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DUS DocWay™ User Guide . Fannie Mae

Gettin g St arted Wlth DUS DocWay is accessed via the internet using either of the following browsers:
Internet Explorer Version 11 or Google Chrome version 45 or higher. Follow the

DUS D()CWay steps below to access DUS DocWay.
Steps Additional Information/Results
1. Obtain usernames and passwords. Login information can be obtained by contacting your company’s Technology

Manager Corp. Admin. They can provide you with a username and password to
access DUS DocWay.

2. Enter the following into your
browser’s address ba}“: is https://docway.fanniemae.com/D2 2~
https://docway.fanniemae.com/D2

The login screen will be displayed.
Note: You may bookmark this address.

Password into the Log In screen.

LOG IN

User Name:

Password:

LOGIN Clear

Need Help With Your User ID or Password?

*Please Do Not Bookmark this page

4. The Welcome page will display FannieMae T e w2 meo v 0 conmens v T ¥, p L vessmons v (88 mkramers AU oo
upon login.

4 _EXTERNALWORKSPACEY @ Welcome | | Browse  Q

Fannie Mae'

Multifamily DUS DocWay

QUICK ACTIONS
WELCOME BERKADIA! IMPORT SEARCH

sefl inks
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Welcome P age On the Welcome page, you can view your login information, access useful links,
. . and find out how to contact Fannie Mae for help. You can launch your
NaV1 gatl()n workspace or initiate an action such as importing a document. Follow the steps

below to navigate the Welcome page.

Steps Additional Information/Results

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

@ Fannie Mae

#h_DTERNALWORKSPACEY @ welcome | Browse @

@) Fannie Mae’

Multifamily DUS DocWay

= a

4 =S

e QUICK ACTIONS
WELCOME BERKADIA! IMPORT SEARCH

2. Click on Useful Links to be @) Fannie Mae s , e ,,
directed to a list of links to related » o woremEr  © e

applications and AllRegs.

@) Fannie Mae’

Multifamily DUS DocWay

QUICK ACTIONS

IMPORT SEARCH

Useful Links Contact Us

AllRegs
DUS Gateway
C and D Application

Multifamily Structured Facility
Management Application

Multifamily DUS DocWay User Guide | May 2018 © 2018 Fannie Mae. Trademarks of Fannie Mae. | 2
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. Fannie Mae

Steps

Additional Information/Results

3. Click on Contact Us to email a
selected department at Fannie Mae
if you have questions.

@ Fannie Mae 4 NEW Y 2 IMPORT v [} CONTENT ¥ 'Y ALLVERSIONS v

# CXTERNALWORKSPACLY @

&) Fannie Mae’

Multifamily DUS DocWay

WELCOME BERKADIA! IMPORT SEARCH

To Import do

Contact Us

Acguisitions

Certifications

Forwards

Structured Facilities

4. Click on Browse at the top right of
the page to open the External
Workspace.

@ Fannie Mae 4 NEWY £, IMPORT v [) CONTENT v W ALLVERSIONS v

W OTERNALWORKSPACE Y © welon m b

@) Fannie Mae’

Multifamily DUS DocWay

QUICK ACTIONS

WELCOME BERKADIA! IMPORT SEARCH

To Import docu

Multifamily DUS DocWay User Guide | May 2018
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. Fannie Mae

Steps

Additional Information/Results

5. Click Reset workspace to return
the Workspace to its default state;
this action will remove search

results and re-adjusts the columns

and rows to standard size.

When Reset workspace is selected,
the Welcome page will display. This
action will also refresh the data
displayed in the workspaces to
include all updates made by all
users.

Fannie Mae  +wewv & mwrorr v
it EXTERNALWORKSPACEY L+

Close workspace

Switch workspace... [ Import ][

Reset workspace

Change theme...

Number

DeslID Content List w
Fannie Mae Loan Mumber
Collatersl Reference Mumber

Property Name

Desl Mame

Include Types: (@ Documents Packages

|4 |
Loan Packages v

Multifamily DUS DocWay User Guide | May 2018

© 2018 Fannie Mae. Trademarks of Fannie Mae. | 4




DUS DocWay™ User Guide

External Workspace

. Fannie Mae

The External Workspace allows you to: Search for and review a loan package
and loan documents, export documents, preview documents, read reviewer

N aVIgatl()n comments on documents, submit a loan package for internal review, conduct an
internal review, submit a loan package to Fannie Mae, and correct and resubmit
a loan package or document that was returned by Fannie Mae.
Steps Additional Information/Results
1. On the Welcome page, click on @ wimsini
Browse tO open the External () Fannie Mae 4 NEWY £ IMPORT v [) CONTENT v W ALLVERSIONS ¥ 810 ﬁ .
workspace. emm—— O -
@) Fannie Mae’
Multifamily DUS DocWay
WELCOME BERKADIA! IMPORT SEARCH
=
2. EaCh Of the WindOWS can t‘)e Qpened Fannie Mae +NEw Yt MporT ¥ [1 CONTENT ¥ Y CURRENTVERSION ¥ I MultifamiyD2 A &
to full-screen by double clicking on . .
#f# EXTERNAL WORKSPACE ¥ ‘Welcome | | Browse
the text of the label. For example,
. Loan Packages v
double Clle On Loan PaCkages tO Deal D Status Deal Nam Commitment Number FannieMae Loan Number
expand that window to full screen. A [
Double click it again to return the o Fost
window to its original size. 3 E”:‘:
A1 [Ripraft
S| Aok
a ot
Al Aot
A1 R praft
: (il
a ot
A1 Aot
s 3 Ready forR..
s (£ Ready or R..
s & Readyfor ..
a1 3 Ready for Ru..
A 3 Ready for R..
A1 & Ready for R.,

freeds izl b M

Multifamily DUS DocWay User Guide | May 2018
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Steps

Additional Information/Results

You can adjust the height and width
of each window in the External
Workspace by grabbing the black
bars shown the borders of the
windows — left click and drag.

3.

If you need to return to the original
(default) layout, click on the
External Workspace tab and
select Reset Workspace from the
dropdown menu; you will be
returned to the Welcome page and
the External Workspace will be
restored to its original appearance.
You can refresh your view of data in
an individual window by clicking on
the appropriate label and selecting
Refresh from the dropdown
menu.

= .
(@) Fannie Mae

W _EXTERNALWORKSPACEY @

ot Ty

Loan Packages v

©2017 Fannie Mae ¥

+new ¥ Lomwport ¥ [ conTenT ¥

Y currenTvERsion ¥ BB MultifamilyD2_A A Berkadia TestUser3 (china_|_dunson@fanniemae.com

mport

Content List v

Comments ¥

€3 dd Comment Gateway

Each of the windows on the
External Workspace has a different
function. The Search window at
the top left of the screen allows you
to search for documents or loan
packages. To conduct a search,
choose either Loan Packages or
Documents, then choose your
search term, enter the information,
then click on Run query.

= .
(@) Fannie Mae

#_EXTERNALWORKSPACEY @

+new ¥ Lomport ¥ [ conTent ¥

Y currenTvERsioN ¥ BB MultifamilyD2_A A Berkadia TestUser3 (china_|_dunson@fanniemae.com

mport

Content List v

Loan Packages ¥

©2017 Fannie Mae ¥

Comments ¥

€3 dd Comment Gateway

Multifamily DUS DocWay User Guide | May 2018
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. Fannie Mae

Steps

Additional Information/Results

6. The results of the query are
displayed in the Content List
window in the center of the screen.
When you search for loan packages
you will see the package or
packages that match your search
term listed in the Content List. If
you then want to see the documents
contained in a loan package, double
click on the loan package listing in
the Content List.

P N
(@) Fannie Mae

+new ¥ Lomwport ¥ [ conTenT ¥

#W_EXTERNAL WORKSPACE ¥

ot Typas

Loan Packages v

©2017 Fannie Mae ¥

[+]

Y currenTvERsion ¥ BB MultifamilyD2_A A Berkadia TestUser3 (china_|_dunson@fanniemae.com

inpot ) J( ) | Il ]

Comments ¥

Content List v

dd Comment Gateway

7. The Loan Packages window allows
you to see the status of the loan
packages that you are working on
currently. Loan packages that have
already been submitted to Fannie
Mae are not displayed here. To pull
up a loan package with a status of
“submitted”, use the Search
window to run a query.

P N
(@) Fannie Mae

+new ¥ Lomwport ¥ [ conTenT ¥

#W_EXTERNAL WORKSPACE ¥

e Typen

[+]

Y currenTvERsion ¥ BB MultifamilyD2_A A Berkadia TestUser3 (china_|_dunson@fanniemae.com

impot ) | )l | Il ]

Comments ¥

Content List v

dd Comment Gateway

Loan Packages v

©2017 Fannie Mae ¥

Multifamily DUS DocWay User Guide | May 2018
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Steps Additional Information/Results
8. The Comments window shows you @) Fannie Mae  +aowv Sweonrv Dcowmr v ¥ comomrvemson v @ wisambon s & detads s s | dimongtamiensecon

all of the comments written by
lender users and Fannie Mae users
who have reviewed documents
within the loan package.

# EXTERNALWORKSPACEY @ uisicome Browse Q
B o query
impot ] | | | | ][ ]
. [ L]
content List v comments v
e, x2 B
B3 rdd comment Gateway
» Sosumentz () Packa
Lo
Loan Packages v
==

©2017 Fannie Mae ¥

Multifamily DUS DocWay User Guide | May 2018
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You may update a selected document’s Document Category and
Update Document Document Type, at any time before the loan package is submitted to Fannie

Category and Type =~ Mze

Steps Additional Information/Results
1. To modify a document displayed in ) - -
the Content List, right click on the ContentList v [N
document and select Properties Enter your search ferms x 2| & £
from the dropdown menu. The
Properties ofDelivery Documents Document Mame by User Status Property Names Seller Nam
window will be displayed. 2099 H.doox R rat
4g62.docx [F Draft
6502 mz.docx [ Draft

A Credit Release_Individ...

l Green Building Certific... |]j View
Edit
HPEB Marrative.docx |]j

Add comment... H
Add to favorites
send mail..
Delete.. Del
Properties...

Multifamily DUS DocWay User Guide | May 2018 © 2018 Fannie Mae. Trademarks of Fannie Mae. | 9
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. Fannie Mae

Steps Additional Information/Results

2. With the Properties... window
displayed, click on the Document
Category dropdown and select the
appropriate document category,
then click on the Document Type
dropdown and select the
appropriate document type from
the dropdown.

3. Click OK when finished updating
this information.

w
Properties of Delivery Documents_Seismic Assessment_V1.0_10042017 ]
Properties
Fields with red asterizk (*) are required.
Enter your commitment number and verify the returmed property information is correct.
Document File Name (auto-generated): | Delivery Documents_Seismic Assessment_V1.0_10042017
Document Name by User: PerfTest_3MBE_4.pdf
Document Description Text (optional): ImpartDoc_3MB_PDF
Document Categony- * Environmentsl Azzeszments x
Document Type:* Seizmic Assessment E
Commitment Number: 572352 ?3.'
Commitment Amount: 445000 W
Commitment Expiration Date: B/30/13 E
Deal Loan / Product Property Seller / Servicer
Desl ID: 21186 w I
v

Desl Name: Boyd Portfolic

Multifamily DUS DocWay User Guide | May 2018
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Import a Document There are multiple options for importing documents into DUS DocWay. Follow
the steps below to import using the Import button under Quick Actions on
the Welcome page.

Steps Additional Information/Results

1. From the Welcome page, click Fannio Mag
Import under Quick Actions.

4 NEW Y %, IMPORT v [ CONTENT v W ALLVERSIONS ¥

4 EXTERNALWORKSPACEY @ Welcome | Browse  Q

@& Fannie Mae

Multifamily DUS DocWay

— a_

.;7 —_— o

OQUICK ACTIONS

WELCOME BERKADIA! SEARCH

Welcome to the Fannie Mae Document Exch
workspace has been specifically tailored for

To Import documents, simply click on the bu

2. The Import File screen will open.

. . . I rt Fil
Choose files to upload by clicking e
on the browse button (the ellipses —— D
[...]). The Choose File to Upload | Fill reation profle
screen will open on your desktop Editproperties
allowing you to navigate to, and Linked document
select, the appropriate file.
Same craation profile and properties for all files
I
|
[ wext>

Note: Click on the X below the ellipses (...) with a file selected to delete the file
from the list of files to import.

Note: You may also drag and drop files into the Files to Import box.

Multifamily DUS DocWay User Guide | May 2018 © 2018 Fannie Mae. Trademarks of Fannie Mae. | 11
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Steps Additional Information/Results
3. Cth on the ﬁle or fﬂeS you Wal’lt tO & ChooseFile to Upload *
upload and click Open. The files ™ > ThisPC + Documents > Forms v|® | search Forms »
will appear in the Files to Import Smmo (T £ m @
list. s+ Quick access —=L 6502mz
=| Microsoft Word Document
I This PC =| o0ks
I Deskiop I Form 4562
=| Microsoft Word Document
| Documents —| 19.3KB
< Downloads T
Lsic =| Microsoft Word Documen
dw =| 11.1ks : ‘
&=/ Pictures
——1 Form XXX
B videos =| Microsoft Word Document
i5 Windows () —| 19.7Ke
I FORM
=¥ Network =| Microsoft Word Document
=| 197k8
File name: || v‘ All Files (*.%) ~
=g o

Note: Multiple files can be selected for upload by pressing the Ctrl button on
your keyboard during file selection.

4. With the files you want to import

. ) Import File
shown, click Next to continue.

Files to import:*

| Fill creation profile
Edit properties

Linked document

Note: When uploading multiple documents, you may select the Same creation
~ profile and properties for all files checkbox to assign the same properties to
all of files you are importing. Use this checkbox only when all document
properties, including Document Category and Document Type, are the same
for all files.

Multifamily DUS DocWay User Guide | May 2018 © 2018 Fannie Mae. Trademarks of Fannie Mae. | 12
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Steps

Additional Information/Results

The Fill Creation Profile page will
open. Select the appropriate
Creation Type (either DUS Flow
[C&D] or Structured Facilities
[MSFMS]) from the dropdown and
click Next.

5.

Import File
Select files
Fileselection: 6502 mz docx
Fill creation profile (1/2) Creation profile: | External Users
e
Edit properties I Creation Type: | MY G L valoam)]

Linked document

The Edit Properties screen will
open. A red asterisk indicates a
required field. Select Document
Category and Document Type
from the dropdown lists.

Import File

Select files

Fill creation profile

Linked document

Fileselection: Form4862.docx ~
Properties
Fields with red asterisk ("] are required
Enter your commitment number and verffy the returned property information is correct.
Document File Name (autc-genersted): | [Entered by System]
Decument Name by User: Form 4662 docx
Document Description Text (optional):
Document Cstegory: * Underwriter's Package kS
Document Type: * Undenwriter's Data Form [Form 4662) v
[ioe* [
Nurmber 102 ‘ JE50067] X ¥
Commitment Deal Lean [ Product Property Seller / Servicer
Commitment Numbar: * B5006T -
Commitment Amount: 8400000 -
Commitment Expiration Date:  02,08/2006 v
W
< >

Multifamily DUS DocWay User Guide | May 2018
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Steps Additional Information/Results
7. Ifyouare importing documents‘ for mpart File
a flow transaction (C&D), associate
the imported document with the et e
Y . File selection: Form 4662.docx A
commitment number by selecting ) . properties
. . Fil i i
the Commitment Number radio e
Edit rti Fields with red asterisk {*} are required
button and then enter the s R
commitment number in the Linked document Document Fils Name (suto-gensrated]: | [Entered by Syster]
Number/ID field. Finally, click on Bocument Hame by User Form des2.docx
the dropdown to validate the Bocument Deseription Text optionl):
number.
Document Category: * Underwriter's Package x|
Document Type: * Underwriter's Data Form (Form 4662) hg
Import Document By (@) Commitment Numbsr
(@] Deal ID
Number/ 1D:* |'P__HE x@
Commitment Deal Loan [ Product Property Seller [ Servicer
Commitment Number: # 850067 ~
Commitment Amount: 8400000 ~
Commitment Expiration Dste: | 02/08/2006 v
— W
< >
|
Note: For flow transactions (from C&D), all documents must be associated with
a commitment (as shown above); after you select the commitment number, the
deal ID will be assigned automatically.
8. Ifyou are importing documents for

a structured facilities transaction
(MSFMS), associate the imported
document with the collateral
reference number by selecting the
Collateral Reference Number
radio button and then entering the
collateral reference number in the
Number/ID field. Then, click on
the dropdown to validate the
number.

Enter your commitment number and verify the returned property information is correct.

Document File Name (auto-generated): | [Entered by System]

Document Name by User: Best Practices - Aspects_2.pdf

Document Description Text (optional):

Document Category: * Appraisal/Market Study X
Document Type: * Appraisal or Market Study e
Import Document By: Collateral Reference Number
() DealID

Number / 1D * 9999038660-001 b4

Deal Loan / Product Property Seller / Servicer

Deal ID:# 6618 hd

v

Deal Name:* | St James Apartments

Note: For structured transactions (MSFMS), all documents must be associated
to both a collateral reference number and a property. Best practice is to select the
collateral reference number to which you want to associate your document first;
the Ddeal ID will be automatically assigned. Then, assign the property by clicking
on the Property tab and completing the form following the steps below.

Multifamily DUS DocWay User Guide | May 2018
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Steps Additional Information/Results
9- If youare 1mp01jt}n.g documen‘ts for Deal Loan / Product Property Seller / Servicer
a structured facilities transaction
(MSFMS), click on the Property Properties: * I:I
tab to enter required property
information.

10. Click on the Browse button (i.e.,
the ellipses [...]) to bring up the
Property List.

11. On the Property List, double click
the properties you wish to select, or
use the blue arrows in the middle of
the screen to move properties to the
right side of the screen and select 9999038660-001,The St James Apartments ,200 W Washingion. ..
them.

List Assistance

[ <

Multifamily DUS DocWay User Guide | May 2018 © 2018 Fannie Mae. Trademarks of Fannie Mae. | 15
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Preview a
Document

. Fannie Mae

To quickly view an uploaded PDF document or Microsoft Office document, you
can generate a preview using the preview widget. First, search for the loan
package that contains the document you want to preview. Select the loan
package by clicking on it and the documents associated to the loan package will
be displayed in the Document List in the center of the screen. Follow the steps
below to preview a document:

Steps

Additional Information/Results

1. From the Welcome page, click on
the Browse button.

Fannie Mae 4NOWY L MPORT v [) CONTENT v Y ALLVERSIONS v [ Mu

|
 EXTERNAL WORKSPACEY @ Welcme Q

&) Fannie Mae

Multifamily DUS DocWay

QUICK ACTIONS
WELCOME BERKADIA! [porr | [ search |

ot Unks

To Impore documents, simply Ck On the buttons above

2. Search for the document to
preview. Enter the Number/ID of
the document you are searching for.
Click Run/Query. All items
matching the Number/ID entered
will be displayed.

Fannie Mae 4+ New ¥ 2 MporT ¥ [) CONTEN

### EXTERNAL WORKSPACE Y [ +]

Number /D

Search By ® Commitment Number
Desal ID
Fannie Mae Loan Number
Collsteral Reference Number
Property Name
Desl Name

Include Types: (8 Documents Packages

Multifamily DUS DocWay User Guide | May 2018
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Steps

Additional Information/Results

3. Select the document to preview by

single-clicking on it.

Fannie Mae

# EXTERNAL WORKSPACE ¥
_—

4+ nNew ¥ L mporT ¥ [) CONTENT ¥ Y CURRENTVERSION ¥ &8 MultiFamilyD

©

[ Import ] [ Import New Version ][ View ][ Edit ” Comple'j
| A ]
ContentListy &
xP L&

Loan Packages v

[® HPB Narrative.docx

£ 10304
# 9997

R Draft

| Return 1o D..

Note: Double click will open the document in a new window instead of allowing
you to preview the document in the same browser window.

Click on the Preview tab (located
next to the Comments tab to the
right). A preview of the selected
document will be displayed.

[+ ]

Content List v

Preview v

B Green Build

fic... [RDrak

[ pratt

B HPE Narrative.docx

Multifamily DUS DocWay User Guide | May 2018
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Submlt a L() an Both lender users and lender admins can now either a) submit a loan package
. for internal review, or b) submit the loan package to Fannie Mae (without an

Package with a internal review).

Draft Status to This module covers how to submit a DRAFT loan package to Fannie Mae

directly (without completing an internal review).

Fannie Mae

Steps Additional Information/Results

1. Right click on the loan package in .
the Loan Packages window and Fannie Mae +nNew ¥ A MPORT ¥ [ cONTENT ¥ 'Y CURRENT VH
select Submit to Fannie Mae

from the dropdown menu. ## EXTERNALWORKSPACEY  # EXTERNAL WORKSPACE [+
)3 Run query
o
|4 |
Loan Packages v
Deal ID Status « Deal Name Commitment Number FannieMae |
# 12415 [H Draft 1676513(
4 15206 [F0 Draft 1716612t
[ 21188 |™¥ Drag [ =
ﬂ 1186 [QH: Submit for Review I
#% 19685
Add comment...
2 I i
4 24950 [Q i Add to favorites R
4 2016 [QI[ Send mail...
A 32401 [ Draft
4 29062 [H Draft =
»
|Page| 1 of13s] » M Displaying 1- 25 of 3370
L= |
2. The confirmation box will appear. ‘ . A
. Submit to Fannie Mae
You may optionally enter
comments for Fannie Mae |
reviewers here. When you are ready | 1 Confirmation
to Sllbmit, click Yes. Are you sure you want to Submit this Loan Package to Fannie Mae?

Comments: |

Multifamily DUS DocWay User Guide | May 2018 © 2018 Fannie Mae. Trademarks of Fannie Mae. | 18
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Submit Loan
Package for Internal
Review

. Fannie Mae

DUS DocWay workflow includes an internal review of complete loan Ppackages
prior to their submission to Fannie Mae. All users (i.e., users with either the
Lender Administrator or Lender User roles) can submit loan packages for
review. Follow the steps below to submit a loan package for review.

Steps

Additional Information/Results

3. From the Welcome page, click
Browse.

4 NEW v 1, IMPORT ¥ [} CONTENT Vv

Fannie Mae

it _EXTERNAL WORKSPACE ¥

Y ALLVERSIONS v I MultiFamilyD2 A 4 Berkadia TestUsers (china_l_dunson@fanniemae.com)

©

&) Fannie Mae

Multifamily DUS DocWay

QUICK ACTIONS

~
SEARCH

TASKS 8

WELCOME BERKADIA!

peetul ks

To Import docu

5 g
’ IMPORT

The External Workspace will open

4 ww
with loan packages listed in the Loan Packages ¥
window on the lower left of your I
screen.
Py 4 Return to Lender =
& &, Ready for Review
& J Draft
& |9 Draft
e S Draft
- 0 nea b
< >
Pagel1 of2| b M Displaying 1-50 of 73
5. Right click on the appropriate
package, then select Submit for Loan Packages ¥
Review from the dropdown menu. -
ea - & 3 nit
" Cinee e e
® S . B‘} Submit for Review Finsu a
# 1 Submit to Fannie Mae JEAPARTME...
& R,
Add comment...
] 21 Add to favorites
r (] Send mail...
Py I8l Returned ...
% & Returned ... =

>

Displaying 1 - 10 of 10

Multifamily DUS DocWay User Guide | May 2018
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Steps

Additional Information/Results

Note: Loan packages in Draft status can be sent for internal review.

Note: The Loan package should contain all of the documents that will be
submitted to Fannie Mae after the internal review is completed.

6. Ifyou are assigned the Lender User
role, the Lender Administrator
group will be automatically selected
as the reviewer. If you are assigned
the Lender Administrator role,
select mfdc-lender-admin-* in
both drop down selections. All
users in your organization who are
assigned the Lender Administrator
role will receive the loan package
for review. Click Send.

Al
Planning / Sending of workflow

Workflow template; Submit for Review

Name: Submit for Review 8 May 2018

[KHIKS

Lender Administrators:* | midcwy-lender_admin_

[

7. A message will be displayed which
indicates that the loan package has
been sent for review. Click OK to
close the message.

Content sent

The content has been sent into workflow,

Multifamily DUS DocWay User Guide | May 2018
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Conduct Internal
Review of a Loan
Package

. Fannie Mae

Loan packages are reviewed internally and either rejected if corrections are
required, or approved before the final loan packages are submitted to Fannie
Mae. If you are assigned the Loan Administrator user role, you will receive an
email notification when there is a loan package ready for your review.

This process includes the steps taken when the package is either approved
(submission to Fannie Mae) or rejected (returned to the Lender User for

update).

Follow the steps below to conduct the internal review of Loan Packages.

Steps

Additional Information/Results

1. Ifyou receive an email notification
that you have tasks to complete, the
message will include a link to DUS
DocWay.

2. Click on the link and log in.

3. Click Browse on the Welcome
page. The External Workspace will
open.

4 NEW ¥ 4 IMPORT v [] CONTENT ¥

Fannie Mae

Y ALLVERSIONS v = MultFamilyD2 A &

fif_EXTERNAL WORKSPACEY @

@) Fannie Mae’

Multifamily DUS DocWay

WELCOME

Useful Links Contact Us

QUICK ACTIONS

Welcome to the Fannie Mae Document Exchange Workspace. This document management

workspace has been specifically tailored for

you

To Import documents, simply click on the buttons above

h direct access to your most frequent tasks

4. The Workflow Task List may
already be open at the bottom left
of the screen. If not, click on the
Workflow Task List label at the
bottom left of the screen to open it.

AMPIEDI2DDDIRDD DD

Takdeuis v 0

5. The list will include all loan
packages with a status of Ready for
Review. They are shown with the
label, “You have a loan package...
[to review]”.

Fannie Mae

i# EXTERNAL WORKSPACE ¥

Workflow task list ¥

Subject

I Collateral: Deal: - You have a loan package to review I

Collateral: Deal:
Collateral; s w| Deal: M S S— — - -

Collateral: Deal:

<+ NEW ¥ 1 IMPORT ¥ [} CONTENT ¥ ¥ CURRENTVERSION Y

e ——

= MULTIFAMILYD2_D

& Berkadia

Sent~ Due Date
9 May 2018 12:28:00
8 May 2018 15:48:58
7 May 2018 16:12:44

7May 2018 15:45:53
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. Fannie Mae

Steps

Additional Information/Results

6. To select a loan package to review,
right click on the loan package,
then click on Acquire task.

Facets
Workflow task list v [ -]
Subject Sender
[Z] Fannie Mae has rejected Commitment: TestCertC
Fannie Mae has rejected Commitment: Test CertCe

a9 b, loag packaze: L

B commitment:

Acquire task

|Z] Commitment: YU B v e T
E] Commitment:: You have a loan package Ti
[Z] commitment: You have aloan package T
E You have a loan package to review - Ti
=l i You have a loan package to review - T,
7. The documents associated with the Content List ¥ nin
loan package will now display in the [Enteryourseerch terme. 2 @ @
Content List. If a document Document Name by User v Ststus Property Names Seller Name
requires an update, right click on it B U Drar
and select Edit from the dropdown. B ook
B P
f__
!
Add comment...
8 Add to favorites H
=] Send mail...
E Delete... Del
a8 Propertizs...
E] For
m (S
8. When you select Edit, you will see g .om RDrat
a popup at the bottom of the screen. | | o ogecv i 2 Rorat
Click on the popup to open the — . S R Drof
document and edit it. When youare | —— B R Draf
finished with your edits, save it to a - = — | L Rooraf
location you can easily access again. i =T IS R Drsft
# [E¥ FNM Appr... B et I
r'y [ Returned ... a o
NOTE: Do not rename the - = B [ Oraft
document; if the revised document A Nhandi B R Drat
has the same name as the original, & —— B Roorat
DocWay will manage the versions, = ~—— B Rk
displaying only the latest version = e - B Roret
and archiving all prior versions.) ' = T— o B U Draf
Facets
Workflow task list — R
© 2017 Fannie Mae ¥ Displaying 1 - 15 0f 15

83 Delivery Documen...xlsx A
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Fannie Mae

Steps

Additional Information/Results

9. To bring the document back into
the system, highlight the document
in the Content List, right click and
select Check In.

Content List ¥ Comment

|EI1EE";_'3LII' SEarcn terms... |x p Q |."|

Add Com
Document Name by User »  Status Property Names

B Bookt .. ft
2EH esn.
esso gf Cancel checkout ft
E SOAF_ Add comment.., ft
E SOAP_ Add to favorites ft
I E SOAP Send mail... 7
E SOAP Delste... Del B H
E SOAP_ Properties... f
ﬂ Test.xlsx |}Q]] Draft
B TiBCO_REQTXT [F Draft
10. (Optional step) You may replace the CheckeIn Y
document by selecting the Options
tab and clicking the browse button
(i.e., the ellipses [...]) next to General | Options
Checkin from file to select the Checkein from fle- E
document (from your desktop). Format =

Cancel

Note: No changes are required on the General tab.
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Steps

Additional Information/Results

The selected document will now be
listed in the Checkin from file field.
12. Click OK.

The document will be imported into

11.

Check-ln

General | Options

IChEck-\'n from file:* Green Building Certification.docx

DUS DOCWEiy. Format:* M3 Word Document 2010 ¥
e
13. (Optional step) If required, you
3 ( P p) q 24 <+ NEW ¥ & IMPORT ¥ [1 CONTENT ¥ ¥ CURRENTVERSION ¥ Em

may send the loan package back for
reassembly. Right click on it in the
Workflow Task List and select
Return Task — send back to

Fannie Mae

i EXTERNAL WORKSPACE ¥

Draft from the dropdown. 2 Ronquery
Humber /10: Content List ¥
Search By: ® Commitment Number
Deal ID
Fannie Mae Loan Number v Document Name by User o Stal
|4 | .
=] a
1 et &
Workflow task list ¥
Subject Sender Sent - Due Date
Collateral- SRS 0 S: -You have ...
1 Complete Task - Submit to Fannie Mae | I
Commitment: Return Task - Send back to Draft
Commitment: . 3/19/183:12PM
14. (Optional step) If the loan package . . v
. . . NEW ¥ IMPORT ¥ CONTENT ¥ CURRENT VERSION ¥ EM
is complete and correct, right click . Fannie Mae  + = - =
on it and select Complete Task —
. . EXTERNAL WORKSPACE ¥
Submit to Fannie Mae from the =
dropdown menu.
ﬁ) Run query
Humber /ID: Content List ¥
Search By: ® Commitment Number
Deal ID
Fannie Mae Loan Number s Document Name by User o Stat
. .
8 @
1 ppt =)
Workflow task list ¥
Subject Sender Sent ~ Due Date
Collateral: SNEG_—_—_—_—_—— - You have... " 227018 323 PM

Complete Task - Submit to Fannie Mae

E
C ity t: I
ommitmen I Return Task - Send back to Draft

puzpe

v

Commitment:
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Steps Additional Information/Results

15. (Optional step) Enter comments for Submit to Fannie Mae
Fannie Mae reviewers.
16. Click YES to submit the loan

package to Fannie Mae. Confirmation

Areyou sure you want to Submit this Loan Package to Fannis Mae?

Comments:
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ReVieW LO an This section of the Guide provides instructions for reviewing a loan package
that was previously submitted to Fannie Mae and returned by Fannie Mae
Package Returned requiring correction. Follow the steps below to update documents and resubmit

to Fannie Mae.

by Fannie Mae

Steps Additional Information/Results

1. On the Welcome page, click on the
Tasks link.
2. The Workflow task list will open.

Fannie Mae

Multifamily DUS DocWay

QUICK ACTIONS
WELCOME GREYSTONE!

Welcome to the Fannie Mae Document Exchange Workspace. This document management
workspace has been specifically tailored for you with direct access to your most frequent tasks

To Import documents, simply click on the buttons above

The Browse workspace provides the cabinet folder navigation of the repository, as well as quick
and advanced searches. To access the Browse workspace, click the Browse button in the upper
right hand corner

To find your current in process documents, simply click SEARCH
System Announcements: This space can also be utilized for Company and System Announcements.

© 2017 Fannie Mae

3. Right click on the task, then click
on Acquire Task. Workflow task list ¥
Subject Sender

To import a new document, go to

Fannie Mae has rejected Commitment: Test Cert G ~
page 11, Import a Document, for
Ste b Ste . nstr ct.ons on ho to Fannie Mae has rejected Commitment: Test Cert Cc
-Dy- 1 ucty A\
p y p -] Commitment: ‘You have a loan package t Te

import a document.
. Commitment:

To revise an existing document, Commitment: - i
continue to step 4. Commitment: S You have a loan package_ T
Commitment: You have a loan package T
fou have a loan package to review T

ou have a loan package to review T,

Note: After you click on Acequire Task you will be able to import new
documents or revise existing documents. Follow the steps in Import a Document
in this Guide for instructions on how to import a document.
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. Fannie Mae

Steps

Additional Information/Results

To revise existing documents, click
on the document you want to revise
to select it, then click on the
Import New Version button.

4.

4+ New ¥ 2. iMPORT ¥ [] CONTENT ¥ Y CURRENTVERSION ¥ = MultifamilyD2 A &

Fannie Mae

##_EXTERNAL WORKSPACE ¥ [+] Welcome || Browse | Q

s
O Runquery I 1

import || [importNew version J|— view  J[ Eat__|( ]( ]
o e—— —_
e, rap—— ContentListy @ : Comments y  Preview Task details (]
DesliD R — - si2l 8 i:'i §3 Add Comment Delivery Document ts_Form 8099.H - High Performanc,
|
— —
Jude Ty B 6502 mzdocx ot
— B creditRelease_individ... [ Draft
Loan Packages v © | [ ceensuidingCentic.. DR
Desld Status Desl Name [ He8 Narmative.docx Rioet
“ [ Return toD... l
5. Click on the Options tab on the
Checkin popup. L
PO Checkin fnTask
Click on the Browse button (the
ellipses [...]) to select a document to
General Options
replace the currently selected

document.

Checkin from file: *

. Format:

The Choose File to Upload window

will open. Select the new version of
the document by clicking on it, then
click on OK to upload it.

Repeat steps 5 and 6 as required to
replace additional documents.

When all document modifications
are complete, continue to step 7.

(2 Choose File to Upload X
y i « Documents » Forms v | O Search Forms 2
Organize « New folder - v [ e
~ ~
I This PC L, 6502 mz
m Microsoft Word Document
I Desktop 60.0 KB

Note: Repeat steps 5 and 6 as required to replace additional document/s.
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Additional Information/Results

Steps
7. When the loan package is updated
and you are ready to submit it to bt .
Fannie Mae, in the Workflow Task e R |
List, right click on the task and e =
select Complete Task — Submit Blcte) &
to Fannie Mae from the e .
dropdown menu. : T Y [ e
Return Task - Send back to Draft
[Z] Fannie Mae has rejected Collateral: 1PM
Commitment: i - Returned by Fannie Mae PM
Fannie Mae has rejected Commitment: PM
Commitment: - Returned by Fannie Mae Test Cert Contributor PM
[5] Commitment:: You have a loan package... LAM
[Z] Fannie Mae has rejected Commitment: 5 AM
[Z] Fannie Mae has rejected Commitment: SAM
— ,
8. (Optional step) Add comments for Submit to Fannie Mae o - N
Fannie Mae.
9. Click Yes when ready to submit.
Confirmation
nnie Mae?

Areyou sure you want to Submit this Loan PackagetoFa

Comments:

| ves LN |

requested revisions have been made.

Note: This step sends the task back to Fannie Mae and notifies them that the
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There are two types of searches:

Searching for a
. Search Documents query

D ocument . Basic Search where you can enter the search criteria

Follow the steps below to perform both types of searches.

Steps Additional Information/Results

1. To conduct a search, select either
Documents or Packages.

2. Select Search By criteria (i.e., .E' R -
commitment number, deal ID, etc.) un query

3. Enter the Number ID field.

4. Click Run/Query at the top of the
Search Document window.

Number /1D

Search By ® Commitment Number
Ceal ID
Fannie Mae Loan Number
Collateral Reference Number
Property Mame

Deal Name

Include Types: Documents ® Packages
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. Fannie Mae

Steps

Additional Information/Results

5. Ifyou selected Packages, the loan
package will be listed in the Content
List. Double click on the loan
package listing to display the
documents in the loan package.

+NEW Y 3 IMPORT ¥ [ CONTENT ¥ 'Y CURRENTVERSION ¥ B MULTEAMILDZ T L

§) Fannie Mae

™ EXTERNAL WORKSPACE ¥

[ O T i
-

Content List ¥ o

- RestyforRene

Facets ¥

Note: Facets are displayed on the left allowing you to see a breakdown of search
results and count by Deal ID, Commitment Number, Fannie Mae Loan
Number, Document Category, Document Type, Property Collateral,
and Deal Name. For each Facet, you will see a number in parentheses
displayed after the item that represents the total number of documents meeting
the search criteria associated with the Facet shown.

Note: In Facets, the numbers in each category are links to a list of documents
(e.g., click on the number listed under Commitment Number to display all
documents associated to that commitment number in the Content List to the
right).

Note: Facets allow you to drill down in search. Once a facet drill down filter has
been applied, it narrows the search results shown on the right side. To remove a
facet filter, click on the X next to the facet filter.

6. To complete a Basic Search, enter
search terms in the search bar in
the Content List window, and then
click on the small magnifying
glass icon on the right side of the
search bar.

Content List ¥

Document Name by User »  Status
B [ Draft Un
[ Draft Un

Property Names Seller Name Deal Name Deal ID Do,

Note: Search terms may consist of either alpha or numeric entries, and may
include multiple terms. The results when multiple terms are used will include all
documents that contain any of the search terms unless you use a “+” 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).
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Steps

Additional Information/Results

7.

Search results will be displayed.

Content List ¥

[as62 =12 @ ¥
Document Name by User Ranking + Status Property Names Seller Name Deal Name De
[ Form 4662_va.docx (... [F submitted. ..
Form #6682
[ Document Z1.docx (1... [F0 Submitted. ..
Form #6862
[ Form L.docx (1 [ Submitted. ..
Underwriter’ orm (Form #882) Copy 4. Undenwriting
I [ 6502 mz.docx (1 [F0 Submitted. .
Underwriter's Data Form (Form #888) Copy 4. Undenwriting.
B form 4662 | [ Submitted... Legacy
'RFZDY, 'XPPYJLOH
B form 4662 (1.0) [ submitted... Legacy
'RFZDY 'XPPJLOH
B form 4662 revised (1.0 [F0 Submitted... Legacy
'RFZD!, "XPPY)LOH
IR form 4662 revised (1.0 [0 Submitted... Legacy
'RFZD!, "XPPY)LOH
A form 4662 (1.0) [ Submitted... Legacy

RFZD\, 'XPPY]LOH
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Exporting a
Document

. Fannie Mae

There are two methods available to export a document, both of which start with
having the document displayed in the Content List in the External
Workspace). If you need assistance with searching for a document to display it
in the Content List, refer to the section of this Guide titled Search for a
Document. You may export documents from DUS DocWay by following the
steps below.

Steps Additional Information/Results
1. Inthe Content List, double (left) c . .
. ontent List ¥
click on the document you want to
export. [4562 |x2| @ |£
Document Name by User Ranking = Status Property Names Selle

[T Document Z1.doex (1... [A9 Submitted... B
Form $662
Form 1.docx (1.0} [A9 Submitted... B

. Underwriter's Dats Form (Form #6621 Coov 4. Underwritine

The selected document will be
downloaded. To open the
document, click on the popup at the
bottom of your screen. After the
document opens, you may save it to
a location of your choosing.

+ NEW ¥ 1 IMPORT ¥ [} CONTENT ¥ 'V CURRENTVERSION ¥

Fannie Mae

i EXTERNAL WORKSPACE ¥ [+} | Welcome | ‘ Bmwse‘ Q
Search ¥ Content | Task Toolbar ¥
2 Runquery IMPORT IMPORT NEW VERSION m EDIT N covpieTE || RETURN
/1D (4]
Number/ ID: Content List ¥ Comments ¥
Search By: © CommitmentNumber . [1 2 o @
3 4dd Comment
DocumentNamebyUser  Ranking ~ Status Property Names Selle
Loan Packages
Facets ¥ m
Deal ID [ Document Z1.docx [1... o [F submitted... B
Form HE6
I B Form 1.docx [R submitted... B
Underw Form BB Copy 4. Underwriting
[ 6502 mz.docx [F9 Submitted. .. B H
Und Form BB8) Copy 4. Underuriting
B form 2662 [ Submitted. .. B
'RFZD)
B form 4662 (1.0 [ Submitted... g
RFZD\ XPRYLOK
[ form 2662 revised (1.0) [Ri submitted... B
'RFZD',"XPP\ILOH
- [ form 2662 revised (1.0) [R submitted... B
Workflow task list REZD\'XPPULOH . T
© 2017 Fannie Mae ¥ IPage1  pisl b M Displaying 1 - 20 of 100
= Delivery Documen...pdf Showall | X
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Resources

e For additional resources, go to htips://www.fanniemae.com/multifamily/dus-docway.

e Ifyou have questions or need assistance using DUS DocWay, e-mail
DUSDocWay Support@fanniemae.com.
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