bulk Import page displays.  

Note: Click Cancel to remain on the page. 

10. Correct the errors in the file and upload and test import again until you receive no 

errors. 

When you have no errors on test import, you are ready to submit your file for bulk import 

to Service Loans. 

Test Import Results 

The Test Import function will test the first loan record in your import file.  The first loan 

record is tested for accuracy and conformity to the bulk import file layout for Obtain 

Credit Bid.  If the first loan is not formatted correctly, it can affect the entire file and 

prevent it from uploading.  The Test Import function gives you the opportunity to correct 

formatting errors and data validation errors in the source file before uploading the data to 

Freddie Mac. 

If the first loan record has errors, you will see a description of the error in the Message 

column.  Use the arrows to view all pages of the first loan record.  Verify all loans in the 

file to ensure these errors are not repeated in additional loan records.  If the loan record 

has no errors, you will see no messages in the Message column. 

Click the numbers or 

arrows to view all 

pages of results for 

the data fields. 
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The following is an example of an Error Message in the Credit Bid – Test Import results 

page: 

 

You may Export the data in .pdf, .xls, or .csv format by clicking the respective icon.  Click 

Return to return to the Credit Bid – Bulk Import page.  

Upload and Submit 

After you correct your test import errors, you are ready to upload and submit.  Follow the 

procedure below to upload and submit your bulk import file.   

1. From the Credit Bid – Bulk Import page click Submit.  The system prompts: 

“Are you sure you want to upload <file name> to the server?” 

2. Click OK.  The Credit Bid – Bulk Import page displays information in the Status 

Message and Confirmation Message box and the View Summary button becomes 

enabled.  Note: Click Return to return to the Credit Bid – Bulk Import page 

without submitting your request. 

 

3. Click on View Summary.  The Credit Bid – View Summary page displays. 

 

4. Review all the errors that your file may contain in the Message column. 

Caution! You will not be able to return to this page once you leave and clear 

information on the Credit Bid – Bulk Import page.  We recommend that you print, 

export and/or download this data. 

5. Click Close when finished.  The Credit Bid – Bulk Import page displays. 
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You have completed your bulk import.  You have the following options: 

Click: To: 

Close Return to the Credit Bid – Bulk Import page.  

Export 
Export the information.  Refer to “How to Export Data” in this 

chapter for more information. 

Status and Confirmation Messages 

The Status Message box in the Credit Bid – Bulk Import page will indicate how many and 

which loans were imported successfully.  The Confirmation Message box will indicate the 

date the request was received, the time the request was received and the total loan count 

for successful loans.  The Confirmation Message will also remind you that if a loan record 

contained loan validation errors an email will be sent to the Servicer contact email address 

you entered in the bulk import file.  As a reminder, these error messages can take up to 10 

calendar days to receive.  Loans that have successfully imported and passed validation 

will be processed and remain in Service Loans for 15 months. 

A sample of the Status and Confirmation Messages are displayed below.   

 

View Summary 

The Credit Bid – View Summary page contains information about loans that successfully 

imported as well as loans that failed to import due to incorrect formatting, missing 

information or validation errors.  In addition, the Credit Bid – View Summary screen 

contains the Freddie Mac loan number, the name of the data field that contains the data 

validation error, its value as entered in the imported file, and the data validation error 

message. 
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A sample of the View Summary page is displayed below. 

 

For each loan record and each error in that loan record, you will receive an error message 

in the Message column.  Review all errors.  Make sure that you view each page in the 

report.  You can also export the data for better viewing into .pdf, .csv, or .xls.  Refer to 

“How to Export Data” in this chapter. 

If your loan record does not contain any errors, “Success” will be displayed in the 

Message column. 

Bulk Import Error Messages 

When you use the Bulk Import functionality for Obtain Credit Bid you may encounter 

error messages.  There are several types of error messages you may encounter depending 

on the task you are attempting to complete.  These include: 

 Bulk File Import Error Messages 

 Loan Validation Error Messages 

 Data Validation Error Messages 

Bulk Import File Error Messages 

After you upload a file, and/or click Test Import, you may encounter bulk import file 

error messages.  Refer to the following table for a description of the error messages and 

the actions you need to take. 

Error Message Will display in the Required Action 

File Layout is incorrect. Status Message box Refer to the Foreclosure Credit Bid 

Request in SLA: Bulk Import File 

Instructions on the Credit Bid – Bulk 

Import page. 

File must be either .csv 

or .txt. 

Status Message box  Verify your file is one of the valid 

formats:  .csv or .txt. 
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Error Message Will display in the Required Action 

File has no loan records. Status Message box Verify the file you selected contains at 

least one loan record.  

File contains duplicate 

loan records. 

Message column on 

the View Summary 

page 

Delete this loan record from your import 

file.  

The file size is greater 

than 1.9 MB or contains 

more than 2,000 loan 

records and cannot be 

imported.  Please reduce 

your file size to less 

than 1.9 MB or a 

maximum of 2,000 loan 

records and re-import 

your file. 

File Upload box Reduce the size of your import file to no 

greater than 1.9 MB or reduce the loan 

record count to less than 2,000. 

Loan Validation Error Messages 

The following table contains loan validation errors that will prevent your credit bid 

request from being submitted. 

Error Message Required Action 

This Freddie Mac Loan Number is 

invalid. Please enter a valid Freddie 

Mac Loan Number. 

Verify you have entered a valid Freddie Mac 

loan number. 

Warning: If you entered less than nine digits 

the system will prefix zeros to make it a nine-

digit number.  For example, when you enter 

1234 the system enters the numbers as 

000001234. 

 

The Freddie Mac Loan Number 

provided has an existing pending 

request for a credit bid. 

A request for this Freddie Mac loan number is 

in a Pending status.  Remove the loan record 

from your import file.  

The Freddie Mac Loan Number 

entered is located in a different state 

than you indicated.  Please verify the 

Freddie Mac Loan Number and 

address. 

Verify the Freddie Mac loan number, property 

address, and property state.  Re-enter this 

information and submit your request again. 
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Error Message Required Action 

A valid credit bid for the Freddie Mac 

Loan Number provided already exists. 

Please use the search option to 

retrieve the credit bid. 

A completed request already exists for this 

Freddie Mac loan number.  You may not 

submit a duplicate request when the Good 

Through Date has not yet expired.  Use the 

search option to retrieve the existing credit bid 

information.  

The Freddie Mac Loan Number 

provided has an existing request on 

hold for a credit bid. 

Use the Search option to search for the Freddie 

Mac loan number provided and view the Hold 

reason.  You may not submit another request 

for this Freddie Mac loan number until the 

original request is Declined, Cancelled, or the 

Good Through Date has expired.  

You are not authorized to submit a 

request for the loan number entered. 

Contact Customer Support at 800-FREDDIE 

or your Freddie Mac servicing representative.  

Unable to generate Credit Bid request 

as our records show that the loan has 

been fully paid off. 

If you need further assistance, contact 

Customer Support at 800-FREDDIE or your 

Freddie Mac servicing representative. 

Data Validation Error Messages 

The following table contains the data validation error messages you may receive when 

performing a bulk import.  These errors will display on the Credit Bid – View Summary 

page.  To learn how to correct errors, refer to “How to Correct Bulk Import Errors” in 

this chapter. 

Field Name Error Message  Required Action 

Freddie Mac 

Loan Number 

Freddie Mac Loan Number 

is missing. 

Enter or verify a valid nine-digit Freddie 

Mac loan number for this loan record. 

Servicer 

Contact Email 

Email is missing. Enter a valid email address for the 

Servicer Contact.  You may use hyphen 

and underscore symbols after the domain 

(@) and before .com. 

Example of valid format: 

Firstname_lastname@FreddieMac.com  

Property 

Address 

Property Address is 

missing. 

Enter the property address for the loan 

record. 

Property City City is missing. Enter the city for the loan record. 

Property State State is missing. Enter the state for the loan record. 
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Field Name Error Message  Required Action 

Property Zip Zip is missing. Enter the zip code for the property  

Property Type Property Type is missing. Enter the property type for the loan 

record. 

Freddie Mac 

Loan Number 

Freddie Mac Loan Number 

must be 9-digit number. 

Enter a valid nine-digit Freddie Mac loan 

number 

Seller/Servicer 

Loan Number 

Seller/Servicer loan 

number should not be more 

than 13-digit alpha-

numeric. 

Verify the Seller/Servicer loan number is 

no more than 13 digits.  Optional.  

Servicer 

Contact Email 

Incorrect Email format. Verify the email address is in the correct 

format and not more than 50 characters.  

Property 

Address 

Property Address should 

not be more than 60 

characters. 

Verify the property address is not more 

than 60 characters. 

Property City City should not be more 

than 20 characters. 

Verify the city is not more than 20 

characters. 

Property State State should be a valid 

State ID. 

Verify the state is a two-letter 

abbreviation. 

Property Zip Zip code must be 5-digit 

numeric. 

Verify the zip code is a five-digit 

number. 

How to Correct Bulk Import Errors 

If you encounter any bulk import file error messages, you must correct these errors in 

order to submit the loan record to Service Loans.  Refer to “Bulk Import File Error 

Messages” in this chapter to correct your errors. 

If you receive loan validation error messages, verify you have the entered the correct 

Freddie Mac loan number and use the Credit Bid – Search functionality to search for the 

Freddie Mac loan number and view details of the request. 

You may receive data validation error messages while testing your import file and/or on 

the Credit Bid – View Summary page.  If you receive an error while testing your import 

file, edit your file and upload again.  If you do not resolve the error, the loan record in the 

file will not successfully import.  If you receive errors on the Credit Bid – View 

Summary page, you must correct the errors, if applicable, by re-importing an updated 

loan record or manually entering the request on the Credit Bid – New Request page.  

Refer to “How to Enter a New Request” for step-by-step procedures on manually 

entering a request. 
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Completed Credit Bid Requests 

Your requests may take up to 10 calendar days to process.  To determine if your request 

was completed and received a credit bid, use the search option to search by Freddie Mac 

loan number or request date range and request status.  

We recommend that you search for Completed requests every five to 10 business days.  

However, you can search every day for the previous day’s requests.  You will need to 

determine what process is best for your organizational needs.  

You will not receive an email notification for Completed requests.   

Bulk Email Notifications 

When you submit a bulk import for credit bids, you may receive an email notification for 

any of the following reasons: 

 Declined 

 Cancelled 

 Hold 

 Reinstated from a Hold 

It may take up to 10 calendar days to receive your results.  Continue to monitor your 

email for updates to the request status. 

Email notifications are sent to the Servicer Contact Email address entered on the bulk 

import file.  Use the Freddie Mac loan number and the link in the email notification to 

access Service Loans to search and retrieve the credit bid information.  Refer to “How to 

Search for Credit Bids” in this chapter for more information. 

The email notifications for Credit Bid – Bulk Import are the same as Credit Bid – New 

Request with one exception.  For declined requests, each Servicer contact email address 

in the bulk file will receive one email notification for all requests associated with their 

email ID that have a Declined status in the bulk import. 

A sample of the declined email notification is displayed below. 
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When you receive the email, access the link to go to the Obtain Credit Bid tab in Service 

Loans and use the search function to retrieve the information on the Credit Bid – Detail 

View page. 

Any dispute functionalities, terms or displays as part of the Obtain Credit Bid 

functionality in the Service Loans application are for Freddie Mac internal use only.  

Freddie Mac may decide, in its sole discretion or in response to a Servicer’s dispute, to 

make use of any dispute functionalities in the Service Loans application.  Any questions 

about disputes, including the email notifications of a dispute, should be sent to Freddie 

Mac at shortsales@FreddieMac.com or by calling Customer Support at 800-FREDDIE. 

Print, Export, and Download Data  

The Export function in Obtain Credit Bid will allow you to export data from the Service 

Loans application.  

You can print, export and download data in the following formats: 

 .pdf 

 .xls 

 .csv 

The Print and Export functions are available on the bottom of the following pages: 

 Credit Bid - Search Results 

 Credit Bid - Detail View 

 Credit Bid - Test Import 

 Credit Bid - View Summary 

How to Export Data 

Follow the procedure below to export data from the Obtain Credit Bid functionality. 

1. Click on one of the following icons: PDF, XLS, CSV.  The File Download 

window displays. 

2. Click Open to view the file.  

 

3. Click Save to save the file.  The Save As window opens.  

As a default, the Service Loans application will name the file as follows: Credit 

Bid – “page name – yyymmdd-tttt.File extension.”  You may re-name the file to 

anything you want.  The default file name will be different based on the page you 

are exporting from.  For example, if you export from the Credit Bid – Detail View 

page, the default page name will be “Credit Bid Detail View….” 

mailto:shortsales@FreddieMac.com
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4. When finished click Save.  The Download Complete window opens.  

 

5. Click Open to view the file.  

File Naming Convention 

When you export and download a file, Service Loans names the file with a default 

naming convention.  

Credit Bid - Detail View--20131105-1519.pdf.   

 

 

 

 

 

 

 

Title 

Year Day/ 

Month 
Military 

Time 
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Sample Reports 

 

A 

Introduction 

This appendix provides sample reports available in Service Loans for: 

 Standard Reports 

 Outbound Reports  

Standard Reports 

The following are sample Standard Reports. These reports are available in .pdf, .xls, and .csv 

format. 

PL Loan Level Reporting Transaction Type Report All Detail, All Summary 
and All Totals  

The following pages display sample reports for the PL Loan Level Reporting Transaction Type 

Report for All Detail, All Summary and All Totals.  

PL – Loan Level Reporting Transaction Type Report All Detail 
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PL – Loan Level Reporting Transaction Type Report All Summary 
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PL – Loan Level Reporting Transaction Type Report All Totals 
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NPL 

The following reports are available for the NPL Loan Type: 

 Default Report 

 Foreclosure Sale/DIL Summary Report  

 Foreclosure Sale/DIL Detail Report  

Default Report 
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Foreclosure Sale/ DIL Summary Report 
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Foreclosure Sale/ DIL Detail Report  
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Outbound Reports 

Outbound Reports are categorized as follows:  

 Loan Reporting Status  

 Portfolio Reconciliation 

 ARM Management 

 Cash Remittance 

 Funding Details 

Loan Reporting Status Reports  

The following reports are samples of Loan Reporting Status reports: 

 LLR System Cleared Edits 

 LLR System Cleared Edits Details 

 LLR Edits to be Cleared 

 LLR Edits to be Cleared Details 

 LLR Warning Report 

 LLR Warning Report Details 

 Loan Level Missing Report 
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LLR System Cleared Edits 
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LLR System Cleared Edits Details 
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LLR Edits to be Cleared  
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LLR Edits to be Cleared Details 
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LLR Warning Report 

 

 

 

 



Sample Reports 

Freddie Mac Document  Service Loans User Guide  
August 2016 A-13 Appendix A 

LLR Warning Report Details 
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Loan Level Missing Report 
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Portfolio Reconciliation 

The following reports are samples of Portfolio Reconciliation reports: 

 Loan Reconciliation Difference Report  

 LLR MAS (Monthly Account Statement)   

 Loan Level Trial Balance   

 Newly Funded Loans 

 Newly Transferred in Loans 

 Loan Modifications Processed Report  

Loan Reconciliation Difference Report 

The Loan Reconciliation Report has four sections.  Review the table below to learn about each 

section and the sample report that follows.  

 

Section  Name of Section Description 

1 

Loan Transactions Applied 

by Freddie Mac 

This section identifies transactions that we adjusted 

because we did not receive a corrected transaction or 

your corrected transaction was not accepted. 

These transactions appear on the Edits to be Cleared, 

System Cleared Edits, or the Loan-Level Missing   

Reports.  There may be more than one line for each 

mortgage since each transaction is listed separately. 

2 

Loan Transactions Applied 

by Servicer 

This section identifies mortgages for which you 

submitted more than one transaction or a corrected 

transaction, and we accepted one of the transactions. 

There is more than one line for each mortgage because 

each transaction is listed separately. 

3 

Invalid Freddie Mac Loan 

Number Reported 

This section of the report displays loan numbers you 

reported that our system did not recognize as valid.  

The Freddie Mac loan numbers appear on the Edits to 

be Cleared daily edit report with error code 101E. 

There is one line for each mortgage. 

4 

Incorrect Servicer Number 

Reported 

This section displays loan numbers that our system 

shows as belonging to a different Servicer. 

The loan numbers appear on the Edits to be Cleared 

report with error code 105E. 

There is one line for each mortgage. 
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Loan Reconciliation Difference Report 

Section 1 

 

Section 2 
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Section 3 

 

Section 4 
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LLR MAS Report 

The LLR MAS (Monthly Account Statement) report is only available in .pdf format. 
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Loan Level Trial Balance 
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Newly Funded Loans 
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Newly Transferred in Loans 
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Loan Modifications Processed Report 
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ARM Management  

The following reports are samples of ARM Management reports: 

 Current Cycle ARM Adjustment  

 Notification of ARM Loans Net Yield Adjustment 

Current Cycle ARM Adjustment 
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Notification of ARM Loans Net Yield Adjustment  
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Cash Remittance 

The following reports are available for Cash Remittance: 

 Remittance Detail  

 Seller Servicer Remittance Analysis  

 Remittance Analysis Amount Due Drilldown 

 Remittance Analysis Amount Received Drilldown 

 Detail Adjustment Report(DAR) 

 Negotiated Payoff  

A sample of each report follows.  
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Remittance Detail  
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Seller Servicer Remittance Analysis 
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Remittance Analysis Amount Due Drilldown 
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Remittance Analysis Amount Received Drilldown 
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Detail Adjustment Report(DAR) 
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Negotiated Payoff Report 
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Funding Details  

The following reports are samples of Funding Details reports: 

 Funding Detail for Concurrent Transfer of Servicing  

 Funding Details Report  

Funding Detail for Concurrent Transfer of Servicing 
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Funding Details Report  
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