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DUS DocWay® — Managing Lender Assessment Documents

Getting Started with

. Fannie Mae

DUS DocWay is accessed via the internet using either of the following
browsers: Internet Explorer, Firefox, or Chrome (recommended).

DUS DocWay Follow the steps below to access DUS DocWay.
Steps Additional Information/Results
1. Obtain usernames and Login information can be obtained by contacting your company’s

passwords.

Corporate Administrator. They can provide you with a username and
password to access DUS DocWay.

Note: Request the DocWay role External LAO Compliance Lead
Contributor.

Enter the following into your
browser’s address bar:

https://docway.fanniemae.co
m/D2

The login screen will be
displayed.

fi5 https://docway fanniernae.com/D2

Note: You may also access a login button for DocWay by going to
Fanniemae.com>Multifamily>Apps and Tech>DUS DocWay> Login

3. Enter your User Name and @) Fannie Mae
Password into the Log In
screen.
LOG IN
[Tosm™) .
4. The Welcome page will

display.

= MULTIFAMILYD2_A

B Home~ # LENDER ASSESSMENT Q

Multifamily
DUS DocWay®

WELCOME RAM! Useful Links Contact Us

Z& Non Loan Documents , click on the

To manaze Lender Assessment Documents . click on the
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Accessing Lender
Assessment Forms

You will find the latest versions of both the LAO Certification Form and
the LAO Legal Questionnaire available for download in the Lender
Assessment workspace; follow these steps to access and download these
forms.

Steps Additional Information/Results
1. I_Og |n (@ Fannie Mae +wiw ™ t.meort * [ content ¥ ¥ ALLVERSIONS ¥ = MULTIFAMILYDZ_A

When you have successfully
logged in, the Welcome page is
displayed.

2. Click on the Lender
Assessment tab to open the
workspace.

i LENDER ASSESSMENT

B HomE ™

Multifamily
DUS DocWay™

WELCOME RAMI Useful Links Contact Us

USER NOQTICE: Certain do

nanage Loan Documents
o mran s Nom Lean Docements etk o the Nk Loan Dicomentsiworksnace

fanAce Lender Atsatsment Documents

3. Click on LAO Documents in
the Browse widget. The LAO
Legal Questionnaire and LAO
Certification Form will be
listed in the Document List.

&) Fannie Mae +wew ¥ £ iMPORT ¥ [ CONTENT ¥ ¥ CURRENT VERSION ¥ = MULTIFAMILYD2_A
Bl Home # LENDER ASSESSMENT™ @ Q
Documen t List ¥ ! Commen ts ¥
2 Qo
al Qe

Note: Scroll to the center of the display to view the Name column for the
documents.
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. Fannie Mae

4. To export/download the
document click on Contentin
the top menu bar and select
Export from the dropdown
menu.

The document/s will be
downloaded. Update the
document in Word, and when
finalized, save it as a PDF prior
to importing it to submit it to
Fannie Mae.

(fle Fannie Mae +Mew ¥ LIMPORT ¥ [) CONTENT ¥ ‘7 CURRENTVERSION ¥

= MULTIFAMILYDZ_A

Bl HoME # LENDER ASSESSMENT ¥ L
Browse ¥ Documen b List ¥ Commen ts ¥
4 B Lend -l
- I Lender Assessnent Ove WL vocomens i
4 [ LAD Documents t A Decument Uploaded Date....
1.1, CURRENT LAD Certification Form 5201224 PH
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Import a Lender

From the Welcome page, you can launch the Lender Assessment
Assessment workspace. Follow the steps below to navigate to the welcome page and
import a lender assessment document.

Document
Steps Additional Information/Results
1. Login. On the DUS DocWay Welcome page, the logged in user’s full name

and email address is displayed in the top right corner of the window.
When you have successfully

logged in, the Welcome page is
dISp|ayed B HOMEY  w LENDER ASSESSMENT

("—‘Z,"\} Fannie Mae +wiw ™ t.meort * [ content ¥ ¥ ALLVERSIONS ¥ = MULTIFAMILYDZ_A

Multifamily
DUS DocWay™

WELCOME RAMI Useful Links Contact Us

USER NOTICE: Certain docun

£¢ Loan Documents
anaes-Non: Lean Docamanty. dick o the: Won: Loan Deicormentst worksmace

oo Lander Atcatcmant Dacumeants

2. CI |Ck On the Lender (@ Fannie Mae' +uew ¥ tmpPoRT ¥ [ cONTENT ¥ W ALL VERSIONS ¥ = MULTIFAMILYDZ_A .
Assessment tab to Open the [H Home # LENDER ASSESSMENT Q

workspace.

Multifamily
DUS DocWay™

Useful Links Contact Us

USER NOTICE:

nanage Loan Documents
age Mon Loan Documents , click on the "Non Loan Documents’ workspace

o0 Lender Atsatsment Documents
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Steps

Additional Information/Results

3.

Click Import from the top
menu bar and select File from
the dropdown menu. The
Import File window will open.

{:::5) Fannie Mae  +wew ¥ & mport ¥ [ cONTENT ¥ Y ALL VERSIONS ¥

= MULTIFAMILYDZ_A

H Home W LENDER ASSESSMENT ¥ o

Browse ¥ Document List ¥ Comments 7

4 [ Lender Assassemerit Dversight 2 o [
B Fannie Mae

I Lender Assessment Oversight

B LA0 Documents

Click on the ellipses to the
right of the Files to Import
box.

Not shown: This will open a
file manager window; click on
the file you want to import,
then click Open.

Note: Files up to 200 mb can
be imported, but we
recommend you download
files larger than ~50 mb to
your desktop before importing
to expedite the import process;
also, while there is no
technical limit to the number
of files that can be uploaded at
one time, best practice would
be to import no more than 50
files at once. Allow extra time
for a large number of files to
be imported automatically.

The file or files will then
display in the Files to Import
box, click Next.

Import File

Files to import: *

| Fillcrestion profile

| Edit properties

Linked document

Selected file format: * v

Same creation profile and properties for all files

/\V

Note: Click the Same creation profile and properties for all files checkbox
to import multiple files automatically after selecting the profile and
properties for one file — all documents uploaded in this manner will have the
same properties and profile. If multiple documents are to be delivered to the
same folder you may use this feature, or, you may also use the feature to
expedite the import process and then update the properties of the documents
as needed by right clicking on each document after it is uploaded in the
Document List and selecting Properties from the dropdown to update
Document Category and Type as appropriate. (For step-by-step instructions
on updating properties, refer to the Update Document Properties section of
this document, page 10xxx.)
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Steps

Additional Information/Results

7.

Select the document
properties for your file.

Note: The fields with the red
asterisk are required, however,
the Document Name by User
field is populated
automatically and should NOT
be entered manually.

‘ Import File

Select files File selection: ORG CHART.docx

Fill creation profile

Edit properties

Linked document

Properties

Document File Name (auto-generated):

[Entered by System]
Document Name by User:* ORG CHART.docx

Document Description Text (optional):

Document Category:* Assessment Documents

Document Type:*® Lender Organizational Charts
Lender Name: * Fannie Mae

Assessment Year:* 2020

[ <] «]]ee]|e<

8. Select: Feyerora Trining/testing
e Document Category
e Document Type S
e Assessment Year '
| o
Optionally you may enter
Keywords which can be used | IMPORTANT NOTE: Be sure to select the correct Document Category and
later to search for the Type. Please choose Document Category with care — note that Assessment
document. Documents and Testing Documents, for example, are in separate categories.
It is important that the documents be uploaded to the correct category for the
9. Click Next. appropriate Fannie Mae reviewer to be able to access them.
10. The Document List diSp'&yS Fannie Mae +wew v & mport ¥ D cowtent ¥ ¥ ALLvERsions ¥ £ MULTIFAMILYD2_A

the uploaded file.

The Browse widget displays
the folder structure where the
file is stored. Folders are
created as needed when
documents are uploaded.
Once created, a folder cannot
be deleted, although a draft
document can be deleted.

E HomE W LENDER ASSESSMENT ¥ (4] Q

Browse ¥

Document List ¥ Comments ¥

Lender Organizaticnal Charts - ORG CHART.
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Follow the steps below to import a new version of a document.

Import a New
Version of a

Document

Steps Additional Information/Results

1. Login. On the DUS DocWay Welcome page, the logged in user’s full name
and email address is displayed in the top right corner of the window.

When you have successfully
logged in, the Welcome page is
displayed.

(@ Fannie Mae +wew ¥ tmport ¥ [0 CONTENT ¥ ¥ ALLVERSIONS ¥ = MULTIFAMILYD2_A

B HomE ¥ # LENDER ASSESSMENT

Multifamily
DUS DocWay™

Useful Links Contact Us

WELCOME RAMI

USER NOTICE: Certain documents

inage Loan Documents
To manage Non Loan Documents

¢ Lender Atsassment Documents

2. CI |Ck on the Lender f@ Fannie Mag +wew v &imporT ¥ [ CONTENT ¥ 'V ALLVERSIONS ¥ = MULTIFAMILYDZ_A .
Assessment tab to Open the B HomE # LENDER ASSESSMENT Q

workspace.

Multifamily
DUS DocWay™

WELCOME RAMI Useful Links Contact Us

USER NOTICE: Certain documents

inage Loan Documents
nanage Mon Loan Decuments

¢ Lender Atsassment Documents
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Steps

Additional Information/Results

3.

Select the document to be
replaced by clicking on it.

Click Import from the top

@) Fannie Mae

Bl HoME

# LENDER ASSESSMENT™ |5 - | o

4 NEW ¥ & IMPORT ¥ [1 CONTENT ¥ ¥ ALLVERSIONS ¥ = MULTIFAMILYDZ_A

Document List ¥ Comments ¥

menu bar and select New e e m
Version from the dropdown. = T ,
The Check-in popup window . » -
will open. I = .
5. Click on Options tab and [ checktn Y
then the ellipses to the right. | | |
6. Not shown: This will open a | Generat || options | '
file manager window; click on Checkin from e I:I |
the file you want to import, _ ' |
then click Open. Formt: |
7. The filename will then display | | f

in the Check-in from file:
field. Click OK. The newly
imported document will
replace the original document
selected in Step 3 above.

The Document List will display the
current (new) version of the
document.

Note: You may display all
versions by clicking on All
Versions and selecting All
Versions from the dropdown
menu. The version numbers will
be displayed in the Document
Listing next to Lender Name.

Bl HoME

Browse ¥

# LENDER ASSESSMENTY O Q

= MULTIFAMILYD2_A

Document List ¥
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Update Document

Fannie Mae

You may update a selected document’s properties, including Document
Category, Document Type, Year, Quarter, or Month at any time before

PrOpe rt|es the documents are submitted to Fannie Mae, i.e., while they are in
Draft status. Follow these steps to update properties:
Steps Additional Information/Results

1. To modify the properties of a
document displayed in the
Document List, right click on
the document and select
Properties from the
dropdown menu. The
Properties... window will be
displayed.

('.- ) Fannie Mag +Mew ¥ & IMPORT ¥ [) CONTENT ¥ ¥ CURRENTVERSION ¥

= MULTIFAMILYDZ_T

Bl Home # LENDER ASSESSMENT ¥ o Q
Browse ¥ Document List ¥ Comments ¥
a i CERE Muttsiamily Capital A P QO :
i B Lemider Ausement Oversight > I Fannie Mo > 3020 » Il Aussssment Documents . [ 53 A Com
.o Lender Name »
2o = Fannie Mae Assessment Documents 060
B Centerline Marigage Cap
4 [ Fanniie Mae
.
e
.o
i 2o
+ Wi -
4 B Assessment Docus B Fannie Har Assesament Docus Assessment Documents- .. Dec
+ [ Assessment Do 1 Fannie Mae Assessment Assessment Documents- .. hell
B Change Meme 1B Fannie Mas Assessment Documents Assessment Documents - ... ind
B LAO Certificati B Fannie Mag Assessment Documents Assessment Documents - ... 5an

2. To update properties,
backspace over the existing

entry to clear it and then select

your updated entry from the
dropdown menu. Update:

e Document Category,
e Document Type, or

e Assessment Year

3. When finished, click OK.

Properties of Assessment Documents - Other_V1.0_Doc2.jpg

Properties

0 Doc2jpg

Document File Name:

Document Name by User:

Document Description Text (optional):

Document Category: * Assessment Documents i
Document Type: * Assessment Documents - Other é
Lender Name:* Fannie Mae |
Assessment Year:® 2020 |

Keywords:

— o

Note: The Keyword field may also be optionally updated.
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Submit Lender

. Fannie Mae

Fannie Mae users will not be able to view your documents until you
submit them. Follow these steps to submit your lender assessment

Assessment documents to Fannie Mae after you have reviewed the documents and
have determined that the package is final/complete.

Documents to

Fann ie Mae Submitted documents cannot be modified or deleted.
Fannie Mae Lender Assessment Oversight team members will each
receive an automated notification upon document submission.

Steps Additional Information/Results

Documents, go to the Browse
widget, select the appropriate
submission year folder, then
right click on the
Assessment Documents
folder and select Lifecycle,
and Submit to FNM

E HoME % LENDER ASSESSMENT ¥

Browse ¥ Document List ¥

« M Lender Assessment Oversight

4 [ Fannie Mas [ Lender assessment oversight > @8 Fannic Mac > 812020 > [l Assessment Documents

015
i zorr
2o
o

# [ Assessment Documents

Y| Submitto FNM

The Document Comments popup
will display.

2.

Enter Justification comments
— enter your initials, and/or
any comments you would like
to include.

Click on OK to complete the
submission.

The status of the documents
will be updated from Draft to
Submitted.

e

Document Comments

Justification:*

Note: Submitted documents cannot be deleted, however you may import a
new version of a document if an update is required.

Note: You may import additional documents after folder submission,
however, when importing to a folder that has already been submitted, the
document is automatically assigned the Submitted status (there is no Draft
status when the folder has been submitted previously). (The folder can only
be submitted once.)

Multifamily DUS DocWay | September 2020
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P review a To quickly view an uploaded document, you can generate a preview.
Follow the steps below to preview a document:
Document

Steps Additional Information/Results

1. To display a Preview of a Fannie Mae +nNew ¥ £ iMpoRT ¥ [) CONTENT ¥ ¥ ALLVERSIONS ¥ = MULTIFAMILYD2_A

document, click on it to select R a
it in the Document List; then Powe” 0 bocmemua” | lnentary
click on the Preview tab to the PrST— .
right. o er

[ EUI .

B Fannic Mae (1.1 Assessment Documents Lender Organizational Charts - ORG CHART.docx

o N

w LENDER ASSESSMENT

im0 B Fannie Mae (1. Asses nts Lend, al Charls  ORG CHARTdock

TesToOC 1
< M0m B Fannie Mae (1.1 Asses Leruder O hatls GRG CHARTdocx
1 Assessment Documents B Fannie Mae (1.0 e Len harls GRE CHARTdoex p—
i Ma (L0 Assessment
B L0 Certification For B Fannie Mae (1. Assessment Dacuments Lender Drganizational Charts  ORG CHARTdocx

« [ Lender Organization:
»

,
Displaying 1-7af7 @

Multifamily DUS DocWay | September 2020 © 2020 Fannie Mae. Trademarks of Fannie Mae. | 11
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View a List of All To see a complete list of all documents in a folder, select the Inventory
tab and click on a folder in the Browser.

Documents

(Inventory)

Steps Additional Information/Results

1. Todisplay a complete listing of
aII documents under any Erome ® LENDER ASSESSNENT ™ > LY

folder, click on the Inventory o S e

tab and then select a folder.

(2) Fannie Mae +Nw~ &MPORT ¥ [ CONTENT ¥ 'Y CURRENTVERSION ¥ I MULTIFAMILYDZ A L RAM TestUser1d (china, |_dunssa@fanniemas.com) (E1431574) ¥

L
CN N

In the example shown, the peass
2020 folder is displayed — the
inventory list displays all
documents uploaded to any
sub-folder under the 2020 A
folder. T

oo ms

oo

oo

Multifamily DUS DocWay | September 2020 © 2020 Fannie Mae. Trademarks of Fannie Mae. | 12
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Search for a
Document

Follow the steps below to search for a document:

Steps Additional Information/Results

1. To search for a document . . .
R ! 4+ NEW Y L IMPORT ¥ [1 CONTENT ¥ ¥ ALLVERSIONS ¥
enter search terms in the @ Fannie Mae

Se_arCh_ bar in the Docum?nt HOME it LENDER ASSESSMENT ¥
List window, and then click on

the small magnifying glass ~Document List T ,
icon on the right side of the [Test Doc . ol 1#
Search bar Lender Name Ranking « Document Category
Facets ¥ .
- m Fannie Mae (1.1 Testing Documents
Note: Search terms may consist of e iy
elther alpha or numel’IC entI’IeS, Bell Bank (1 m Fannie Mae (1.0 Requirement Tracking
and may include multiple terms. LenpER assessenT [ ] creen
- Fannie Mae (129 m Fannie Mae (1.1 Assessment Documents
The results when multiple terms
are Used WI“ |nC|Ude a“ Document Category I m Fannie Mae (1.0 Assessment Documents H
documents that contain any of the pescsement Documents (16 | Lepemessessuen DR Rorers
SearCh terms unless you use a g o N B Fﬁt\me F':1ae“_ 0 o L i KeyfslsesshmenltDcc-me

between the two terms. If you use
the “+” sign between search terms,
only documents containing both
search terms will be returned.

Note: “*” functions as a wildcard
(e.g., enter “*” before some part of
the desired search term and all
items matching the portion of the
search term entered will be
returned. Enter the “*” after a
portion of a search term and all
items beginning with the portion
of the search term entered will be
returned).

Multifamily DUS DocWay | September 2020 © 2020 Fannie Mae. Trademarks of Fannie Mae. | 13
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Expo rtl ng a Follow the steps below to export a document:

Document

Steps Additional Information/Results
1. Inthe Document List, double . .
(Ieft) click on the document @ Fannie Mae +New ¥ 2 IMPORT ¥ [) CONTENT ¥ Y ALLVERSIONS
you want to export. _
El HoME i LENDER ASSESSMENT ¥ ©
2. The selected document will be Browse Document List ¥ | Inventory
downloaded. To open the Favorites TestDoct %2 Q @
document’ CIICk on the popup Search Lender Name Ranking ~ Document Category
at the bottom of your screen. Facets ¥ M
After the document opens, you —— . w=mn
may save it tO a |OCat|0n Of Biell Bank (1] it Fannie Mae (1.0) Requirement Tracking
your Choosing_ seem LENDER ASSESSMENT [TEST B0E § GREEN
Fannie Mae (129) ] Fannie Mae (1.1) Assessment Documents
H Lao FEST BE 2 H
Document Category i Fannie Mae (1.0) Assessment Documents

LENDER ASSESSMENT [TEST DOC 1 GREEN

Assessment Documents (76)

n Fannie Mae (1.0) Key Assessment Docume
Key Assessment Documentati Mote: The daes will be filed based on module & dog |0 Testing Docs... Testing Does that you ha
. i Fannie Mae (1.0 " Testing Documents
Requirement Tracking (40} . =
_top Confidential - Internal Distribution testDegDT This iz a sample test decument used for au
Testing Documents (5] Fannie Mae (1.0) . Testing Documents -
3
-
- 2= > IPageofTI r M Displaying 1 - 20 of 130

m  Test Module 5 Co...pdf ~
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Questions?

If you have questions, would like to request additional training, or
need immediate assistance using DUS DocWay, e-mail:

DUSDocWay Support@fanniemae.com.
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