UMD Fannie Mae'  Freddie

UNIFORM MORTGAGE DATA PROGRAM

Uniform Collateral Data Portal Reference Series for the
Lender Admin: 4 - Managing Lender Agents

This reference is the fourth in a series of five references for the Lender Administrator, a Uniform Collateral
Data Portal® (UCDP®) user who has authority to set up and manage the business structure within the portal,
including the access privileges of other users. This user is known as the lender admin. The focus of this
reference is on managing lender agents, which are third-party entities that a lender authorizes to perform
functions within the UCDP, such as uploading appraisals, sharing appraisals, and evaluating results. The
other references in this series include:

= Series 1: Lender Admin Registration = Series 3: Managing Users

= Series 2: Managing Business Units = Series 5: Managing Aggregator Profile

The topics covered in this reference include:

= Managing Relationships with Lender Agents Overview

= |nviting a Lender Agent

= Assigning and Removing Seller Numbers

= Updating a Lender Agent Relationship

= Finding Additional Assistance

This communication relates to the Uniform Mortgage Data Program®, an effort undertaken jointly by Fannie Mae and
Freddie Mac at the direction of their regulator, the Federal Housing Finance Agency.
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Managing
Relationships with
Lender Agents
Overview

A lender agent is a third-party entity that a lender authorizes to perform
functions within the UCDP, such as uploading appraisals, sharing appraisals,
and evaluating results. As the lender admin, you are responsible for
authorizing lender agents to perform these tasks on behalf of your
organization. The appraisal data files submitted by a lender agent on behalf
of your organization become part of your business unit structure and can be
viewed by the lender and returned in lender-initiated searches and reports.
Lenders may also take actions on these appraisal data files as if they had
submitted them directly. Similarly, the appraisals shared by a lender agent
on behalf of your organization can be searched via the appraisal sharing.

Lender agents must be authorized by both GSEs to be listed in the UCDP
lender agent dropdown. Lender agents must complete the UCDP Lender
Agent Registration Form on either Fannie Mae’s website or Freddie Mac’s
website to request an account.

Once the lender agent completes the UCDP lender agent registration and
account setup, their name appears in the lender agent dropdown on the
Relationships page in the UCDP. From there, you can identify and select
one or more lender agents to submit appraisals on your organization’s behalf
to the UCDP.

The Relationships page provides you, the lender admin, with functionality to
manage your lender agent relationships. On this page, you may complete
the following tasks:

Functionality Description
Inviting a Lender Enables you to invite a lender agent who is in the
Agent lender agent dropdown into an established

business unit.

Assigning and Enables you to assign and remove Seller Numbers
Removing Seller you want the lender agent to work under once the
Numbers lender agent is invited.

Updating a Lender Enables you to change the status of the
Agent Relationship relationship from active to inactive and vice versa.
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Inviting a Lender
Agent

This section covers how to initiate setting up a relationship with a lender
agent. After you invite a lender agent to establish a relationship with your
organization, the lender agent receives an email inviting them to submit
appraisal data files on your organization’s behalf. To become an active
lender agent for your organization, the agent must log in to the UCDP and
accept the invitation.

When inviting the lender agent, set the permission level to "Full":

With a permission level of “Full”, the lender agent can perform all of the
functions of a lender user, including submitting appraisals, viewing results,
requesting overrides, searching for appraisals, scheduling and viewing
reports, and viewing all findings related to appraisals submitted on your
organization’s behalf. This includes UAD Compliance Check messages, and
in the future will include all proprietary GSE findings that may be delivered as
part of the appraisal results through the UCDP. In addition, the lender agent
may share appraisals submitted by the lender agent on behalf of the lender.

Note: The “Limited” lender agent permission level will be retired in the
UCDP in the future and should no longer be used in the lender agent
invitation.

To invite a lender agent, follow these steps:
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Inviting a Lender Agent

Step

Action / Result

1. From the UCDP Home
page, click the
Account
Administration tab
and select User and

FansieMae.com | FreddieMac com

Bz

sofUse

BX FannieMae®

Uniform Collateral Data Portal

y | Puvacy

e T
Home | SubmtApprisal | Seach | Reportsv | AccountAdmnistatonv | Share Apprasalv

Business Unit
Administration.

User Proe
User Account Seff Care
3 User o Bstss st disaten
== Submit Appraisal = Search o Help Center
'
Upload appraisal data info the UCDP system and recsive a 5 < Review oniine documentation that offers addiional field-level
"4 Locate peeviously submitied reparts for stalus updates,
Fie identifir that % informaon to enhance your experience using the UCDP system
with Fannie Mae and Freddie Mac. E mmsm«wmammueremm
dl Reports = ' Account Administration §* * Share Appraisal
Receive information on previously submited reports. ! Manage your online experience with the UCDP sysiem by ‘Share appraisals with your business pariners, search and
(indivicually o in aggregate) o manage workfiows of identify v selecting a landing page and the recipients of elecronically view shared appraisal submissions and resuifs through the
issues that should be addressed delivered messages and reports UCDP system.

After you select User and Business Unit Administration, the
Administration - Home page appears.

2. From the
Administration —
Home page, click
Relationships in the

left navigation bar. \

@ Click the Ed sign to
display the list of lender
agents associated with
that business unit.

F Logout
2 N——

FannieMae®

Uniform Collateral Data Portal™

=

Administration - Home

User ID: TRAINER_1

Help Center

Training Lender

m Hecome faranT
Tips for managing your business units and users:

=" Training Lender

+ Users Click on in the view on the leftto expand an item and view its contents

eller Numbers Click on a business unit name to manage the business unit

+- Relationships
Click on "Users™ to manage the users in the business unit,
+" Business Units

Expand the “Users” item and click on a user's name to modify that user.

. .
Regular users are displayed in blue @ and Direct Integration users are displayed in orange «»

¢ 0 O U O

Some user operations may not take effectimmediately. Click on the refresh button on the Ieﬂ@m refresh the view.
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Inviting a Lender Agent

Step

Action / Result

After you select Relationships from the left navigation bar, the

Administration - Relationships page appears.

PAFreddic®

Uniform Collateral Data Portal™ B® FannieMae® @ Mac

Administration - Relationships

Training Lender

TEm—
(" Cogout

User ID: TRAINER_1

Help Center

5 Training Lender Relationships

=" Training Lender Invite a Lender Agent -
4 Users .
Training
+I" Seller Numbers Business Unit Lender Lender Agent™ |- Select Lender Agent = Lender Agent Permissions®  -- Select Permission -- =
=" Relationships
) Invite
Training Lender Agent
UCDP Appraisal Agency
< Business Units Update a Relationship 2
Select Lender Agent
-- Select Relationship - ~ L Status
Relationship* Permissions™
Change Status
g [ update
To
Current Relationships -
Relationship Name Lender Agent Name Business Unit Number Permissions Status
Training Lender-Training Lender Agent Training Lender Agent VDS71636 FULL PENDING

This page allows you to invite a lender agent to establish a relationship with

your organization.

From the
Administration -
Relationships page,
select the:

= Lender agent you
wish to invite from
the Lender Agent
dropdown.

u

Permission level
(full) from the
Lender Agent
Permissions
dropdown.

Click Invite./

¥3 Training Lender Relationships
=" Training Lender Invite a Lender Agent
e Training -
4l Seller Numbers Businessunit | Lender Agent” | lim's Agency
~i* Relationships
T Lender Agent
raining Lender Agen N
UCDP Appraisal Agency
4/ Business Units Update a Relationship
Select Lender Agent
iy - Select Relationship -~ ~
Relationship* Permissions*

Change Status

~ | Lender Agent Pert

missions®  FULL Z

Status

To

Current Relationships -
Relationship Nam Lender Agent Name Business Unit Number Permissions Status
Trainiry er-Training Lender Agent Training Lender Agent VDSTI636 FULL PENDING
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Inviting a Lender Agent

Step

Action / Result

After you click Invite, a You have successfully invited [name of the
lender agent] message appears. The Current Relationships section shows
a “Pending” status until the lender agent accepts or declines the relationship
invitation.

3 Training Lender Relationships
You have invited Jim's Agency
=" Training Lender
& Usere Invite a Lender Agent -
4/ Seller Numbers _ Training .
Business Unit Lender Agent* - Select Lender Agent -- > Lender Agent Permissions® | -- Select Permission -~
I Relationships Lender
Training Lender Agent [ ivite )
UCDP Appraisal Agency
-+ Business Units
Update a Relationship -
Select Lender Agent
-- Select Relationship - + o Status
Relationship* Permissions™
Change Status
na (™ update )
To
Current Relationships -
Business Unit Number Permissions Status
y EYD18140 FULL PENDING 1D
Training Lender Agent VDS71636 FULL PENDING

The lender agent then receives an email invitation. If the lender agent
accepts the invitation, the UCDP creates the relationship between your
organization and the lender agent. The status in the Current Relationships
section changes to “Active”.

@ If the lender agent has not yet accepted the invitation, you can cancel
the request by updating the lender agent’s status to “Inactive”. Refer
to Updating a Lender Agent Relationship.

Even though the lender agent has been invited into a business unit that has
active Seller Number(s), you must assign specific Seller Number(s) to
enable the lender agent to submit appraisals on your organization’s behalf.
This feature is in place to limit the exposure of your entire organization’s
activity to the lender agent. Even with that business unit and Seller
Numbers(s), the lender agent only has access to appraisal data files their
organization submitted. Refer to Assigning and Removing Seller Numbers
for more information.

This communication relates to the Uniform Mortgage Data Program®, an effort undertaken jointly by Fannie Mae and
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Assigning and
Removing Seller
Numbers

For the lender agent to submit appraisals on your organization’s behalf, you
must assign a Seller Number(s). For Fannie Mae, the Seller Number is your
Seller/Servicer Number or Non-Seller/Servicer Number ID. For Freddie Mac,
the Seller Number is your Seller/Servicer Number or Third Party Originator
(TPO) Number.

You may assign a Seller Number(s) as soon as you invite the lender agent,
even though the status may still be “Pending”. Once a lender agent accepts
the invitation and has an assigned Seller Number(s), the lender agent can
begin submitting appraisals for your organization under the assigned Seller
Number(s).

Typically, organizations submit appraisals under one Seller Number for each
GSE. If your organization submits appraisals under more than one Seller
Number for a given GSE, you have the flexibility to determine which Seller
Number(s) the lender agent uses without exposing all of your organization’s
activity.

To assign and remove Seller Numbers to and from a lender agent, follow
these steps:

Assigning and Removing Seller Numbers

Step

Action / Result

page, click the
Account
Administration tab
and select User and
Business Unit
Administration.

1. From the UCDP Home

FansieMae.com | Freddiebac com Logout

Freddie®
B FannieMae® H\ELL =

TemsofUse | TemsofUse

Uniform Collateral Data Portal

UseriD:  TRAMER 1
Piiacy | Prvacy
————— —— ——— —_—
Home ~ Submit Appraisall = Search | Reportsv = Account Administrabion v  Share Appraisal v Help Center
User Profile

User Account Self Care:

User 2nd Business Unit Adminisraficn

= Submit Appraisal ??\ Search O Help Center
Upload appraisal datz info the UCDP system and recsive a S 5 Review onine documentation at offers addfonal fielg-level
« ‘unique Document Fie Idenifier that will be used at delivery R Locae preinsy ﬂ;",:m IepuEs ot sl s informasion fo enhance your experience using the UCDP system
‘with Fannie Mae and Freddie Mac. e
fequited).
il Reports a ' Account Administration ¢ * Share Appraisal
- 3

‘Share appraisals with your business partners, search and
view shared appraisal submissions and resus theough fhe

Receive information on previously submted reports ! Manage your online experience with the UCDP system by
findvidualy of in aggregate) to manage workfiows of identiy v selectng a landing page and the recigiens of elechonically
issues tha should be addressed Gelivered messages and reports UCDP system.

After you select User and Business Unit Administration, the
Administration - Home page appears.
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Assigning and Removing Seller Numbers

Step Action / Result

2. From the
Administration —
Home page, click the
2 in front of
Relationships to open
that node.

\‘ +I Seller Numbers

Uniform Collateral Data Portal” Bl FannieMae® A Roacc

User ID: TRAINER_1

Help Center

Administration - Home

Training Lender

¥ Training Lender Welcome Karan T
Tips for managing your business units and users:

=| Training Lender

+- Users Click on &din the view on the left to expand an item and view its contents.

Click on a business unit name to manage the business unit.

@e\ationsl’ups

+ Business Units

Click on "Users™to manage the users in the business unit.

Expand the “Users” item and click on a user's name to modify that user.

e -
Regular users are displayed in blue @ and Direct Integration users are displayed in orange <

O U 0 O U O

Some user operations may not take effect immediately. Click on the refresh button on the Ieﬂ@m refresh the view.

After you click the k4, the list of authorized lender agents appears.

3. Click the name of the
lender agent to which
you are assigning a

Seller Number(s)\

¥ s Training Lender

=I~ Training Lender
+- Users

- Seller Numbers

Relationships

- Training Lender Agent
o UCDP Appraisal Agency

* Business Units

After you select the lender agent, the Administration — Relationship Details
page appears for that lender agent.

This communication relates to the Uniform Mortgage Data Program®, an effort undertaken jointly by Fannie Mae and
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Assigning and Removing Seller Numbers

Step Action / Result
4. From the i o)
Administration Uniform Collateral Data Portal B unnicVae: B - e 1
Relationships Details Fome [aweaner
. . Administration - Relationship Details
page, click Edit to
access th e Training Lender > Training Lender-Training Lender Agent
Administration -
Seller Numbers page . T Sy B =
i N 41 Users Relationship Name Lender Agent Name. Business Unit Number Permissions Status.
£l umbers Training Lender-Training Lender Agent Training Lender Agent YDST1636 FULL PENDING
I Relationships
Jim's Agency Seller Numbers B
Training Lender Agent —

UCDP Appraisal Agency

41 Business Units

After you click Edit, the Administration — Seller Numbers page appears for
the lender agent selected. From this page you can assign or remove a Seller
Number to/from the lender agent.

Training Lender » Training Lender-Training Lender Agent

Assigning Seller

Numbers
I Training Lender e =
5. From the 4 Users Available Seller Numbers Assigned Seller Nurmbers
Administration - e 70887
Training Lender Agent
Se”er Numbers page’ UCDPAgppraisa\AjEn:y
locate the list of - Business Units e )

Available Seller
Numbers. Highlighta =
specific Seller Number
in the list and select
Add.

Freddie Mac B

Available Seller Numbers Assigned Seller Numbers

@ The Available Seller
Numbers list is
populated with the same
Seller Numbers(s)
assigned to the
business unit who
invited the lender agent
into a relationship.

The Add all button
allows you to assign
all the Available Seller
Numbers to the lender
agent at one time.

This communication relates to the Uniform Mortgage Data Program®, an effort undertaken jointly by Fannie Mae and
Freddie Mac at the direction of their regulator, the Federal Housing Finance Agency.
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Assigning and Removing Seller Numbers

Step

Action / Result

After you select Add, the Assigned Seller Numbers list shows the added

Seller Number.

=i+ Training Lender
- Users
41 Seller Numbers
= Relationships
Training Lender Agent
UCDP Appraisal Agency

I Business Units

Training Lender > Training Lender-Training Lender Agent

Fannie Mae

Available Seller Numbers

5678567

Freddie Mac

Available Seller Numbers

Addall >> |

(" Ada > )

e

< Remove |

J

(<< Remove ail

(" Addan > )

Add >

i

==

J

<< Remove all

Assigned Seller Numbers

Assigned Seller Numbers

1234123 ,

Removing Seller
Numbers:

6. From the
Administration Seller
- Numbers page,
locate the list of
Assigned Seller
Numbers. Highlight a =]
specific Seller Number
and select Remove.

=" Training Lender
i Users
+I- Seller Numbers
- Relationships
|+ Training Lender Agent
1. UCDP Appraisal Agency

41 Business Units

-\

Training Lender > Training Lender-Training Lender Agent

5 Training Lender Seller Numbers

Fannie Mae

Available Seller Numbers

5678567

Freddie Mac

Addall >

Add >

< Remove |

it

<< Remove all

Addall >

i

Add >

The Remove all
button allows you to
remove all the
Assigned Seller
Numbers from a lender
agent at one time.

@ A lender agent needs
at least one assigned
Seller Number to
successfully submit
appraisal data files.

il

(<< Remove all)

Assigned Seller Numbers

Available Seller’ Assigned Seller Numbers

Once you remove Seller Numbers from a business unit or a relationship, the
submissions in that business unit using those seller numbers are still visible to
the agent and the lender, but they become read-only (except to change the
Seller Number to an active one, if one exists). Changing those submissions
to a different active Seller Number makes the submissions read/write again.

This communication relates to the Uniform Mortgage Data Program®, an effort undertaken jointly by Fannie Mae and
Freddie Mac at the direction of their regulator, the Federal Housing Finance Agency.
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Assigning and Removing Seller Numbers

Step

Action / Result

After you select Remove, the Assigned Seller Numbers list shows the Seller

Number removed and now in the Available Seller Numbers list.

=i Training Lender
4 Users
+~ Seller Numbers
<1 Relationships
i+ Training Lender Agent
- UCDP Appraisal Agency

41 Business Units

Training Lender > Training Lender-Training Lender Agent

Seller Numbers

Fannie Mae

Available Seller Numbers

5678567

Freddie Mac

Available Seller Numbers

1234123

Assigned Seller Numbers.

Assigned Seller Numbers

This communication relates to the Uniform Mortgage Data Program®, an effort undertaken jointly by Fannie Mae and
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Updating a Lender

Once the lender agent has accepted the invitation, you can update their
. . status. For example, you can change the status from “Active” to “Inactive”
Agent Relationship | and vice versa.

g Unlike a user (lender admin, lender user, read-only lender user, or

lender corragg user) or a business unit, you cannot permanently delete
a lender agent. You can, however, leave it in an “Inactive” status.

@ The lender corragg user role has access to the appraisal sharing
functionality.

To update a lender agent relationship, follow these steps:

Updating a Lender Agent Relationship

Step

Action / Result

1. From the UCDP Home
page, click the
Account
Administration tab
and select User and

Administration. =

FamsieMae com | FreddieMac com Logout

W Freddie®

Uniform Collateral Data Portal Emeie\(ae' ﬁ&ﬂc UserlD:  TRANER 1

Help Center

User Prole

User Account Self Care:

7 Locale peeviously submitied reports for staus updates,
comecting mistakes or fo submé addfional appraisal reports (if
required).

COP a
C ‘unigue Document Fie identifier that will be used at delivery informasion fo enhance your experience using the UCDP system.

with Fannie Mae and Freddie Mac.

B . U . t User 2nd Business Unit Admnisirafion:
usiness ni === Submit Appraisal 7\ Search 0 Help Center
y
Upload % Revien online documentaton hat ofes adiional feld-evel

il Reports o ' Account Administration §* % Share Appraisal
# Receive information on previously submtted reports o’ Manage your online experience with the UCDP sysiem by ‘Share appraisals with your business parners, search and
(indwidualy or in aggregate) o manage workdiows or identify v view shared appraisal submissions and resuits through the
issues that should be addressed deivered messages and reports. UCDP system.

After you select User and Business Unit Administration, the
Administration - Home page appears.

This communication relates to the Uniform Mortgage Data Program®, an effort undertaken jointly by Fannie Mae and

Freddie Mac at the direction of thei

r regulator, the Federal Housing Finance Agency.
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Updating a Lender Agent Relationship

Step

Action / Result

2. From the
Administration —
Home page, click

Relationships in the

left navigation bar. \

Click the E4 sign to
display the list of
lender agents
associated with that
business unit.

Uniform Collateral Data Porta

Administration - Home

Training Lender

3 Training Lender

=I" Training Lender
4| Users
Ngeller Numbers

4 Relationships

4/ Business Units

ou B Freddie® b
| FannieMae® E Mac

User ID: TRAINER_1

Help Center

Welcome Karan T
Tips for managing your business units and users:

Click on k3 in the view on the left to expand an item and view its contents
Click on a business unit name to manage the business unit.
Click on "Users” to manage the users in the business unit.

Expand the "Users” item and click on 3 user's name to modify that user.

- .
Regular users are displayed in blue « and Direct Integration users are displayed in orange «

O © © ¢ ©

Seme user operations may not take effectimmediately. Click on the refresh butten on the \Eﬂ@tu refresh the view.

After you select Relationships, the Relationships page appears. The middle
section of this page, Update a Relationship, allows you to change the
relationship status granted to the lender agent.

From the
Relationships page,
click the Select
Relationship
dropdown to select the
lender agent
relationship you want
to update.

As applicable, click the
Change Status To
dropdown to update
the status from “Active”
to “Inactive” and vice

Uniform Collateral Data Portal™

Home

Administration - Relationships

Training Lender

=i+ Training Lender

4] Users

i/ Seller Numbers
41 Relationships

I Business Units.

E—
[ Logout

B

PR FanmtioMac®
FannieMae' User ID: TRAINER_1

Help Center

5 Training Lender Relationships

versa.

Click Update.

Invite a Lender Agent -

Training
Business unit | Lender Agent® - Select Lender Agent -- ~ | Lender Agent Permissions™ - Select Permission -~

ender

[ ivite )
Update a Relationship B
Select Lender Agent
Training Lender-Training ~ FULL v Status ACTIVE

Relationship* : Permissions”
Change Status p
To >
Current Relationships -
Relationship Name Lender Agent Name Business Unit Number Permissions Status
Training Lender-Jim's Agency Jim's Ageney EVD18140 FULL PENDING
Training Lender-Training Lender Agent Training Lender Agent VDSTI636 FULL ACTIVE

This communication relates to the Uniform Mortgage Data Program®, an effort undertaken jointly by Fannie Mae and
Freddie Mac at the direction of their regulator, the Federal Housing Finance Agency.
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Updating a Lender Agent Relationship

Step

Action / Result

After you click Update, different messages appear based on the changes
made. If you changed the status from “Active” to “Inactive”, for example, a
warning message appears asking you to confirm the action.

Deactivating this relationship will prevent Training Lender Agent from submitting, updating, or viewing
submissions far Training. Are you sure you want to proceed?

3

(o< (oo

To complete the update, click OK. A Relationship Status updated
successfully message appears. The Current Relationships section then
shows an “Inactive” status for the lender agent.

3 Training Lender Relationships
————— Status updated

=i Training Lender
I Users Invite a Lender Agent -
I Seller Numbers Training
Business Unit Lender Agent” - Select Lender Agent - ~ | Lender Agent Permissions™ - Select Permission —
1~ Relationships Lender
I~ Business Units.
Update a Relationship -
Select Lender Agent
-- Select Relationship - ~ . Status
Relationship* Permissions*
Change Status P—
"
To
Current Relationships -
Relationship Name Lender Agent Name Business Unit Number Permissions Status
Training Lender-Jim's Agency Jim's Agency EYD18140 FULL PENDING
Training Lender-Training Lender Agent Training Lender Agent VDS71636 FULL

3
5

If the lender agent’s status is changed to “Inactive”, the lender retains
access and all functionality associated with the appraisal data files.

The lender agent also has the ability to change the status of the
relationship from “Active” to “Declined” at any time.

This communication relates to the Uniform Mortgage Data Program®, an effort undertaken jointly by Fannie Mae and
Freddie Mac at the direction of their regulator, the Federal Housing Finance Agency.
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Finding Additional For additional assistance, refer to:
Assistance = Fannie Mae’s UCDP web page

(https://www.fanniemae.com/singlefamily/uniform-collateral-data-
portal)

=  Freddie Mac’'s UCDP web page

(http://www.freddiemac.com/singlefamily/sell/uniform_collateral data
portal.html )

®  The UCDP Support Center at 1-800-917-9291

= UCDP Help Center (accessible after you log in to the UCDP)

© 2016 Fannie Mae and Freddie Mac. Trademarks of respective owners.
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