UNIFORM MORTGAGE | PA Freddie
0 Mac

W rmake home possible®

DATA PROGRAM® &1 FannieMae

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

This reference is the fourth in a series of four references for the Lender Administrator, a Uniform Collateral
Data Portal*™ (UCDPSM) 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 and evaluating results. The other
references in this series include:

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

= Series 2: Managing Business Units

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 document relates to the Uniform Mortgage Data Program, an effort undertaken jointly by Freddie Mac and Fannie Mae at the
direction of their regulator, the Federal Housing Finance Agency.
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Ma naging A lender agent is a third-party entity that a lender authorizes to perform
. . . functions within the UCDP, such as uploading appraisals and evaluating
Relationships with results. As the lender admin, you are responsible for authorizing lender
Lender Agents 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
Overview 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.

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 and set the permission level for the
lender agent.

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 update the lender agent’'s
Agent Relationship permission level and change the status of the
relationship from active to inactive and vice versa.

This document relates to the Uniform Mortgage Data Program, an effort undertaken jointly by Freddie Mac and Fannie Mae at the
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Inviting a Lender 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
Agent 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, you must determine the permission level to
grant them. The permission levels are:

®=  Full — The full 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.

®= Limited — The limited lender agent can perform all of the functions
of the full lender agent and can see all joint GSE findings, but cannot
view GSE-specific findings. The limited lender agent can see the
overall status of the appraisals submitted on your organization’s
behalf.

Regardless of the permission level granted, lender agents can update any
appraisal data file (identified with a Doc File ID) that they submitted.

To invite a lender agent, follow these steps:

This document relates to the Uniform Mortgage Data Program, an effort undertaken jointly by Freddie Mac and Fannie Mae at the
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Inviting a Lender Agent

Step Action / Result

1. From the UCDP Home

[

. ‘ 7 ) X PAFreddie®
; P Tore® 5
page, click the l Uniform Collateral Data Portal B FannieMae® @ Mac sser 10 TRAINER_1
ACCOU nt . | tome “ Submit Appraisal “ Search “ Reports ~ 'I ‘Account Administration + | | Help Center |
Administration tab _
and select User and IS
B u SI ness U n |t User and Business Unit Administration
.. R w PDF Exti e Help Center
Administration, —— u
=== ! Upload appraisal data into the Locate previously submitted reports Review online doecumentation that offers
'F UCDP systemn and receive a for status updates, correcting " additional field-level information to

unique Document File Identifier
that will be used at delivery with
Fannie Mae and Freddie Mac.

mistakes or to submit additional enhance your experience using the
appraisal repors (if required). UCDP system.

Reports Account

ol Administration

= Receive information on previously
submitted reports (individually or I | Manage your onling experience
in aggregate) to manage with the UCDP system by
workflows or identify issues that selecting a landing page and the
should be addressed recipients of electronically

delivered messages and
reports.

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

2. From the

(" Logout )
Administration — l Uniform Collateral Data Portal™ B FannicMae® o \.n; m::::u
Home page, click pse— e
Relationships in the chnistraion- Home ‘
left navigation bar. Training Lender

m Wetcome farant
\ Tips for managing your business units and users:

=" Training Lender

41 Users Click on & in the view on the left to expand an item and view its contents.

@ Click the E3 sign to display Seller Numbers
the list of lender agents A —
associated with that
business unit.

Click on a business unitname o manage the business unit.
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 «»

C ¢ © ¢ ¢ C

Seme 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

/

Click Invite:

Step Action / Result
After you select Relationships from the left navigation bar, the
Administration - Relationships page appears.
= T Togot
Uniform Collateral Data Portal B FunnicMae® User I0: TRAINER, 1
“Home | [“etp Crrier |
Adeninistration . Relationships
Training Lender
Training Lender Inwite a Lender Agent =
,I :::Nm,, Business Uit ::‘:::"' Lender Agend® .- Select Lendes Agent - = | Lender Agent Permissions” | - Select Permiston - 7
=i Pelationships
Yraikng Lender A [y
UCDP Appraisal Agency
3/ Business Units Update a Relstionstip
Slect Lelect Relationship - Eanior ot Status
Retationabup” — Promivnn
S -0
Current Relativnshign.
Relaticnehip Name Lender Agent Name Pemasions | Status
This page allows you to invite a lender agent to establish a relationship with
your organization.

3. From the [ oo
Administration - S e e -
Relationships page, 7 Traning

o Seller Mumbers Business Unit Liside Lender AQent™  lim's Agency = Lender Agent Permissions™  FULL -
select the: etuioraips
Tramning Lender Agent

* Lender agent you LI =E [

wish to invite from Seloct o B s o

the Lender Agent e e

dropdown. o
®=  Permission level

. . Lender Agent Name Business Unit Namber Permisssons. Hatus

the Lender Agent

Permissions

dropdown.
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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

m T SR R s A
s Traivsng Landar
TR Lanvider 3 Lemder Agest
= Seller Numbery Training
Business Unit Lender ADEnt™ .- Salect Lender Agert -« *  Lender Apent Permissions® .. Select Permmson - *
o Relationshigs i
Trairing Lender Agent m
ULDP Appraisal Agency
o Business Unas
Update 3 Relatisnship
Select Lender Agent
Telect Relstionship - = - status.
Relatioaship® Prrmission®
s e i
o
Current Relutionships
Lender Agent Name Business Uit Number Pesmigsiont Status
EYDLELL FULL
FuLL
ue LIMITED

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 document relates to the Uniform Mortgage Data Program, an effort undertaken jointly by Freddie Mac and Fannie Mae at the
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Assigning and 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

Removing Seller Seller/Servicer Number or Non-Seller/Servicer Number ID. For Freddie Mac,

Numbers 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
1. From the UCDP Home _ i — T
page, click the l Uniform Collateral Data Portal” Bl FannieMae®  @Mac ——
ﬁgcountt t t b [ Home 'I ‘Submit Appraisal “ Search 'I Reports “ Account Administration = | [ Hetp center |
ministration ta
and select User and us Sef are

Business Unit
Administration. ‘

User and Business Unit Administration
ubmit Appraisal PDF Extraction Service Help Center

Locate previously submitted reports Review online documentation that offers

= UCDP system and receive a for status updates, correcting " additional field-level information to

unique Document File Identifier mistakes or to submit additional enhance your experience using the

that will be used at delivery with appraisal reports (if required). UCDP system.

Fannie Mae and Freddie hac.

¥ Upload appraisal data into the

)

Reports Account

il O q Administration
= Receive infarmation on previously
) submitied reports (individually or | Manage your online experience
in aggregate) to manage with the UCDP system by
workflows or identify issues that selecting a landing page and the
should be addressed. recipients of electronically

delivered messages and
reports

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 — I Uniform Collateral Data Portal B FannieMacs LS00 er o
Home page, click the = g
U |n fl’OI’]t Of Administration - Home
Relationships to open Training Lender
that node.

m Wecome faran
Tips for managing your business units and users:

=~ Training Lender

4 Users Click on E3in the view on the leftto expand an item and view its contents
\ ) Seller Numbers Click on a business unit name to manage the business unit
@Ralamnsmps

- Click on "Users”to manage the users in the business unit.
4/~ 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 <«

O ¢ 0 O O O

Some user operations may nottake effectimmediately. Click o the refresh button on the lef G to refresh the view,

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

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

Seller Number(s)
\ | Training Lender

+ Users

+ Seller Mumbers

raining Lender Agent
“ UCDP Appraisal Agency

+1~ Business Units

After you select the lender agent, the Administration — Relationship Details
page appears for that lender agent.
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Assigning and Removing Seller Numbers

Step Action / Result
4. From the T Ta
.. . Uniform Collateral Data Portal ER FannieMas® o Mac A

Administration — ‘
Relationships Details | Nz o et
page, click Edit to —_
access the —
Administration - s
Seller Numbers page. J | = memaime fentep Ot 2

[~~~ s Uners Felationahip Name Lender Agent Name Buness Unit Number Permissans. Status

Training Lender. Traiming Lender Agent Trairang Lender Agent VOSTI63 ML PENDING

hm's Agency
Trasming Lender Agent
UCDP Appraisal Agency
+ Business Units

Seller Numbers A

Freddie Mar

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.

This document relates to the Uniform Mortgage Data Program, an effort undertaken jointly by Freddie Mac and Fannie Mae at the
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Assigning and Removing Seller Numbers

Step Action / Result

Trasning Landor = Training Lendsr. Training Lendsr Agoat

Assigning Seller

5. From the " e
Administration - Y s
Seller Numbers page, b i
locate the list of i e——
Available Seller
Numbers. Highlighta - e =
specific Seller Number \L —
in the list and select —> g
Add. sebaied
<= fenove i

@ 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.

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

Training Lender > Training Londor-Tranng Londor Agent

R .

Hanmic Mar
i~ Training Lender

o nen Avaiable Selles Humbers Msisgned Selles Humbers
+ Selber Humbers weTReET
i Relaticnships

Training Lender Agert

UCDP Appraisal Agency

+f Business Unsts

Available Selles Humbers. Ausicgned Selles Nusmbers

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

Reference Series 4 of 4 / May 2011 Page 10



Assigning and Removing Seller Numbers

Step Action / Result
Removing Seller | T e Traung oo 5w Lonat s
Numbers: Sotlor Hombors
6. From the T e st
Administration Seller f Mt wress? =
- Numbers page, I i e -
locate the list of | e ——
Assigned Seller
Numbers. Highlighta ~[ T——— | reen
specific Seller Number e Satownd Sdhwr pinkelt
and select Remove. GO [ —
el
The Remove all
button allows you to
remove all the

Assigned Seller

Numbers from a lender | once you remove Seller Numbers from a business unit or a relationship, the
agent at one time. 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

@ A lender agent needs at . . 2 . .
9 to a different active Seller Number makes the submissions read/write again.

least one assigned
Seller Number to

successfully submit
appraisal data files.

After you select Remove, the Assigned Seller Numbers list shows the Seller
Number removed and now in the Available Seller Numbers list.

J
Training Lender » Training Lender-Training Lender Agent

= Tuwining Lendes i e Assigned Seller Numbers ;
3 Avallabile Seller Numbers .
o Seller Numbers SETRSET
=i Belstionanips
Teaining Lender Agent
UCDP Apprarsal Agency
s Business Units
Freddic Mac
Avaltable SeSicr Numbers =
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Updating a Lender Once the lender agent has accepted the invitation, you can update their

. . permission level and/or status. For example, you can change the permission
Agent Relationship | evel from “Full” to “Limited” and vice versa. You can also change the status
from “Active” to “Inactive” and vice versa.

@ Unlike a user (lender admin, lender user, or read-only lender user) or business
unit, you cannot permanently delete a lender agent. You can, however, leave it
in an “Inactive” status.

To update a lender agent relationship, follow these steps:

Updating a Lender Agent Relationship

Step Action / Result
1. From the UCDP Home ) P Freddics wicioscon Tt )
page, click the Uniform Collateral Data Portal B FannicMac®  @Mac = — User ID: TRAINER_1
ﬁgcountt t t b [ Home “ [y — “ Search “ Reports + 'I T i [ hetp Center |
ministration ta.

and select User and
B u SI n eSS U n |t User and Business Unit Administration

>
Ad .. t t m==STbmIt Appraisal PDF Extr ce Help Center
ministration. = \
I\I’ A Upload appraisal data into the Locate previously submitted reports Review online documentation that offers
= UCDP system and receive a for status updates, correcting " additional field-level information to
i unique Document File Identifier mistakes or to submit additional enhance your experience using the
that will be used at delivery with appraisal reports (if required). UCDP system

Fannie Mae and Freddie Mac.

Reports Account

gl > q Administration

— Receive information on previously

submitted reports (individually or | WManage your online experience
in aggregate) to manage with the UCDP system by
workflows or identify issues that selecting a landing page and the
should be addressed recipients of electronically
delivered messages and

reports

After you select User and Business Unit Administration, the
Administration - Home page appears.
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Updating a Lender Agent Relationship

Step Action / Result

2. From the R Tega )
Administration — I Uniform Collateral Data Portal B FunnieMac® B Mas © —
Home page, click —

[r—
| Home | | Heip Center |

Administration - Home

Relationships in the

left navigation bar. Training Londer
\ Tips for managing your business units and users:
=I- Training Lender
@ - Users Click on E31in the view on the leftto expand an item and view its contents.
Click the Ed sign to ygeler Numbers Click on a business unit name to manage the business unit
. . |- Relationships
display the list of lender -

. . 4/ Business Units
agents associated with
that business unit.

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.

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

O ¢ 0 O O O

Some user operations may nottake effectimmediately. Click o the refresh button on the lef G to 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 and the permission level granted to the lender agent.

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

Step

Action / Result

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

As applicable, click the
following dropdowns
to update the status
and/or permission
level:

Change Status
To: Use this field
to change the
status from
“Active” to
“Inactive” and vice
versa.

Lender Agent
Permission: Use
this field to change
the permission
level from full to
limited and vice

versa.

Click Update.

‘ Uniform Collateral Data Portal

B FunnieMae®

AdMirisraten - Relatonsnips

Training Lender

& Training Lender Ervwite 2 Lender Aqent
g Lien ——— Training 0
3 ness Unit andar o Seleet Lender Agen
Selles Numbers Eaosdar Agant 1 grnt
s~ Relationships
s Business Units
=
Update a Relationship
Sabact Lender Aqent
Training Lender-Training = =
Hesationsrup” Permisaions”

Change Status -
o o sk e

=
Current Relationmbhign

Relationahip Name Lender Agent Narme

Busness Unit Ny

= Lender Agent Permissions” - Seie

Status

ACTIE

Peimasicnt

FAL

User i: TRABICR_1

t Premsn

Tl

[ Welp Conter
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Updating a Lender Agent Relationship

Step

Action / Result

After you click Update, different messages appear based on the changes
made:

= Status Change: If you changed the status from “Active” to “Inactive”, for
example, a warning message appears asking you to confirm the action.

Windows Internet Explorer

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

ox o )

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.

— J Redationntap SEAtEs updated successtuly,
Trainng Lender

cwprvees Invite 3 Lender Agent

8 Seller Numbers Training
Business Unit Lender Agunl® - Select Lender Agent = Lender Agent Permissions® - Select Permission - =

A Ralscnshipt Lender

" s -—
Update 2 Relatioohip ~
Select Lender Agent

Selest Relatisnship Status
Relatonship” Fermissionm”
i -
To
Current Relationships
Relationship Name Lendes Ag: Cuatus
Training Lender.lim's Ageney fa's Agervey FULL PENDING
riing Lendar Agent Training Lander Agent FULL
-UCDP Appeaissl Agency UCD® Appraissl Agency UIMITED PENDING

@ If the lender agent’s status is changed to “Inactive”, the lender retains access

and all functionality associated with the appraisal data files.
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Updating a Lender Agent Relationship

Step

Action / Result

i Training Lender
«i- Users
31 Seller Numbers
4 Relationships

=i~ Business Units

Londer Agent Pesmissions updated successhuly,
Invite a Lender Agent

Training
Lemder

Update a Relationship

Select - Lersder Agent

Change Status

Cunrent Relationhips
Relanonzhip Hame
Training Lendes- im's Agency

Teaining Lendes-T

rwder Agent

Training Lendes-UCDP Apprasal Agency

I Training Lender
o Users
+l Seller Numbers
4 Relsticnships

&~ Business Units.

Business Unit Lender AQe™  -- Sefect Lender Agent -

Lender Agert Name

UCDP Appraisal Agency

Permission Change: If you changed the permission level from “Full” to
"Limited”, for example, a Lender Agent Permission updated

successfully message appears. The Current Relationships section then
shows the new permission level.

* | Lender AQent PermiSSions”  -- Select Permiseon = ¥
Slanus
" Update

Busimess Uinit Numbes

FEQ21515

Permisions Status.

PENDING

PENDING

Invite a Lender Agent
Training

Busingss Unit Lender AQent - Sebect Lender Agent -
Lender

Update s Relaticnsbip

Select T Lender Agent

falaticn Seiect elstionbg Parindukiaie

Change Status

1o

Current Relationships.

Relatianzhip Name Lender Agent Name

Training Lender-Jim's Agency

Training Lender- UCDP Appraisal Agency

Status and Permission Change: If you changed the permission level
and the status from “Inactive” to “Active”, for example, a Lender Agent
Permission and Relationship status updated successfully message

appears. The Current Relationships section then shows the new status
and permission level.

Londer Agond Pesmisssons and Relationship status updated succosshully.

v Lender AQent Permissions” .. Select Permmuon -= ¥

Business Unit Number

Status
Pesmissions.
FULL
LUMITED

The lender agent also has the ability to change the status of the relationship
from “Active” to “Declined” at any time.
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Finding Additional For additional assistance, refer to:
Assistance = Fannie Mae’s UCDP web page

(https:/lwww.efanniemae.com/sf/technology/commitloandel/ucdp/ind
ex.jsp)

"  Freddie Mac’'s UCDP web page

(http://www.freddiemac.com/sell/secmktg/uniform_collateral data p

ortal.html)
®=  The UCDP Support Center at 1-800-917-9291

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

© 2011 Fannie Mae and Freddie Mac. Trademarks of respective owners.
|
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