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Introduction

What is the Uniform Collateral Data Portal?

The Uniform Collateral Data Portal® (UCDP®) is the Web-based portal lenders and their designated
agents use to electronically submit appraisal data files prior to loan delivery to Fannie Mae and/or
Freddie Mac (Government Sponsored Enterprises or GSEs). Through the UCDP, you can submit up
to 10 appraisal data files at a time, search for previously submitted appraisals, clear hard stops, view
reports, and share appraisals with your business partners.

NOTE: The use of UCDP does not relieve lenders of any obligations under the Fannie Mae or
Freddie Mac Guides, as applicable, including the representations and warranties they are required to
make about the accuracy and sufficiency of appraisals relating to mortgages that are sold to either
Freddie Mac or Fannie Mae, including adherence to the Uniform Appraisal Dataset (UAD) standards.

Who should read this manual?

This User Guide is intended for loan officers, underwriters, appraisal management companies, and
others who use UCDP to submit appraisal data files to the GSEs, resolve problems with the appraisal
data file submissions, and generate reports from UCDP.

What’s in this manual?
This manual contains the following sections:

e Section 1: Logging into UCDP describes the different types of portal users, how to determine
which type of user you are, and how to log into UCDP.

= Section 2: Submitting an Appraisal explains how to submit appraisal data files to the portal in
single or multiple submissions.

e Section 3: Searching for Previously Submitted Appraisals explains how you can search for
appraisal data files according to different criteria and how to use the results of a search.

e Section 4: Viewing and Editing Appraisal Information explains how to check the submission
status; edit certain information and/or resubmit appraisal data files (as needed); and request,
track, and process override requests.

e Section 5: Generating Reports explains how to generate Submission Summary Reports (SSRs)
and track any previously run or scheduled reports for the last 90 days.

e Section 6: Account Administration explains how to manage your user details and profile.

e Section 7: Help Center displays links to documents and training media available to new and
existing users of UCDP.

- _________________________________________________________________________________________________________________|
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e Appendices:

A. Frequently Used Terms
B. Supported Appraisal Forms
C. Supported File Formats

D. Lists of Hard Stops
E. Password Strength Rules

F. Appraiser License Verification
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1. Logging into UCDP

Before you can log into UCDP for the first time, you need to know which type of user you are: Lender
Administrator or general user. The Lender Administrator, or Lender Admin, is a UCDP user who has
the authority to set up and manage your company’s business structure within the portal, including the
access privileges of other users, at the business unit or enterprise level. The Lender Admin can
either “create” a general user in UCDP (created users) or “invite” a general user to register for UCDP
(invited user).

When creating a user, the Lender Admin assigns that user a permanent user ID and a temporary
password that can be changed after the user logs in. Alternatively, the Lender Admin can send the
user an invitation whereby the user can create a unique User ID and password.

General users have access to all of the functions described herein (except the ability to change
passwords and to invite and/or create users, which is reserved for the Lender Admin). Read-only
users can only read information from the screens available to them.

The next two subsections walk you through the steps of logging into UCDP if you are a created user
(see Section 1.1) or an invited user (see Section 1.2).

Note: There is a separate five-part Reference Series for Lender Admins available on either GSE’s
website to assist the Lender Admin in the organizational setup. For information related to appraisal
sharing functions, refer to the UCDP Appraisal Sharing User Guide. In addition, Frequently Used
Terms are listed in Appendix A.
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1.1 For users created in UCDP

If you are a created user, you receive a UCDP-system generated email (shown in Figure 1.1.1)
informing you that an account has been created for you. This email includes your permanent user ID.
The Lender Admin also assigns you a temporary password and provides it to you either verbally or in
a written document.

Figure 1.1.1 Email Sent to “Created” Users

From: ucdp-noreply @veros.com Sent: Wed 6,/29/2011 12:50 PM
Tao: [ John_Smith@SWlender.com ]

Co

Subject: LUCOP Mew User Account Information

Y

A4 Tniform Jollateral Data Portal(SH) (UCDP) administrator at yvour organization has cresated a UCDE user account
for you. Your administrator will provide you with a temporary password that you can use to log into the UCDE.
Once yvou have received the password. please click on the link below to log into the UCDP, walidate ywour e—mail
addres=s. and complete your UCDF registration.

UCDE User ID: john_ =mith

https:~wyw—test uniformdataportal  com<VANAuthEnforcer-VAMAuthEnforcer aspx?
hash=C739f Aacfd436d234d08f 3984862 fchdf6f 04638

Plea=e contlact the UCDP Support Center at SU00-917-9291 with questions regarding the setup of vour account. For
password as=istance please contact your ministrator.

Issued Hyperlink to UCDP for
User ID Validating New User
. \________________________________/J

When you receive the email, click the hyperlink to access the Login page.
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After entering the UCDP website, log in on the page shown in Figure 1.1.2 with the user ID provided
in the UCDP-system email and the temporary password provided by your Lender Admin.

Figure 1.1.2 Login Page
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After you log in, the Password Expired page shown in Figure 1.1.3 appears so you can change your
temporary password to a permanent password that you can easily remember.

NOTE: Passwords cannot be the same as the user ID and must be at least eight characters long,
using letters or numbers only (no special characters). For more information, see Appendix E —
Password Strength Rules.

Figure 1.1.3 Password Expired Page

Uniform Collateral Data Portal™ FannieMae™ E)

Mazswond Expired

Your paseword has expired. Flease enter your current password and select a new password.

User John_Smith
Corrent Pasawned

Huw Fassword

Confim New Password

- _______________________________________________________________________________________________________________|
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When you create your new password, the page shown in Figure 1.1.4 informs you whether the
change was successful. (If you enter the incorrect password in the Current Password field, all fields
on the page clear. If you enter the incorrect password in the Confirm New Password field, you
receive an error message stating, “The new password values entered do not match” but the fields
remain intact.)

UCDP then asks you to log out and log back into the portal with the permanent user ID and new
password.

Figure 1.1.4 Password change successful

Uniform Collateral Data Porfal ™ lannieMae® B

Your password bas been chanzed. Mease click the TCDT link in your welcome email to beg inte UCDP and valdate your email address.
Click here to close this window.

You also receive an email (shown in Figure 1.1.5) informing you that the password has been
changed.

Figure 1.1.5 Email sent notifying of the password change

From: ucdp-noreply @veros.com Sent: Wed 6/29/2011 12:55 PM
To: John_Smith@SWlender.com

Co

Subject: UCDP Password Change Motification

bl

The password for vour Uniform Collateral Data Portal(SH) (UCDP) user sccount john smith has been changed a= =
requested. If you did not make this reguest, yvour UCDP admninistrator initiated this change on your behalf and
will contact vou with a temporary password that vou can use to log into the UCDP. Once vou have received this
pa==word, pleass log into the UCDP and create a new password.

Pleaze contact vour UCDP administrator for password assistance.

NOTE: Before logging back into UCDP, click the Favorites button on the Internet Browser tool bar to
save the website as a favorite bookmark.

- __________________________________________________________________________________________________________________|
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When you log back into UCDP, the system displays the Terms and Conditions page shown in Figure
1.1.6.

To finish the login process, you must:

¢ Read and accept the Terms and Conditions.
e Select three Challenge Response Questions.

Figure 1.1.6 Terms and Conditions Page

Uniform Collateral Data Portal™ IanmieMae® E

T1aer e JOIN_SMITI

Hul Cevlon |
IICTP - Terma And Conamona

Hizase read and accepl the |erms & Londrons o conlinus,

Vou have accessed the Teons and Coaditicn: applicabis to e TCDP. a joint Tannie W22 and Treddie Mac (the "GS0:7) wek sit=.

BY USING THE UNISCRM COLLATERAL DATA PORTAL FUCEP YO AGRRE T BE BONINIBY THE FOLLUSWING THEMES AND CONITTING ‘_‘
Important Notice for CSE Sellers

These Terzne and Comdlons are appboeble cody o we of e DCDP, and do wol asend o supplemel e spplicable Guide or any el sseenenl belwesn you and eilber GSE.

Impartant M ntice for Freddie Mac Sellers

Indrvicuals or sabties on Ireddiz Mac's exclusionary list ey be registered users of the UCDP. A Sell=c’s abiliey to select 2n appraisal managzment company or other party in connecion wih the uee of the UCDE does not consdmte Traddie Mac's

crdorzcment or spprovel of the appeaisal manegzment compeay or other party and docs ot rofizve Sollzr of mry obligatioas porsuent to the Grzde or Seller’s other porchese documears, inchiding the requircments in Guide Section 2.24 related be te
eacludunary ful.

Tnaunthorized Access, Copying or Dommloading

Aczcess o the UCDE for any unlewdl purposs is sxprassly peohibited. Mo portion of the UCDP may be published. sold republiched. prmed. copied. cetransmitted. repostzd. or displayed on a web site or io other conwminication mat=dials without
Trier wriften conscnk

TUser Registration and Account Creation, User Name ID and Password Security

71 kano e Moz anc e ¢ Moz |redemes o The rsacei Jwners. /.f. - WF-uw‘

I Accept Button

- _______________________________________________________________________________________________________________|
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To set up your challenge questions, follow these steps on the page shown in Figure 1.1.7:

-_—

Select three separate questions from the six provided in the dropdown.
2. Enter answers for each question.

3. Click Submit to register the questions and answers in the system. After you submit the
questions and answers, the UCDP Home page appears and you can begin using UCDP.

Figure 1.1.7 Challenge Response Questions Page

" . ) reckdic” Zanr el 36.00 ¢ & 20 |f__ TE—
Uniform Collateral Data Portal Bl FannieMae® E%.{;i;:*h‘ L =

Usiar 10: JOHH_SMITH

lielp Center
UCDP Challengs Response Juestione

Plusse sulucl and answsn ies ol D lellowing queslions, |hess answeis will by wsed il you need 0 isssl yourn password,

Qursiian 1 What 12 your cater-sl Lremdfzthe’s first name! -
A

Qurstlan 2 What was your hrst pet's name? =
Answe |
Qurstlan 3 What 12 your Mother's r2d iz name? =
Answe |

Pull Down Menu Control Submit Button
N —— e —

- _______________________________________________________________________________________________________________|
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1.2 For users invited to UCDP

When the Lender Admin invites you to create an account in UCDP, you receive a UCDP-system
generated email (shown in Figure 1.2.1) inviting you to create an account in UCDP.

Figure 1.2.1 Email Sent to “Invited” Users

From: ucdp-noreply @veros.com Sent: Wed 6/29/2011 1:05 PM
Tao: Jane_Smith@SWLender.com

Coc

Subject: UCDP Registration Invitation

Y

A Uniform Collateral Data Portal{SM) (UCDP) administrator at your organization has sent you an invitation to create a UCDP user
account. Please click on the link below to create your UCDP user account.

T‘rttps:f,r'\.'.r\,'.r\,'.r—'test.uni'Formdataportal.com,NAMAu'thU'tiIitv,r'SeI'FRegis‘tra'tion.aspx?hash=V‘FBzakpvmivPEdidequiaNndBTKA%
2bh4ThpadKhVBbk0iVe2fOzwER%2fBe MPWzUY9uYY%2b8cePdMBsFcSifevAFd 1INV pZ rryhd GXYMFFSoSM2 Q%

2EwiCMMYPWmcWyUKNIPrWiTh2e2 fNixwNkcgDFj99g3rDhyrQLFafOkr2
.

Please contact the UCDP Support Center at 800-917-9291 with questions regarding the setup of your account.

Hyperlink to UCDP to
Self Register

- ______________________________________________________________________________________________________________|
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When you receive the email message, click the hyperlink to access the Self Registration page shown
in Figure 1.2.2. To register for UCDP, follow these steps:

1. Complete all required entry fields (marked with a red asterisk on the page):
e First Name*
e Last Name*
e Preferred User ID (enter twice)*

e Password (enter twice)”
2. Click Create.

Figure 1.2.2 Self Registration Page

Uniform Collateral Data Portal™ Bl FunnioMuet DL

Home |

Self Registration

FIrsT Hame * 1 ant Hame +
Janr:

Bmia
LICICET Uu Falyps Piofaried Uk 1D "
Jana_Snull Ji

Faszword* Itetype Fasswond *

ssnasaan sassana

Email addriss
Ane_imrngg i mndes 2am

Rl
Le~darisas

s Reguited 1w malion

Required Entry Fields

If the new user creation is successful, you receive a Registration Successful page (shown in Figure
1.2.3). If the name entered in the Preferred User ID and Retype Preferred User ID fields is already in
use, you get the error message “User ID is not available” and you need to select a different user ID.
If the passwords entered in the Password and Repeat Password fields are different, a popup error
message “Password values do not match” appears.

- _________________________________________________________________________________________________________________|
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Figure 1.2.3 Self Registration Successful Page

Uniform Collateral Data Portal™ Bl fannieMaer  BbEeC

[ linme

Registrafion Successiul

4’,' Thank you for registzring with UCDP. in email has been sent with instructions for you to log in and ues UCDP.

After completing the Self Registration page, you receive a UCDP-system generated email (shown in
Figure 1.2.4) asking you to validate the email address and complete your registration.

Figure 1.2.4 Email Address Validation Request

From: ucdp-noreply @veros.com Sent: Wed 6/29/2011 1:10 PM
To: Jane_Smith@SVWlender.com

Co

Subject: UCDP Mew User Email Verification Required

Your Uniform Collateral Data Portal(SH) (UCDP) user account has besn created. Please click on the link below to =
log into the UCDP. walidate your e-mall address, and complete your UCDP registration.

UCDE User ID: jans_ =mith

https: ~Ywyw—test unifocrmdataportal  con VAMAuthEnforcer -VAMAuthEnforcer . aspx?
hash=9f45=4134540=d67acd122689f Focabb31 343294

Plea=e contact the UCDF Suppo Center at 800-917-9291 with questions regarding the s=etup of your account.

Hyperlink to UCDP to Validate email
address & identify the new user ID

You must click the hyperlink within the message to access the Login page (shown in Figure 1.2.5)
and complete your registration and validation of your email address.

- ________________________________________________________________________________________________________________|
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Figure 1.2.5 Login Page

Uniform Collateral Data Portal Pl TonnicMTnc®
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You can now log into UCDP using your newly created user ID and password.

NOTE: Afterlogging out of UCDP, you can click the Favorites button on your Internet Browser tool
bar to save the website as a favorite bookmark.

The first time you log into UCDP, the system directs you to the Terms and Conditions page shown in
Figure 1.2.6.

To finish the login process, you must:
¢ Read and accept the Terms and Conditions.

o Select three Challenge Response Questions that are used in the event your password needs
to be reset.

- _______________________________________________________________________________________________________________|
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Figure 1.2.6 Terms and Conditions Page

. (" Tagait )
Uniform Callateral Data Portal™ BR FannieMae® = = }

User 10z JAKE_SMITH

lletp Cemter |
LD - Tenns and Comdilion:

Fleass rend ond oooept ihe Temma & Condiilons 1o continue.

Vo bave zozczzed the Tenms and Cendiions epolicakle o the UCDT, a jowz Faanic Mac zad Froddic Meo (the “GSEs™) web site. =

DY USING TIIE UNTORM COLLATERAL DATA PORTAL (UCDE™), YOU ACRIL TO O DOUND DY TIIE FOLLOWING TLEMS AND CONDITIONS:

11

Impartant Mofice for (25F Sellers
Thes= T=mms and Conditicas are 2pplicabl= anly touse of the UCD2. 204 do net amend or suppl=ment the applizable Guide or any other agreement betar==n vou and =ither O8I

Impuoriant Nutice for Freddic Mac Scllers

Indmicels of eotizs on Sreddie Mas's cxchisionary list may he omistered nseres of the LCINY A Ex7lers shilty bo soinet an sppradss] managemeat compmmy oF ofther pary in comection with te nse of the UCTH? dacs net eonsttre: Freddic Mas's
emdorsennenl o approval of lhe copn aiee] manapeenl comgrag o ol pealy e does nelrebieve Sella of any cblizalions puswal o e Guids o Sela’s olba puckase documels, Bchdng e roquirenents in Guede Sechon 224 12laled Lo e
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Toaulboriced Acvess, Cupying or Do olvadiog

Aesns tothe LICTH tor 3oy anlantil marpose i fxnressly probdhied Mo portion of te LCDE mav ha prhlisked, seld ramiblicshed priared copiad, retranemitted renosted | or displsyad on a weh sire 07 in other commimication materals withonm
pain wrillen comenl

Uscr Registeation and Accomt Creation, Dzer Mame 1D and Password Secnrify

(" ibaNctaccept 77 TRccept

RILA1 Fua e Mo s ] Pl Mz T st ] U sesmprsfive wsinnace

I Accept Button

To set up your challenge questions, follow these steps on the page shown in Figure 1.2.7:
1. Select three separate questions from the six provided in the dropdown.
2. Enter answers for each question.
3. Click Submit to register the questions and answers in the system. After you submit the
questions and answers, the UCDP Home page appears and you can begin using UCDP.

Figure 1.2.7 Challenge Response Questions Page

Uniform Callteral Data Portal” [ -1

UWCUE Chalenge Hesponse Usestions

-
Flease select and answer three of the fallowing questions. These answers will be used if you need to resel your password.
Question 1 Whal iz yuar palenz| trandlzLu's [isl namei -
Anzwer
Qusation 2 Wital was yout sl pel’s nami -
Anzwer
Queatlon 3 Whal e puar Mubee's middle nan e O
Anzwer

Pull Down Menu Control Submit Button
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1.3 Navigating the Home Page

The Home page shown in Figure 1.3.0 has several options that you can use to navigate through
UCDP. You can use the tabs at the top of the page or the graphical icons in the middle of the page.
Relevant news updates are displayed at the bottom.

Figure 1.3.0 Home Page

Tabs Icons

Uniform Collateral Data Portal™ P8 eV

|==__ Submit Appraisal B Halp Center
\ —-&' e . searen e B
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sLAmEcAr Al Apprass repe s a3

gl >, Repors . .' Account Adminisiretion

= g

Qj Rgcele Infarm 3 o7 or praAcL 2l zaCrited redors JndlAdua yer Y ‘ar 3ge souranIng soer snce wiih he LZD™ 2atar o selzcling £ lard g
3rag2T8HD WanEge we KIENE of dentif; S3ues hal hoL d bs acdEsssd 23 £141E 186K &3 of Blecrar celly dellverad Messagss and raperts.

Mewes Updates
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News Updates
.
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1.3.1 Features on the Home Page

Table 1.3.1.1 lists the features on the Home page that are accessible via the tabs or the icons.
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Table 1.3.1.1 Home Page Features

Feature Description

Upload an electronic appraisal data file into UCDP and receive a unique
Document File ID (also known as a “Doc File ID”) to be used for loan delivery to
Submit Appraisal either Fannie Mae or Freddie Mac.

(For more information on Supported File Formats, see Appendix C; for more
information on Submitting an Appraisal, see Section 2.)

Locate previously submitted appraisal data files; view status updates; correct
errors; resubmit appraisal report files; and/or request, track, and process override
requests.

Search (For more information on Searching for Previously Submitted Appraisals, see
Section 3; for more information on Viewing and Editing Appraisal Information, see
Section 4.)
Request and manage information on submitted appraisal data files and/or identify
Reports issues that should be addressed.

(For more information on Generating Reports, see Section 5.)

Manage user profiles (customize landing pages, designate recipients of
scheduled reports and system messages) and edit user account details and/or
challenge questions.

(For more information on Account Administration, see Section 6.)

Account Administration

Review online documentation and training media that offer additional information
to help you use the UCDP Portal.
(For more information on the Help Center, see Section 7.)

The following resources provide additional information:

¢ Freddie Mac Privacy: www.freddiemac.com/terms/ucdpprivacy.html

e Freddie Mac Terms of Use: www.freddiemac.com/terms/ucdpterms.html

Help Center

e Fannie Mae Privacy: http://www.fanniemae.com/portal/portal-ucdp-
privacy.html

e Fannie Mae Terms of Use: http://www.fanniemae.com/portal/portal-ucdp-
terms.html

End the UCDP session and return to the UCDP Login page. The system

Logout button automatically ends the UCDP session after 20 minutes of inactivity.

View information on issues affecting use and availability of UCDP. ltems such as
News Updates planned maintenance, scheduled outages and hard stop changes are posted and
described here.
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[
2. Submitting an Appraisal

The Submit Appraisal function on the Home page enables you to submit the electronic appraisal data
file (XML with an embedded PDF) for a loan. Every submission (Successful or Unsuccessful) is
assigned a unique Doc File ID, which you must include with every loan package delivered to the
GSEs.

You can submit up to 10 appraisal data files at one time. A submission may include a minimum of

one to a maximum of three appraisal data files for each loan, but never more than 10 appraisal data
files for one submission.

NOTE: If the appraisal data file(s) is rejected because it exceeds size limits (15 MB for XML file
format submissions for one file, or a total of 100MB for multiple files submitted at one time), ask your
appraiser to reduce the resolution of the pictures within the PDF file and resubmit the smaller
appraisal data file. Performance of the system could also be slowed for individual files over 6 MB.

To begin, click the Submit Appraisal tab or Submit Appraisal icon shown in Figure 2.0.1.

NOTE: The following options are not available to “read-only” users.

Figure 2.0.1 Accessing the Submit Appraisal Page

Submit Appraisal Tab/Icon
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2.1 Steps to submit an appraisal data file

After you click the Submit Appraisal tab or icon on the Home page, the Submit Appraisal page shown
in Figure 2.1.1 appears.

Figure 2.1.1 Submit Appraisal

Required Entry Fields

[ Theest )
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To submit an appraisal data file, complete all the required entry fields (marked with a red asterisk in
Figure 2.1.1). More information about these fields is in Table 2.1.2.

Table 2.1.2 Required fields in the Submit Appraisal Page

Required Field Description
BUSi . The UCDP assigned business unit defaults into the field if there is only one. Or,
usiness Unit . . . . .
you can select it from the dropdown if you have multiple business units.
Submit To Select at least one GSE (Fannie Mae and/or Freddie Mac).
Lender Loan Number Enter the unique Loan Number (maximum 15 characters).
Fannie Mae S/SN or Select the Seller/Servicer Number (S/SN) or Non-Seller Servicer Number (Non
Non S/SN ID S/SN) from the dropdown (referred to as seller number in User Guide)
Freddie Mac S/SN or Select the Seller/Servicer Number (S/SN) or Third Party Originator Number
TPO# (TPO#) from the dropdown (referred to as seller number in User Guide.
Click the Browse button to select and upload the appraisal data file. The first
File Name/Location appraisal data file uploaded is labeled “Appraisal 1” and is considered the primary
appraisal.

NOTE: Information on supported appraisal file formats can be found in Appendix C.
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You can add the following optional information discussed in Table 2.1.3 and shown in Figure 2.1.4.

Table 2.1.3 Optional Fields in the Submit Appraisal Page

Optional Field

Description

Institution ID

Enter the Fannie Mae-specific ID that identifies the lender or branch that
originated the loan. The institution ID is identical to the field in Desktop
Originator® (DO®)/ Desktop Underwriter® (DU®) submissions. (UCDP does not
edit or validate this value.)

Case File ID

Enter the Fannie Mae-specific ID that refers to the Desktop Underwriter (DU)
Case File ID.

Delivery S/SN

Enter the originator’'s Freddie Mac-specific seller or branch number if it's different
from the seller number

Loan Prospector Key

Enter the Freddie Mac-specific number that refers to the Loan Prospector® AUS
Key.

Figure 2.1.4 Submit Appraisal
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To add appraisal data files to an existing loan, click the Add Document button on the right side of
each section shown in Figure 2.1.5. To add a maximum of three appraisal data files for each loan,
use the Browse button to locate the file.

Figure 2.1.5 Add Appraisal 2 and/or 3 to a Loan Submission
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To add another loan to the submission, click the Add Loan button at the bottom of the page to create
another loan section shown in Figure 2.1.5 and 2.1.6.

Click Submit.

NOTE: You can upload a maximum of 10 appraisal data files in one submission regardless if it’s one
appraisal for 10 loans or multiple appraisals for a smaller number of loans. Either way, the total
number of appraisal data files uploaded at one time cannot exceed 10. If the appraisal data file(s) is
rejected because it exceeds size limits (15 MB for XML file format submissions for one file, or a total
of 100MB for multiple files submitted at one time), ask your appraiser to reduce the resolution of the
pictures within the PDF file and resubmit the smaller appraisal data file. Performance of the system
could also be slowed for individual files over 6 MB.
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Figure 2.1.6 Multiple Loan Submission Page

Uniform Gollateral Data Portal BR Fianniv: Ve

| vame || somanparacel || wsan | kesars | nssourtaarumsmaten -

[T ltelp Center
Subemit Apprasal

Hasaness ot Ao wanl erdnr = Hubmit i Ilkanme Wi | bredei: Mar. | eader | can Hiuraner
anma Mae

SASH ar an SISH D Za AT o dar-REY 0 - Insttwtian n sk Flan
Freddr: Mar
SH ar 113 Se P HEN O ST - leinnry SR | nan Praspecton iy

il & &

nmel 1gps Bppae 1 it e | ol [ B feaumast |

el ant 1ypa Appraisals Fia Hama !l araban” [ L3
recumaht Iy Apnrasal ) Fiiz ame ! | araban” [T
Eusiness Unit 2ot Wasl _er dar - SubmicTo [¥|Fanne Wae |¥ Freddis Mac Lendar Loan Huraber*

Tanwe Mae
515H o1 Hon-I5H 1T Ze e d QT Nu-3TH D = Il fion 1D Cuse Tile 1D

reddls Mac
Ho TRS & Id BT w 7T Dueliveny S5H Luen Prospecton @ Key

Documant Agpraizel Tlia Kame ! Locacan: Do | Adaecumest |

Duecument Type Bpunaival 2 Filz Hame ! Locatianr TBowse.. | D

w & €

Ducument Trps Appruizel 3 Tile Hane ! Lozubiane Do

*Ird e Tec iled riaTaliin

Tkl amh Ve Atz sla ria et escaed 100 Sappored forms a4 fommats

Section Number Add Loan Button

On the right side of the Submit Appraisal page shown in Figure 2.1.7 are several helpful icons, links,
and buttons that are further explained in Table 2.1.8.

- _____________________________________________________________________________________________________________|
UCDP General User Guide Page 27 of 100 Version 11 02-07-2016



Figure 2.1.7 Additional Icons, Links, and Buttons
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Table 2.1.8 Icons, Links and Buttons on Submit Appraisal Page

Icon, Link, Button | Option Description

rar Copy Icon For submitting multiple appraisal data files. It copies all information
from the current submission to the following section except the
Lender Loan Number, Case File ID, Loan Prospector Key, Document
Type, and File Name / Location.

= Clear Icon Clears all field entries in a section.
I

Delete Icon | e The icon on the right side of the page deletes the current section
from the page.

e The icon next to File Name/Location field in the Document Type
section removes the entire row and any associated entries.

Supported Forms Link For viewing a list of forms and formats that UCDP supports. (For

and Formats more information, see Appendix B and C).

Submit Button When the section(s) is complete, click to upload the loan appraisal
data file(s) and associated data to UCDP.

Add Loan Button Adds a new loan section.

2.2 The Progress Bar for Submitted Appraisals

After you submit the appraisal data file, the progress bar shown in Figure 2.2.1 tracks the progress of
the submission.

Figure 2.2.1 Progress Bar
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When the appraisal data file upload is complete and the submission is analyzed, you receive an
Upload Confirmation Report, as shown in Figure 2.2.2. This report provides the status of the
submission (In Progress, Successful, Not Successful, or Rejected). A Doc File ID is assigned for all In
Progress, Successful, and Not Successful statuses, and is the loan identifier for a specific appraisal
data file. The Doc File ID must be submitted as a data element when the loan is delivered to either
GSE. If the submission is rejected, you do not receive a Doc File ID.
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Figure 2.2.2 Upload Confirmation Report Page
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The possible upload statuses are shown in Table 2.2.3.

Table 2.2.3 Upload Status Possibilities

Status Description

In Progress The submission is being processed and analyzed.

Successful The submission has been processed and analyzed. There were no critical issues that
were identified in the appraisal data file submission.

Not Successful The submission has been processed and analyzed. There were one or more critical

issues that were identified in the appraisal submission that resulted in an unsuccessful
submission. You must review the issue(s) and either request an override for the error
(if applicable and appropriate) or submit a corrected appraisal data file.

Rejected The submission was rejected due to a submission problem such as a duplicate
business unit and lender loan number combination, XML file format or structure
problem, or excessive file size.

Note: If the appraisal data file is rejected due to size, ask your appraiser to adjust the file size by
reducing the resolution on the pictures within the PDF file and resubmit the smaller appraisal data file.
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2.3 Additional Report Options

On the right side of the Upload Confirmation Report page shown in Figure 2.3.1 are icons for
additional report options that are explained in Table 2.3.2.

Figure 2.3.1 Upload Confirmation Report Page — Additional Options
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Table 2.3.2 Icons in Upload Confirmation Report

Icon Option Description
bl Export to Exports the Upload Confirmation Report to a PDF file.
PDF
_EI Export to Exports the Upload Confirmation Report to a Microsoft® Excel® document.
o Excel
@ Print Prints the contents of the Upload Confirmation Report.

If you click the Doc File ID link in the Upload Confirmation Report, the Appraisal View/Edit page
shown in Figure 2.4.0 appears. It gives information about the appraisal data file submission, divided
into several sections:

e Submission Information
e Appraisal Information
e History of the Submission

NOTE: You can find more details on the Appraisal View/Edit page in Section 4.
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2.4 View/Edit Pages for Appraisal Submissions

In addition to reviewing submission data, you use the View/Edit pages to submit a request for an
override, and resubmit a corrected appraisal data file and/or add additional appraisal data files. (For
more information on View/Edit pages and clearing exceptions, see Section 4.)
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Figure 2.4 View/Edit Page
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2.4.1 SECTION 1: SUBMISSION INFORMATION

The Submission Information section (shown in Figure 2.4.1.1) of the View/Edit page contains the Doc
File ID and GSE submission status for each appraisal data file. In addition, the page contains
information about the Lender Loan Number, Date Submitted and Last Updated, Lender Name,
Business Unit, and the Fannie Mae and Freddie Mac seller numbers, and a link to the Submission
Summary Report (SSR). For more information on the Submission Summary report, see Generating
Reports in Section 5.

Figure 2.4.1.1 Section 1 - Submission Information
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2.4.2 SECTION 2: APPRAISAL INFORMATION

The Appraisal Information section (shown in Figure 2.4.2.1) of the View/Edit page enables you to
view appraisal data file information, view any warnings or hard stops resulting from the appraisal
submission, and upload a corrected appraisal data file or add additional appraisal data files.

Hard stops are critical errors resulting from appraisal data that does not meet GSE requirements,
which generate a status of “Not Successful.” Other warning messages may exist, including results
from the UAD compliance check. You must resolve hard stops in order for the appraisal submission
to ultimately receive a “Successful” status. For some hard stops, you can request an override. For
others, you must submit a corrected appraisal data file. More information about resolving hard stops
is contained in Section 4.3.3.
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Figure 2.4.2.1 Section 2 - Appraisal Information

Upload a corrected file

Submizalon Infy Tannis Mae 5Stotus : Kot Successiul Treddle Mac Status i Mot Successhal =
Subimited Walidaatend
Dz Subonilled CIMOBEI 4 125750 Subjec. Address *27 Hue s Wain Soeel|HD 121 Subjecl Addrezs
-3zl Updets CIOBET 1S 2026 CHy Sate 27 A Towm, MO 200353 CHy Sate 27
=2 Tyra FM 1304FRF 70 Appraaadvaia 347EA00 Apprai=ad vaia 3475 00
- v Aamrs e Mam Lahn.ieren Sapre = Hars
» Farmat - HEa Htate i e re Wl 1 st | ieer e

U ADLT DS

Sup. APEIECL LT ane oy
2001 Gleale s Liver e

Slale s Liver se

Appmaisal 1: Tike Opeiulons

Uiplead Comncted Apprais

[lle Hama i | arntians

rasal 1z Hand Shops

v e Mac Froddi WA \

Hare Stop 471 Frond
AR =l ar e S e
¥ MAYLRIEAS A AW T

£ mplar Ao b maore Al

chle us e il

2 cowowm suied addiess Hard Slop 222 Feand
Wy 2w bjed adu e

= Lmwrdtd apssalaeslnnse anmatan 238 Frond
R e bR e I Ank by
Ty uplL A 2 P o e s e e

i A
1y bile Cpiabon Sy,

Dweride Tegques, Teasm Drericde Teyuesl Cornnenls.
Ay wraled oveeride cegussl

s Zoosoan, LTI JCz s an Con e s
Dveride auloralically =osprosed

4 wved ed gL oerdzory apotalaes| canzse Ilare Stop 272 Foand

T atn £ IPARIRETY £0005 551 IBANS A AL AAT £0 1A Rel FELATT A

¥ mavuplead A new oo eurs e Al us g File Operaions =

them i
ALl

CharTide e qnest erm et

OwETIiE

ST wETIdE RS AN Com mants
ChemTirie autarmaheally £apren

UAR Complianes

Foum Fliald Names Ratapaint Hama Proqarty Affartad Argn Massage

5273 Racorzligflcn Cate ofFIral valug Fppralzal Coemve Delg Sunlex Trs "ag o7 efMactive dale must CE reMdsd © MIm/ By, forms Tatal
- Appaia e} Surlificalion, 4ppoaisen ZMeclive Cals of . — - Thw wledive dule oIl e upps gisal vesl be vovided i mo SOl ool ad
T Aracas SRRrAIEAIFER TR DA Aunje st At b et e A b Herars A nediar Al
21e n il s Ll S Seare B Do Bz, 117 AT e 210 e A AR IR EAAAY g
Tormat.
H A1k H Fage v (10 - EH Tpaus

Appraisal 1 o
Hard Stops UAD Findings

UCDP General User Guide Page 35 of 100 Version 11 02-07-2016



2.4.3 SECTION 3: SUBMISSION HISTORY

The Submission History section (shown in Figure 2.4.3.1) of the View/Edit page shows the history of
the appraisal submission, including the date of the submission, document type, description, and
history of activity including hard stop override requests and approvals. The History section will also
show appraisal sharing activities, including the date of when the appraisal was shared and a brief
description of the appraisal sharing activity.

Figure 2.4.3.1 Section 3 - History
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3. Searching for Previously Submitted Appraisals

After you submit an appraisal data file, you have the ability to search for previously submitted
appraisals, view the appraisal data file(s), check the submission status, identify appraisals with error
conditions, submit a corrected appraisal data file, or print/download a Submission Summary Report.

3.1 Initiating a Search

To search for appraisal data files, follow these steps:

1. Click the Search tab or icon on the Home page shown in Figure 3.1.1 to reach the Search
page shown in Figure 3.1.2.

Figure 3.1.1 Search Feature on the Home Page
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Figure 3.1.2 Appraisal Search Page

Uniform Callateral Data Portal™ P&l FanmicMac®

Aparalanl Lig: Search

Fim e ) Tosas F RS O R
[ reants Moe [ rragdie Mec
515K o Boa-5i 50 D = 3w el Selin B e - - Sluluy BT - HSH e TROH |- 3eteat Zelar Hurilen -~ v Sk ALl
Niwrment Fiia T 1 ender Name e - 1 pedar | can Hurhar lsarin
e ity Sk T
Hatnu- Sl 1y ! - T Heeried subme s

Clear/Search Buttons

2. Enter the parameters for your search. These parameters, shown in Table 3.1.3, enable you
to refine your search by date, GSE, seller numbers, etc.

3. To start your search, click the Search button. The Search Results page shown in
Figure 3.2.1 appears.

To clear the search criteria and start again, click the Clear button.

NOTE: The search is limited by user permissions, business unit and role set up by the
Lender Admin of your company.
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Table 3.1.3 Search Parameters

Parameter | Description Notes

Date Search by the submission date ¢ “From” date and “To” date must be used
together. Use the calendar icon to the right of
each field to select the correct beginning and end
dates or enter the dates manually.

e “Today” automatically locates appraisal data files
submitted on the current day only.

¢ “Yesterday” automatically locates appraisal data
files submitted the previous day (including
Saturday and Sunday).

¢ “Previous Week” automatically locates appraisal
data files submitted the previous week (Sunday
through Saturday), even if the week overlaps two
different months.

¢ “Previous Month” automatically locates appraisal
data files submitted from the first to the last day
of the previous month. It does not include any
days from the current month.

GSE Search by GSE Check the Fannie Mae and/or Freddie Mac boxes
to locate appraisal data files submitted to either or
both GSEs. You can combine this option with the
other search options.

S/SN Search by seller number The seller number(s) is found on the dropdown for
both Fannie Mae and Freddie Mac.

Doc File ID These options can be used alone or in
Lender Name combination.

Lender Loan Number
User ID

Property Address

City

State

Zip

Hard-Stop Type
Rejected Submissions

Other
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3.2 Viewing Search Results

The Search Results page shown in Figure 3.2.1 lists the appraisal data files that meet the criteria of
your search. From this page, you can:

Sort the results for easier viewing

Access the View/Edit page

Update the results

Display and print the Submission Summary Report.

Figure 3.2.1 Search Results Page
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Table 3.2.2 explains how to use these functions.

Table 3.2.2 Search Results Page Functions

Function Action
Sort Click a column header to sort information in ascending or descending order.
You can sort by the following column headers:
e FNM Status
e FRE Status
e Submitted On
e DocFileID
e Lender Name
e Lender Loan Number
e Address
o City
o State
o Zp
e UserlID
Access the View/Edit Click the specific Doc File ID or Edit link on the right. (For more
page information on the View/Edit page, see Section 4.)
Update Results Click the Refresh button on the top right of the page.
Submission Click the SSR link to display the Submission Summary Report in PDF format.

Summary Report
(SSR)

(For more information on the Submission Summary Report, see Generating
Reports in Section 5.)

NOTE: If the appraisal was submitted to only one GSE, only one Submission
Summary Report opens. If the appraisal was submitted to both GSEs, the
Submission Summary Reports are placed in a folder, zipped, and then
downloaded (see Section 3.3 below for directions on using zipped files).
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Along the bottom of the Search Results page is a legend (shown in Figure 3.2.3) with the
following information and options.

Figure 3.2.3 Search Page Legend

) Successful ™ MNot Successful ﬁ In Progress @ Override Requested [ Print | [ Download to Excel |

The icons to the left define the search results:

o Successful: The appraisal data file successfully passed GSE requirements or received
approval for an override request.

e Not Successful: The appraisal data file did not pass GSE requirements.

e In Progress: UCDP is still processing the appraisal data file submission.

e Override Requested: UCDP is still processing an override request.

To the right of the legend are the buttons:

e Print: Prints the contents of the search results.
« Download to Excel: Opens the contents of the search in a Microsoft Excel document.

You can also expand the information displayed from a search by clicking the greater than
symbol (>) in the column to the left of the File Number as shown in Figure 3.2.4. The
expanded view enables you to:

« View current information and additional details of the selected loan (appraised value,
appraiser and supervisor appraiser information).

o See all appraisal data files submitted with the loan submission.

o View the submitted appraisal data file.

« View the supporting data of the submitted appraisal data file in a standard format.
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Figure 3.2.4 Expanded Search Results Selection
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To close (or minimize) the display of expanded results, click the down arrow.

To access the appraisal data file as a PDF, click the red PDF icon in an expanded view, shown
in Figure 3.2.4. Alternatively, you can access the appraisal data file in a standard format by
clicking the icon to the right of the PDF icon, also shown in Figure 3.2.4.

A standard format form is shown in Figure 3.2.5.
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Figure 3.2.5 View Standard Form Report

Appraisal Form: FNM 107 3/FRE 465 - Individual Condominium Unit Appraisal Report {(Revised March 2005)
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Header
Header
Header
Header
Header
Subject
Subject
Subject
Subject
Subject
Subject
Subject
Subject
Subject
Subject
Subject
Subject
Subject
Subject
Subject
Subject
Subject
Subject
Subject
Subject
Subject
Subject

Subject
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Appraisal Form Field
Appraisal Form Type
Report Title Description

File Mo

Appraiser Additional File

Identifier Name

Case No

Property Address
Unit Number

City

State

Zip Code

Borrower
Owner of Public Record
County

Legal Description
Assessor's Parcel #
Tax Year

R.E. Taxes

Project Mame
Phase Number
Map Reference
Census Tract
Qccupant. Owner
Cccupant: Tenant
Qccupant: Vacant
Special Assessments
HOA

HOA Per Year

HOA Per Month

Data as Submitted

134-6 AMame 1-A

123 M. Main St, NE
101

Anytown

WA

91111

Jane & John Borrower
John Doe

Montgomery

Unit 101, Any Valley Condominium

A123/B321

2010

1500

Any Valley Condominium

1
20K1
7032.02

Y

100
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3.3 Using Zipped Folders

If the loan was submitted to both GSEs, the Submission Summary Reports are delivered to you in a
Zip file. You can open the reports or save them to your computer (shown in Figure 3.3.1).

Figure 3.3.1 Zipped Folder Download Options

File Download - B

Do you want to open or save this file?

i Mame: 2011-Apr-05-131716.zip
Type: Compressed (zipped) Folder, 9.358KB
From: www-test.uniformdataportal.com

Open ] [ Save ] [ Cancel ]

l--" 1 While files from the Intemet can be useful, some files can potertially
@ harm your computer. F you do not trust the source, do not open or
== save this file. What's the risk?

To open a Submission Summary Report, click the file name shown as SSR in Figure 3.3.2.

Figure 3.3.2 Zipped Folder Download
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file to open
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Bl Desktop " FNM L10000CCIL SSR Mitro PDF Docurrcrt 5K2 Mo B KB 403 4/5/20L1 1:17 PM
& Downloads “il FRE 11000C0CL1 SSR Mitro PDF Docurrcrt 5K2 Mo B KB 39% 4/5/20L1 1:17 PM
| Recent Plzces

I ol Libraries I

| Ducurnsnls
&' Musiz
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€ Metwark

d 2 lLermns

After opening a Submission Summary Report, you can read, save, and/or print it.
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4. Viewing and Editing Appraisal Information

Use the View/Edit page to resubmit appraisal data files or request, track, and process override
requests. It is important to note that you cannot edit appraisal data within UCDP. You must submit an
updated appraisal data file to make any corrections within UCDP.

To access the Appraisal View/Edit page:

e Click the Doc File ID in the Upload Confirmation Report as shown in Figure 4.0.1 (for more
information on the Upload Confirmation Report, see Section 2.2), or

o Click either the Doc File ID or Edit link on the Search Results page shown in Figure 4.0.2 (for
more information on the Search Results page, refer to Section 3.2).

Figure 4.0.1 Access View/Edit Page from the Upload Confirmation Report

L i)
Uniform Collateral Data Portal ™ PR FannieMae® B hioadie ogou

User ID: JOHN_SMITH

Home Submit Appraisal [ Search Reports = Account Administration -

[ Help center |
Reports : My Reports

| 08 0 B 2@ o

Page 10of 1 Upload Confirmation Report
Date of Report:  04/26/2012 18:50:18 Uploaded Submissions: 1 Rejected Submissions: 0 2

AL FNM SISN or Non SISN

FRE Status Doc File 1D Lender Name FRE 5/SH or TPO # Lender Loan Number Document Type Submitted Date  Message
& InProgress 00019088 South West Lender 711130001 12345678901 Appraisal 1 ?gl’ggl‘%g 12 None
4 InProgress 711130055

Click the Doc File
ID Link

Figure 4.0.2 Access View/Edit Page from the Search Results Page

Cocument Mg ID Lender Loan Humber Address iy IF Usgaril
S Annlk waskl e S ES 123 K8 Dasel Wi E9HH

Soulk WestLeadar ZasLin sl i va, JE Ik_ZHm

2 ERIC TR Zaulk wzgtLeadar Ei¥Uak e

wrrri: Hrgieshe

Click the Doc File Click the Edit Link
ID Link
L \______________________
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The View/Edit page shown in Figure 4.0.3 has three sections:
e Submission Information

e Appraisal Information
e Submission History
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Figure 4.0.3 View/Edit
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4.1 Section 1 — Submission Information

The Submission Information section of the View/Edit page shown in Figure 4.1.1 contains the Doc
File ID and status of the appraisal data file with each GSE. To edit information, click the Edit button.
To retrieve the Submission Summary Report, click the SSR link icon.

Figure 4.1.1 View/Edit Page — Submission Information (View Mode)

Docamenl Tie D 000230 Lendesr Loun Huipley 1224557 Dute Zubiailed COANEC 2121043 Last Updale MACC2N2ZDET g
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Shahis Hil Seaz <l AL e TA0AS Thebcery SIEH | oam Preespschion B Kiy

Edit Button SSR Link
L

When you click the Edit button, the page changes to Edit Mode, as shown in Figure 4.1.2, with
fields that can now be edited.

Figure 4.1.2 View/Edit Page — Submission Information (Edit Mode)

Docuinenl LTl 1D “ 112302601 Lenter Loen Humbe* T204ZET Dut= Sulwrlied COOQRCIZ 12 1048 Lust Ui b 20IN2D2 R 05T
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[ o J e Granasi ]
* ok cales Reow = e enelion
Return to Search .
Cancel/Save Changes SSR Link
Buttons
Buttons
\______________
\_____ L
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Note that while you can edit lender and loan information associated with the appraisal data file, you
cannot edit the actual data from the appraisal data file itself. If appraisal data needs to be updated or
corrected, you must obtain a corrected appraisal data file from the appraiser and upload it to UCDP.

Table 4.1.3 shows the fields that you can edit and those you cannot in UCDP. To save your edits,

click the Save Changes button on the View/Edit page. The loan information associated with the Doc
File ID is automatically updated.

Table 4.1.3 Submission Information Fields

Editable fields are: Non-editable fields are:
Lender Loan Number Doc File ID
FNM S/SN or Non S/SN ID Date Submitted
FNM Institution ID Last Update
FNM Case File ID Lender Name
FRE S/SN or TPO # Business Unit
FRE Delivery S/SN FNM Status
FRE Loan Prospect Key FRE Status

Table 4.1.4 describes the buttons you use when editing information.

Table 4.1.4 Additional View/Edit Features

Button Description

Return to Search button Returns to the UCDP Search page.

Cancel button Disables edit mode and all fields return to their original values.

Save Changes button Sends data to UCDP, updates the changes to the Doc File ID, and transmits the
edited information to one or both GSEs.

Submission Summary Click the SSR link to display the Submission Summary Report in PDF format. (For

Report (SSR) Link more information on the Submission Summary Report, see Generating Reports in
Section 5.)

NOTE: If the appraisal was submitted to only one GSE, only one
Submission Summary Report opens. If the appraisal was submitted to
both GSEs, the Submission Summary Reports are placed in a folder,
zipped, and then downloaded (see Section 3.3 above for directions on
using zipped files).
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4.2 Adding Another Investor (GSE)

If you selected only one GSE when you initially submitted the appraisal data file, the “Add Another
Investor” option shown in Figure 4.2.1 for the other GSE automatically appears in Section 1 of the
View/Edit page.

Adding another GSE triggers a new appraisal submission process for the added GSE, including the
processing of all rule sets, both common and specific, that pertain to the added GSE. This new
process does not affect the submission results for the original GSE.

Figure 4.2.1 View/Edit Page — Add Another Investor

Add Another Investor Submission
Section Information Section

If your initial submission was sent to both GSEs, the data for both displays in the Submission
Information section and the “Add Another Investor” option does not display.

NOTE: Once you have selected a GSE and processed your submission, you cannot remove it. Any
subsequent edits and/or submissions are automatically processed with that GSE.

4.3 Section 2 - Appraisal Information

Section 2 of the View/Edit page displays specific information about your appraisal data submissions,
as shown in Figure 4.3.1. This section has several subsections. You can reduce the size of the
current section by clicking the Minimize icon.
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Figure 4.3.1 View/Edit Page — Appraisal Information
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Table 4.3.2 lists the information available in this section of the View/Edit page for each appraisal data
file.

Table 4.3.2 Appraisal Information Subsections

Subsection Description

Appraisal Submission Lists the appraisal submission information, including submission

Information date, last update (if applicable), file format, property address,
property value, and appraiser information.

Appraisal File Operations Enables you to upload a corrected appraisal data file. Each

appraisal data file (Appraisal 1, Appraisal 2, and Appraisal 3)
has its own file operation.

Appraisal Hard Stops Lists hard stop errors for the submitted appraisal data file. Hard stop
errors include warnings that are automatically overridden, as well as
hard stops that you must correct in order to receive a successful status.
Each appraisal data file has a separate hard stop section.

Appraisal Findings Lists all UAD compliance check messages.

4.3.1 APPRAISAL SUBMISSION INFORMATION

The Appraisal Submission Information subsection shown in Figure 4.3.1.1 contains the submission
date, last update (if applicable), file format, property address, property value, and appraiser
information for each appraisal data file. UCDP automatically standardizes address formats; for
example, 123 Main Street Southwest would become 123 Main St SW.

The actual appraisal submission is attached in both PDF and Standard Form (see Figure 3.2.5). The
PDF file is a fixed document that includes text, fonts, graphics and other information; the standard
form displays only text and no additional formatting or information.

e View Original PDF: Displays the submission in a PDF document in a new window. If the PDF
document is unreadable, a blank window appears.

e View Data in Standard Form: Displays the submitted appraisal data in the UCDP standardized
format (see Figure 3.2.5).
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Figure 4.3.1.1 View/Edit Submission Information subsection

Sypraal |

Subrssicm Inf Fannie Mae Sats - Hol Successful Freddie Mac Status : ot Successful

Submidcd Valldatcd
et Bidre 3 AR A et A0 1A FHIRYRT AETRRS

Y Lty Htars A1 Ary s WIECAA L [HRE

Sam Tyoe FREA224=3E 72 Apprazedva e TN Anpaizedalie HTIIM
e Anralser kame Iane. rres .‘III|'.' AnnrzIser Hame
FIoioora KDoncct Stz Uoesn
View in either Original
PDF or in Standard Form
layout
4.3.2 APPRAISAL FILE OPERATIONS ——

The File Operations subsection shown in Figure 4.3.2.1 allows you to submit a corrected appraisal
data file to reflect appraiser updates and/or to resolve a hard stop error.

Follow these steps:

1. Enter the path to the corrected file or click the Browse button to locate the file.
2. Click Submit. You can upload and submit only one appraisal data file at a time.

Figure 4.3.2.1 File Operations subsection

Appraisal {: File Operations
Upload Carrected Appraisal File

Fil2 Name / Location® | Buwse..

NOTE: You can upload a corrected appraisal data file for Appraisal 1, but you cannot delete it. The
corrected appraisal data file will overwrite the existing appraisal data file.
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4.3.3 APPRAISAL HARD STOPS

The Appraisal Hard Stops subsection shown in Figure 4.3.3.1 displays any hard stops that may have
occurred, details of the hard stops, comments, and the user associated with each override request
and override decision. The subsection also indicates whether an override was manual or automatic
when it was submitted, and the result of the override.

If a hard stop cannot be overridden, a link appears below the hard stop indicator prompting you to
submit a new appraisal data file with the message, “You may upload a new or corrected file using
File Operations above.” This is the only way a non-overridable hard stop can be removed. A user
can request overrides or submit a correct appraisal or other needed information for any submission
from any related business unit or child business unit.

If a hard stop can be overridden, submit an override request by following these steps:

1. Select a reason for the override from the dropdown. If necessary, you can enter additional
information in the comment box. If you don’t see the reason for the override in the
dropdown, select “Other” and enter the reason for the override request in the comment
box.

2. Click Submit.

If the override is accepted and all other hard stops/findings have been resolved, the submission
status changes from Not Successful to Successful in the Submission Information (Section 1) of the

page.

NOTE: Some hard stops are warnings only and are automatically overridden. Other hard stops cannot be
overridden and require that an updated appraisal data file be submitted. (For more details on hard
stops, refer to Appendix D.)

- _______________________________________________________________________________________________________________|
UCDP General User Guide Page 56 of 100 Version 11 02-07-2016



Figure 4.3.3.1 Hard Stops subsection
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4.3.4 APPRAISAL FINDINGS (APPRAISAL 1, 2 AND/OR 3)
The Appraisal Findings subsection shown in Figure 4.3.4.1 includes all UAD compliance results.

From this page, you can print the findings information or download the information to a
Microsoft Excel spreadsheet.

e To print the information, click Print.
e To download the information, click Download to Excel.

Note: You can sort the displayed information in ascending or descending order by clicking the column
title.
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Figure 4.3.4.1 Appraisal Findings Page
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The information in the Findings subsection is shown in Table 4.3.4.2.

Table 4.3.4.2 Findings Subsection

Field Message

Message ID Indicates the UAD Message ID.

Form Section Indicates the section of the appraisal data file where an error was found.

Form Field Name Indicates the field name in the section of the appraisal data file where an error
was found.

Data Point Name Indicates the exact piece of data where an error was found (i.e. if the appraisal

Form Field Name is “Actual Age,” the Data Point Name is “Sale Price
Adjustment Description”).

Property Affected Indicates if the error applies to the subject property or a comparable property.

Action Message Provides details about an error. For example, the action message in the
"Appraisal Form Type" field might say "Not an allowable value;" or if you're
working on the subject of Baths and field name is "Total Bathroom Count," the
action message might say "Bathroom count must be provided."

Severity Indicates the severity of the error with a Warning or Fatal.

4.3.5 WORKING WITH APPRAISAL 2 AND/OR 3

You can add, delete, and/or upload a corrected appraisal data file for Appraisals 2 and/or 3 in
the Appraisal 2 and/or 3 sections shown in Figure 4.3.5.1.

If you delete Appraisal 2 and/or 3, UCDP updates the Doc File ID and submits the changes. If
you click Delete (Figure 4.3.5.2), a pop-up window appears asking if you are sure you want to
delete the file.

NOTE: You can upload a corrected appraisal data file for Appraisal 1, but you cannot delete it.

Figure 4.3.5.1 File Operations Appraisal 2 and/or 3

Appralsal 2 - Mlie Operations

Upload new appraisal fila {or) Upload corrected appraisal file
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UCDP General User Guide Page 59 of 100 Version 11 02-07-2016




Figure 4.3.5.2 Submission Information Appraisal 2 and/or 3
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4.4 Section 3 — History Information for All Appraisals (Appraisal 1, 2 and/or 3)

The History Information section shown in Figure 4.4.1 is a chronological audit trail for the appraisal
data submission, with the most recent activity listed first. Appraisal data files are available on UCDP
for three years from the initial submission.

Figure 4.4.1 History subsection page
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Print/Download to Excel Buttons

Table 4.4.2 lists the information on the History Information subsection.

Table 4.4.2 History subsection

Field Description

Date Shows the date each activity took place.
Document Type Indicates the appraisal affected by each activity.
Description Explains what the activity was.

User ID Identifies who performed the activity.

e To sort the information (ascending or descending order), click a column header.
e To print the information, click Print.
e To download the information, click Download to Excel.
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5. Generating Reports

The Reports option (shown in Figure 5.0.1) enables you to generate reports on your appraisal data
submissions. To access Reports:

e Click the Reports tab on any page, or
e Click the Reports icon on the Home page.

The Reports tab has two options:
e Submission Reports provide access to the standard reports available in UCDP.

e My Reports tracks previously run or scheduled reports from the previous 90 days,
specifically:

o Upload Confirmation Report
o Scheduled Reports
o Scheduled Reports Manager.

NOTE: The Reports Icon on the Home page accesses the My Reports option only. To access
the Submission Reports, you must use the tab at the top of any page.

Figure 5.0.1 Reports Tab

Reports Tab/Icon
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5.1 Submission Report Details

Submission Reports (shown in Figure 5.1.1) include the UCDP standard reports detailed in Table
5.1.2.

Figure 5.1.1 Submission Report Page

Reports
Report Name Report Description

Appraisal Failure Details Repaort Display Hard Etop failures for each appraisal submission

Appraisal Failure Summary Report Display Hard Stop failures aggregated by Seller Numbzar

Appraisal Submission Statis Report Display the status of appraisal submissions

Submission Summary Report This is a summary of the document file and any cocurrents it contains (&ppraisal 1, 2, 3)

Table 5.1.2 UCDP Standard Reports

Report Description

Appraisal Failure Details | Identifies hard stop failures for each appraisal submission.

Report

Appraisal Failure Identifies hard stop failures for each appraisal submission by seller number.
Summary Report

Appraisal Submission Shows the status of appraisal submission.

Status Report

Submission Summary Summarizes the appraisal submission and status for a specific GSE.
Report
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5.1.1 APPRAISAL FAILURE DETAILS REPORT

The Appraisal Failure Details Report displays hard stop failures for each appraisal submission. To
request an Appraisal Failure Details Report on the page shown in Figure 5.1.1.1, follow these steps:

1. Select your search criteria:

e A date range only (required)

e A date range and a FNM seller number

¢ A date range and a FRE seller number
2. A date range and a FNM and FRE seller number
3. Click Run.

To discard the entries in the date and seller number fields, click Clear.

Figure 5.1.1.1 Appraisal Failure Details Report Creation Page
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To schedule automatic Appraisal Failure Details Reports, follow these steps:

1. Select the seller number(s) or leave the field blank to see all seller numbers.
2. Select the report delivery frequency from the dropdown (Daily, Weekly or Monthly).

Daily reports are generated shortly after midnight Eastern Standard Time for the prior day.
Weekly reports are generated shortly after midnight on Sunday morning Eastern Standard
Time for the prior week.

e Monthly reports are generated shortly after midnight Eastern Standard Time on the first day
of the month for the prior month.

3. Click Schedule Report.

UCDP General User Guide Page 65 of 100 Version 11 02-07-2016



When your scheduled reports have been run, an email (shown in Figure 5.1.1.2) is sent to you and to
the users you added to your user profile to receive messages. See Section 6.1 for more information
on how to add email addresses in your user profile so others receive scheduled reports.

Figure 5.1.1.2 Scheduled reports email notification
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In the Appraisal Failure Details Report (shown in Figure 5.1.1.3), only the hard stops that match the
user’s request (and not all of the hard stops) for each appraisal data file within the selected date
range are identified numerically. For example, if Hard Stop Code 101 did not occur within the
selected date range, then this hard stop will not be shown on the report.

A legend at the bottom contains descriptions of the hard stop codes. The hard stops identified in the
report, and displayed in the legend, include only those related to the criteria specified in the original
search request as described above.

The report contains information about the following:

Date of report

Date range of report

Submission Date and Time of when the appraisal data file was submitted
Doc File ID

Lender Loan Number

FNM and FRE seller numbers

Lender Name

Document Type

Form Type

Hard Stop Conditions
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Figure 5.1.1.3 Appraisal Failure Details Report Results Page
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At the top of the Appraisal Failures Details Report are navigational tools (shown in Figure 5.1.1.4) that
enable you to page forward or backward, or go to the beginning or end of the report. The tools also

display the number of pages in the report and what page you are on. The dropdown enables you to
download the report to a PDF or Excel document, or print the report.

Figure 5.1.1.4 Report Navigation and Other Features
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5.1.2 APPRAISAL FAILURE SUMMARY REPORT

The Appraisal Failure Summary Report summarizes all submission failures due to hard stops by
seller number. To request an Appraisal Failure Summary Report, follow these steps on the page
shown in Figure 5.1.2.1:

1. Enter your search criteria:

A date range only (required)

A date range and a FNM seller number

A date range and a FRE seller number

A date range and a FNM and FRE seller number

2. Click Run.

To clear the entries in the date and seller number fields, click Clear.

Figure 5.1.2.1 Appraisal Failure Summary Report Creation Page
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To schedule automatic Appraisal Failure Summary Reports, follow these steps:

1. Select the seller number(s) or leave the field blank to see all seller numbers.
2. Select the report delivery frequency from the dropdown (Daily, Weekly or Monthly).

Daily reports are generated shortly after midnight Eastern Standard Time for the prior day.
Weekly reports are generated shortly after midnight on Sunday morning Eastern Standard
Time for the prior week.

e Monthly reports are generated shortly after midnight Eastern Standard Time on the first day
of the month for the prior month.

3. Click Schedule Report.
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In the Appraisal Failure Summary Report (shown in Figure 5.1.2.2), only the hard stops that match
the user’s request (and not all of the hard stops) for each appraisal data file within the selected date
range are identified numerically. For example, if Hard Stop Code 101 did not occur within the
selected date range, then this hard stop will not be shown on the report.

A legend at the bottom contains descriptions of the hard stop codes. The hard stops identified in the
report, and displayed in the legend, include only those related to the criteria specified in the original
search request as described above.

The report contains information about the following:

Date of report

Date range of report

FNM and FRE seller numbers
Lender Name

Hard Stop Conditions

Figure 5.1.2.2 Appraisal Failure Summary Report Results Page

Unifarm Collateral Data Portal™

At the top of the Appraisal Failures Summary Details Report are navigational tools (shown in Figure
5.1.2.3) that allow you to page forward or backward, or go to the beginning or end of the report. The
tools also display the number of pages in the report and what page you are on. The dropdown
enables you to download the report to a PDF or Excel document, or print the report.
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UCDP General User Guide Page 69 of 100 Version 11 02-07-2016



Figure 5.1.2.3 Report Navigation and Other Features
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5.1.3 APPRAISAL SUBMISSION STATUS REPORT

This report displays the status of appraisal submissions for a chosen date range. To request an
Appraisal Submission Status Report, follow these steps on the page shown in Figure 5.1.3.1:

1. Enter your search criteria:
A date range only (required)
A date range and a FNM seller number

A date range and a FRE seller number
A date range and a FNM and FRE seller number

2. Click Run.

To clear the entries in the date and seller number fields, click Clear.

Figure 5.1.3.1 Appraisal Submission Status Report Creation Page
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To schedule automatic Appraisal Submission Status Reports, follow these steps:

1. Select the seller number(s) — or leave this space blank to see all seller numbers.
2. Select the report delivery frequency from the dropdown (Daily, Weekly or Monthly).
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e Daily reports are generated shortly after midnight Eastern Standard Time for the prior day.
e Weekly reports are generated shortly after midnight on Sunday morning Eastern Standard
Time for the prior week.

e Monthly reports are generated shortly after midnight Eastern Standard Time on the first day
of the month for the prior month.

3. Click Schedule Report.

The Appraisal Submission Status Report (shown in Figure 5.1.3.2) displays the results of each
appraisal submission within the selected date range. The report contains the following information:

Date of report

Date range of report

FNM and FRE Status of the submission
Submission Date and Time of the appraisal data file
Last Updated Date

FNM and FRE seller numbers

Lender Name

Doc File ID

Lender Loan Number

Document Type (Appraisal 1, 2 or 3)
Form Type (See Appendix B)

Figure 5.1.3.2 Appraisal Submission Status Report Results Page
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At the top of the Appraisal Submission Status Report are navigational tools (shown in Figure 5.1.3.3)
that enable you to go forward or backward by page, or go to the beginning or end of the report. The
tools also display the number of pages in the report and what page you are on. The dropdown lets
you download the report to a PDF or Excel document, or print the report.
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Figure 5.1.3.3 Report Navigation and Other Features
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5.1.4 SUBMISSION SUMMARY REPORT

The Submission Summary Report (SSR) displays information about a specific Doc File ID including
its related appraisal data files. To generate this report, follow these steps on the page shown in
Figure 5.1.4:

1. Enter your search criteria:

e Doc File ID
e GSE: Fannie Mae or Freddie Mac (cannot select both)
2. Click Run.

To clear the entries in the Doc File ID and GSE fields, click Clear.

Figure 5.1.4 Submission Summary Report Creation Page
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NOTE: This report can only be run on an ad hoc basis; you cannot currently schedule this report to
be run on a regular (daily, weekly or monthly) basis.
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5.1.4.1 Submission Summary Report

The Submission Summary Report is shown in Figure 5.1.4.3 and 5.1.4.4. Itis displayed in the
Submission Summary Report PDF in the UCDP portal when you click on the SSR icon on the Search
Page or when you click Submission Summary Report under the Submission Reports menu item.

The report includes the most recent submission information for each document (Appraisal 1,
Appraisal 2, or Appraisal 3). The report includes the information shown in Table 5.1.4.1. The UCDP
Basic Edit Checks (Fannie Mae)/ UCDP Hard Stops (Freddie Mac) and UAD Compliance Findings
sections are sorted by severity in the following order: Fatal, Overridable, Warning. A secondary sort
is applied to the Message ID column within a severity grouping.

Table 5.1.4.1 Information contained in Submission Summary Report

Section Description

Submission Summary Report Date/Time

Doc File ID

Seller/Servicer Number

Document File Status or Submission Status

Document File Owner - Lender name and Lender Loan number

Appraisal 1,2 and/or 3 Original submitted Date/Time
Document Status (for each appraisal)
Number of Resubmissions
Last submission Date/Time
Subject Address

Appraiser

Form Type

Appraised Value

Date of Appraisal
Supervisory Appraiser
Borrower Name

Comp Number e Comp Number
e Comp Address
e Adjusted Sales Price

UCDP Basic Edit These are the same for Fannie Mae and Freddie Mac.
Checks (Fannie Mae)
/ UCDP Hard Stops
(Freddie Mac)

UAD Compliance These are messages generated during a UAD compliance check that
Findings contain information about data format and completeness issues. These are
the same for Fannie Mae and Freddie Mac.
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Table 5.1.4.2 Icons in Submission Summary Report

Icon Option Description
by Export to Exports the Submission Summary Report to a PDF file if the submission went to only
PDF one GSE. If both GSEs were selected in the submission process, then a ZIP file is
created with two PDF documents containing one Submission Summary Report for each
GSE.
@ Print Prints the contents of the Submission Summary Report

- _______________________________________________________________________________________________________________|
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Figure 5.1.4.3 Fannie Mae Submission Summary Report

E FannieMae.

UCDP Subm n Summary Report
Doc File ID 1100028708 Report DateTime 09/082014 10:31:36
Document File Status (FNM) Mot Successful Seller'Servicer Number 711130001
Lender Name South West Lender Lender Loan Number TEST123LOANNER1

aisal 1
Original Submitted Date/Time 09/08/2014 10:40:25 Document Status Mot Successful

Number of Resubmissions 0 Form Type FNM 1004FRE 70
Last Submission Date/Time 09/08/2014 10:40:25 Appraised Value 475000
Subject Address 123 North Main Street, NE, 101, Any Town, |Date of Appraisal 06/0672012

MDD 208 Supervisory Appraiser Jane Jones MD / 00001
Appraiser John Jones MM / TL99992221 Borrower Name Tom Smith

Compl 456 Maple Street, Any Town, MD 20853 $350000
Comp2 234 South Main Street, Any Town, MD 20853 $400000
Comp3 436 Vine Strest, Any Town, MD 20833 $450000

302 MNA NIA A Unknown subject address Owvemidable
Automated  |Owerride 08 014
202 MNA NIA NA Unverified appraiser license information ‘Warning overide automatically 104039
request approved ’
Automated Override 0O/0B2014
212 NA N/A NA Unverified supervisory appraiser license information ‘Warning averride automatically
10:40:39
request approved
Automated  |Owerride 091082014
402 NA N/A NA UAD compliance check failure (warnings only) ‘Warning override automatically 10:40:39
request approved )
UAD Compliance Findings
Sales . i The Effective Daie of the Dafa Source(s) used must be ]
3159 Effective Date | Subj Warni A /A MNA
Comparison ook provided in mmuddiyyyy format, e
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Figure 5.1.4.4 Freddie Mac Submission Summary Report

e

We make nome possible

Doc File ID 11000287048 Report Date/Time 09/09/2014 10:31:36
Document File Status (FRE) Not Successful Seller/Servicer Number 711130055
Lender Name South West Lender Lender Loan Number TEST123LOANNBR1
Appraisal 1

Original Submitted Date/Time 09/08/2014 10:40:25 Document Status Mot Successful
Number of Resubmissions 0 Form Type FNM 1004/FRE 70
Last Submission Date/Time 09/08/2014 10:40:25 Appraised Value £475000
Subject Address 123 North Main Street, NE, 101, Any Town, |Date of Appraisal 06/06/2012

0 SDEGS Supervisory Appraiser Jane Jones MD / 00001
Appraiser John Jones MM / TL99992221 Borrower Name Tom Smith

Comp1 436 Maple Sireet, Any Town, MD 20853 $350000
Comp2 234 South Main Street, Any Town, MD 20853 $400000
Compd 436 Vine Street, Any Town, MD 20833 $450000
UCDP Hard

302 MNA NiA N/A Unknown subject address Owerridable
Automated  |Oweride 09082014
202 MNA NiA M/A Unverified appraiser license information Warmning override automatically 10:40:39
request approved o
Automated  |Oweride GBRPG4
212 MA NiA N/A Unverified supervisory appraiser license information Warming override automatically 10:40:39
request approved o
Automated  |Oweride 00082014
402 MNA NiA N/A UAD compliance check failure (warnings only) Waming overide automatically 10:40:39
request approved o
Freddie Mac Hard
No hard stops returned
UAD Compliance Findings
Sales . _ The Effective Date of the Data Source(s) used must be .
5159 Effective Date [Sub W MN/A MA MN/A
Comparison e ba ubject provided in mm/dd'yyyy format. aming
Freddie Mac Proprietary Edit Findings
Mo findings returned
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5.2 My Reports

My Reports tracks all previously run or scheduled reports for the previous 90 days. Table 5.2.1

shows the tracked reports.

Table 5.2.1 My Reports

Report

Description

Upload Confirmation Report

Provides the status of the submission and the Doc File ID. Reports are
listed in chronological order with the most recent submission on top.

Scheduled Reports

Lists the scheduled daily, weekly or monthly reports.
e Appraisal Failure Details Report displays hard stop failures for
each appraisal data file submission.
e Appraisal Failure Summary Report summarizes submission
failures due to hard stops by seller number.
e Appraisal Submission Status Report displays the status of
appraisal data file submissions for a chosen date range.

Scheduled Report Manager

Lists reports that have been scheduled, the frequency of delivery, status of
the schedule, and any report criteria included in the scheduled report. It
also has the option to edit the status or delete the report from the
scheduler.

All reports are available in UCDP for three months. To remove reports prior to the expiration

date, click the delete icon (

= ) next to the report you wish to delete, as shown in Figure

5.2.2. All reports can be printed or downloaded into a PDF or Excel document.

Click the Edit icon (/”) to enable or disable the report.

o If the report is enabled, it runs as scheduled.
e |If the report is disabled, it stops running until you re-enable the report. Disabled reports
appear in the Scheduled Report Manager until deleted, so you can choose to enable the report

at a future time.
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Figure 5.2.2 My Reports Page
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In Edit mode (shown in Figure 5.2.3), you can:

e Click the Save icon ( - ) to save the enabled or disabled status.

e Click the Delete icon ( ~ ) to remove the report.

Figure 5.2.3 Enabling/Disabling a Report Page

Scheduled Report Manager

Repuor | Name

1 Appraisal Submission Statuz Report
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6. Account Administration

The Account Administration options enable you to manage your user account and user profile
settings. To access Account Administration options:

e Click the Account Administration tab at the top of any page, or
e Click the Account Administration icon in the center of the Home page.

The Account Administration tab has two options:

e User Profile
e User Account Self Care

NOTE: The icon on the Home page only accesses the User Profile option.

Figure 6.0.1 Account Administration

Account Administration Tab/Icon
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6.1 Managing Your User Profile

The User Profile section (shown in Figure 6.1.1) enables you to:

e Select the page you land on when you log in to UCDP. The choices are:
o Home page
o Submit Appraisal page
o Search page
o My Reports page

e Designate up to four UCDP users to be notified when scheduled reports are generated.

e Designate up to four UCDP users to receive system messages, such as a notification of
a hard stop.

Figure 6.1.1 User Profile Page

Cancel/Save Buttons

To designate people to be notified of scheduled reports, enter their email addresses in the
appropriate fields. An email (shown in Figure 6.1.2) is sent to the designated recipients with a link to
the Reports section of UCDP, as well as a link to the Login page for their convenience.

NOTE: Only the original submitter (not the Lender Admin) of the appraisal data file can view the

reports online, but he or she can export and share the report with others within the organization.
Other email recipients are notified only that the report has been generated.
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To update the UCDP portal with the information entered on the User Profile page, click Save.
To end the session without saving any information and return to the Home page, click Cancel.

Figure 6.1.2 Email Notice about a Scheduled Report

From: ucdp-noreply@veras.com Sent:  Fri 7/1/2011 9:25 AM
To: John_Smith@SWLender.com

Cc

Subject: UCDP Scheduled Report Completed

b

The Uniform Collateral Data Portal(SM) (UCDP) has executed a scheduled report. Click here to login and view: Monthlv-Appraisal Failure Details
Report, created on 07/01/2011 0:16.

Please contact the UCDP Support Center at 800-917-9291 with questions.

The following email (Figure 6.1.3) notifies the recipients that corrective action is required for this
submission.

Figure 6.1.3 Email Notice about a System Hard Stop Encountered

From: ucdp-noreply @veros.com Sent:  Fri 7/1/2011 9:17 AM
Tao: John_Smith@SwWlender.com

Cc

Subject: UCDP Submission Mot Successful

[ 1

The Uniform Collateral Data Portal(SM) (UCDP) has encountered hard stop(s) while processing vour appraisal submission.
Document File ID: 1100001C3B

Document Tvpe: Appraisal 1
Submission Date: 07/01/2011 12:14:39
Submission Recipient: Fannie Mae and Freddie Mac

For hard stop details and information on correcting the appraisal submission, please visit the UCDP. Click here to view Document File ID
1100001C3B.
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6.2 Editing Your User Account

The User Account Self Care section shown in Figure 6.2.1 enables you to change:
e Personal details: First Name, Last Name, Email Address
e Challenge Question(s) and Response(s).

The other buttons at the bottom enable you to:

e Cancel: Discard changes and return to your landing page.
e Submit: Save changes and update your account information in the UCDP portal.

Figure 6.2.1 User Account Self Care Page

eon_tinpinesef ancac 2ar
ST ST S

T

Buttons for editing Challenge
Questions/Answers

To change your Challenge Questions and Answers, follow these steps on the page shown in
Figure 6.2.2:

1. Click the Edit Questions button. The Challenge Response Questions section appears.
2. Select new challenge questions from the respective dropdowns.
3. Enter the answers to the challenge questions in the respective fields.

To discard your changes and return to the Self Care page, click Cancel.
To save your changes and update your account information in the UCDP portal, click Submit.
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Figure 6.2.2 User Account Challenge Response Questions Page
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7. Help Center

The Help Center contains additional information about using UCDP that you may find helpful. To
access the Help Center:

e Click the Help Center tab at the top of any page, or
e Click the Help Center icon on the Home page.

Figure 7.0.1 Help Center Access from Home Page

Help Tab/Icon
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The Help Center Main page (Figure 7.0.2) displays links to instructive documentation and media for
new and existing users on the general use of UCDP. It includes the UCDP General User Guide,
Reference Series for the Lender Admin, Lender Agent Admin User Guide, Appraisal Sharing User
Guide; Frequently Asked Questions (FAQs); and Tutorials.

Figure 7.0.2 Help Center User Guides Tab
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Table 7.0.3 lists the resources available in the Help Center.
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Table 7.0.3 Help Center Contents

Content Access Description

Type
User Guides Tab Lists downloadable resource documents.
FAQs Tab Lists common questions and answers about UCDP.
Additional Tab Lists downloadable tutorials to walk you through:
Resources e Accessing the UCDP

e Submitting appraisal data files to the UCDP
e Sharing appraisals and retrieving shared appraisals

FannieMae.com Link Opens a new window with the Fannie Mae website about UCDP.
https://www.fanniemae.com/singlefamily/uniform-collateral-data-portal

FreddieMac.com Link Opens a new window with the Freddie Mac website about UCDP.
http://www.freddieMac.com/learn/
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Appendix A: Frequently Used Terms

Term

Description

Business Unit

A UCDP organizational structure that enables Lender Administrators to manage users,
seller numbers, the relationships for submissions, and accessibility of different user
roles.

It also enables institutions to define subgroups (subordinate business units) within their
organization for ease of use and management of activity. Organizations can partition
their users and appraisal submissions, and set up an organizational structure in UCDP
based on division of work and responsibilities.

How to create a business unit is defined in the UCDP Reference Series for the Lender
Admin accessible via the Help Center or at the following link:
http://www.FreddieMac.com/learn/pdfs/uw/UCDP _references.pdf.

Doc File ID

The number assigned to each unique submission. There is a single Doc File ID for each
loan submission for use with both GSEs (whether one, two, or three appraisals are
submitted within that loan).

Embedded PDF

The first generation PDF generated by the appraiser, embedded in the MISMO XML
appraisal file. No changes can be made to the content from the PDF.

First Generation
PDF

A PDF generated directly by the appraiser. No changes can be made to the content
from the PDF.

FNM Fannie Mae
FRE Freddie Mac
GSE (or Investor) | Government Sponsored Enterprises, Fannie Mae and/or Freddie Mac

GSE Selling Guide

Each GSE has a Selling Guide on its website that outlines policies and guidelines for
loans sold to each GSE. Lenders need to consult these guides for specific policies on
appraisal eligibility.

Hard Stop A fatal error encountered in UCDP that result in the failure of appraisal data file
processing and a status of “Not Successful.”

Seller Number Fannie Mae Seller/Servicer Number or Non-Seller/Servicer Number;
FRE Seller/Servicer Number or TPO Number

SSR Submission Summary Report is a UCDP report that summarizes the details of an
appraisal data file(s) submission.

UAD The Uniform Appraisal Dataset is a data specification that the GSEs have developed to

improve the quality and consistency of appraisal data. The UAD defines all fields
required for an appraisal submission and standardizes definitions and responses for a
key subset of fields.

UAD Compliance
Check

UCDP validates submitted appraisal data against the UAD standards defined by Fannie
Mae and Freddie Mac files and returns an error message if the data is incomplete or
does not conform to the UAD standard. Details on each UAD failure are provided in the
error message. UCDP does not check for compliance with the GSE Selling Guides.

UCDP Uniform Collateral Data Portal is the joint portal for electronic submission of appraisal
data to the GSEs.
XML XML stands for Extensible Markup Language, which is a set of rules for encoding

documents in machine-readable form. The design goal of XML is to emphasize
simplicity, generality, and usability over the Internet. It is the primary method for lenders
or vendors to transmit encoded documents to the UCDP server.
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Appendix B: Supported Appraisal Forms

The supported appraisal types are shown in Table B.1.

Table B.1 Supported Appraisal Forms

Form Number Form Title

FNM 1004 / FRE 70 Uniform Residential Appraisal Report

(UAD standard required)

FNM 1004C / FRE 70B Manufactured Home Appraisal Report

FNM 1025/ FRE 72 Small Residential Income Property Appraisal Report

FNM 1073 / FRE 465 Individual Condominium Unit Appraisal Report

(UAD standard required)

FNM 1075 / FRE 466 Exterior-Only Inspection Individual Condominium Unit Appraisal Report
(UAD standard required)

FNM 2055 / FRE 2055 Exterior-Only Inspection Residential Appraisal Report

(UAD standard required)

FNM 2090 Individual Cooperative Interest Appraisal Report

FNM 2095 Exterior-Only Inspection Individual Cooperative Interest Appraisal Report

Each of the forms includes the FNM 1004MC / FRE 71 - Market Conditions Addendum to the
Appraisal Report.
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Appendix C: Supported File Formats

A MISMO XML data stream with an embedded first-generation PDF file must be submitted to the
UCDP.

The MISMO® 2.6 Errata 1 GSE Extended XML format is the preferred format supported in the UCDP
for the four UAD forms. The following XML formats are supported in the UCDP for the non-UAD
forms:

e MISMO 2.6 Errata 1 format

e MISMO 2.6 format
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Appendix D: List of Hard Stops

Table D.1 lists the hard stops that can occur in an appraisal data submission. In the Override
Allowed column, a Y means an override is allowed; an N means an override is not allowed and the
appraisal data file must be resubmitted.

Table D.1 Hard Stop Description Table

Hard Hard Stop Description Override Allowed
Stop (Manual Request)
Codes

100 | Appraised value is missing or provided in an invalid format N

101 Appraised value is less than $5,000 Y

102 | Appraised value is less than or equal to $0 N

200 Missing appraiser license information N

202 Unverified appraiser license information Y*

203 | Appraiser license is suspended in the ASC database Y *

204 | Appraiser license is suspended in the ASC database Y *

210 Missing supervisory appraiser license information N

212 Unverified supervisory appraiser license information Y*

213 Supervisory appraiser license is suspended in the ASC database Y *

214 | Supervisory appraiser license is suspended in the ASC database Y*

300 Missing subject address

302 Unknown subject address

303 Invalid address: unit number required or not validated
401 UAD Compliance Check Failure (one or more fatal)
402 UAD Compliance Check Failure (Warnings only)
9000 | Invalid submission: File too large

9001 | Appraisal data in invalid format

9003 | PDF notincluded in XML submission

z|z|z|$|z|¥|<|=z

Hard stop errors marked with an asterisk generate a system Override Request and automatic
approval. The hard stop is recorded, automatically overridden, and included in the response.

Note: For hard stops 401 and 402:
e |If an appraisal generates only Fatal UAD Compliance Errors, UCDP will return hard stop 401.

e |f an appraisal generates only Warning UAD Compliance Errors, UCDP will return hard stop 402.

e |If an appraisal generates both Fatal and Warning UAD Compliance Errors, UCDP will only return
hard stop 401. Both the warning and fatal errors will be displayed in the UAD Compliance Findings
section.

More information about Appraisal Hard Stops is in Section 4.3.3.
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Table D.2 lists the causes and descriptions associated with a 9001 hard stop along with
recommended actions to address the error and be able to resubmit the appraisal data file to the
UCDP.

Table D.2 9001 Hard Stop Troubleshooting Guide

9001 Hard Cause Description/Examples Actions
Stop —
Causes
Appraisal file This occurs when an appraisal file is selected either Upload the file again through the Appraisal View/Edit
deleted or through the Submit screen or Appraisal View/Edit screen and confirm that the file selected to re-upload

renamed prior
to submission

screen (to correct or upload Appraisal #2 or #3) and the
appraisal is deleted or renamed before it is submitted.

has not been deleted or renamed prior to clicking on
the "Submit" button.

XML is not
well-formed

This occurs when the submitted XML document is not a
complete and valid XML document. This usually occurs
because of a syntax error such as missing or additional
tags and/or XML related characters.

Provide this hard stop description to your appraiser
and request an updated appraisal file to ensure the
document uploaded to the UCDP meets the UCDP
XML standards.

XML contains

UCDP accepts XML documents that are formatted

Provide this hard stop description to your appraiser

non-UTF8 using the UTF8 encoding. If the XML document and request an updated appraisal file to ensure the

characters contains characters that are not encoded using UTF8, document uploaded to the UCDP meets the UCDP
this error will be raised. XML standards.

XML file type This occurs when the submitted document is not a valid 1. Ensure the document uploaded to the UCDP is

cannot be appraisal XML file as accepted by the UCDP, (e.g. the an XML file by opening the file on your computer

auto-detected

user uploads the wrong XML file, or the file is not an
accepted appraisal form type), such as the Freddie Mac
442/Fannie Mae 1004D.

using one of the following methods:

e Double-click on the file to open it in a browser
window. The tag at the top of the file should
begin with “<?xml version=" for a valid XML
file

¢ Right-click on the file, select “Open With...”
and select Microsoft Office Excel. When
Excel opens, a dialog box titled “Open XML”
will appear for a valid XML file

2. If the file is a valid XML file, confirm that the file is
for one of the form types that the UCDP supports.

3. If the form type is supported, provide this hard
stop description to your appraiser and request an
updated appraisal file

XML file does (DI submissions only) This occurs when a submitted Contact your UCDP Direct Integration Solution

not match the XML file indicates it's a Freddie Mac 70 or a Fannie Provider to ensure the DI submission form type
specified Mae 1004, but the actual file is a Freddie Mac selected matches the actual form type of the XML file.
format and 465/Fannie Mae 1073, as an example.

form

XSD check This occurs when the submitted XML document fails to Provide this hard stop description to your appraiser
failure validate against a predefined XSD. and request an updated appraisal file to ensure the

document uploaded to the UCDP meets the UCDP
XML standards.
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Appendix E: Password Strength Rules

When changing your password, consider the following rules to make your password as secure as
possible.

NOTE: Only your Lender Admin can change your password.

Requirement Value
Minimum Length 8
Maximum Length 18
Maximum Repeated Characters 2
Maximum Special Characters 16
Minimum Alphabetic Characters 1
Minimum Numeric Characters 1
Repeated History Length 5
Reversed History Length 5
Disallow User Name Yes
Disallow User Name (case sensitive) Yes
Disallow User ID Yes
Disallow User ID (case sensitive) Yes
Disallow Select Special Characters Yes
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Appendix F: Appraiser License Verification (Guidance for Lenders and
Appraisers)

UCDP verifies an appraiser’s license information as entered on the submitted appraisal data file
against the National Registry maintained by the Appraisal Subcommittee of the Federal Financial
Institutions Examination Council (www.asc.gov). These guidelines help prevent problems with the
delivery of loans to Fannie Mae or Freddie Mac due to invalid appraiser license information.

Each appraisal form contains an important section for entering information about the appraiser and,
optionally, the supervisory appraiser. Three key appraiser-related fields must contain valid
information to enable UCDP to verify an appraiser’s license:

e Appraiser's name
e Appraiser’s certification or license number
e State of certification or license

Requirements:

e The Appraiser Identifier Section must be completed.

The appraisal data file must contain information sufficient to identify the appraiser including the
appraiser’'s name, the appraiser’s certification or license number, and the state of issuance for
the certification or license number. In the event supervisory appraiser’s information is entered,
the same requirements apply.

NOTE: If an appraiser is licensed in multiple states, only the license information relevant to
the property being appraised should be entered. For example, if an appraiser is licensed in
California and Nevada and is submitting an appraisal data file for a property in California - only
the California license information should be submitted.

o Data entered must match data contained in the National Registry.

UCDP validates the appraiser’s information entered in the Identifier Section described above
against data contained in the National Registry. It is important to remember that the:

e Appraiser's name submitted must be the same as the appraiser’s name found in the
National Registry.

e Appraiser’s certification or license number submitted must be the same as the
appraiser’s certification or license number found in the National Registry.

e Appraiser’s certification or license state of issuance submitted must be the same as the
appraiser’s certification or license state of issuance found in the National Registry (use
only two-character state abbreviation only, even if licensed in multiple states).
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NOTE: An appraiser can eliminate the risk of a mismatch or invalid license result from UCDP
by visiting www.asc.qgov and verifying the data online beforehand (this can be done
immediately). If an appraiser wants to supplement the license information supplied in the
appraisal data report, then that additional data can be entered in other areas of the appraisal
data report (such as comment areas or other addenda).

e The fields must contain the requested information and only the requested information.

It is important to limit the data entered in these key fields to only the data requested unless
otherwise mandated by state law or regulation. For example, if an appraiser desires to further
explain (beyond what is required for licensing) that he/she is a “CERTIFIED RESIDENTIAL
APPRAISER,” then that additional data should be entered in other areas of the appraisal data
report (such comment areas or other addenda) and not in one of the key fields.

Examples:

Appraiser’s Name Field:
Acceptable: Robert J. Smith, SRA, MAI
Not Acceptable: Robert J. “Bobby” Smith, SRA, MAI
Not Acceptable: Senior Real Estate Appraiser Robert J. Smith, SRA, MAI, State
Certified

Appraiser’s Certification/License Number Field:
Acceptable: ARO00001
Not Acceptable: ARO0001/CERTIFIED RES.Appr.
Not Acceptable: CRREA-CA-AR0001-Exp. 12/1/2011

Appraiser’s Certification/License Number State of issuance Field:
Acceptable: CA

Not Acceptable: CA/NV/AZINY
Not Acceptable: CA-RES Cert.APPR. Exp. 12/2011

© 2011-2016 Fannie Mae and Freddie Mac. Trademarks of respective owners.
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