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DUS DocWay™ Loan Documents User Guide Fannie Mae

Gettin g St arted Wlth DUS DocWay is accessed via the internet using either Internet Explorer
(Version 11) or Google Chrome. Follow the steps below to access DUS DocWay.
DUS DocWay

Steps Additional Information/Results
1. Obtain usernames and Login information can be obtained by contacting your company’s Corporate
passwords. Administrator. (The Corporate Administrator serves as your local Technology

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

your browser’s search bar: Fannie Mae
https://docway.fanniemae.co
m/D2

3. The Sign On page will open, Sign On
enter your username and
password and click on Sign
On

Need Help With Your User ID or Password?

4. The Welcome page Wlll dlSplay ‘ Fannie Mae 4+ NEw Y £ IMPORT ¥ D) CONTENT ¥ Y CURRENT VERSION Y £ MULTIFAMILYD2_P
upon login.

Bl HomE ¥ i LOAN DOCUMENTS ## NON LOAN DOCUMENTS Q

Multifamily DUS DocWay

WELCOME MFDOCWAY! Useful Links Contact Us

USER NOTICE: Certain documents in DocWay may contain Nonpublic Personal Information (NPI)
and should be handled in accordance with your organization's policies and procedures. For
internal Fannie Mae users, please refer to the Confidential Information and Privacy Policy for
further guidance around handling and safeguarding NPI

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 manage Loan Documents, click on the 'Loan Documents' workspace

To manage Non Loan Documents, click on the 'Non Loan Documents' workspace v
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Welcome Page
Navigation

Fannie Mae

On the Welcome page, you can view your login information, access useful links,
find out how to contact Fannie Mae for help, or open the Loan Documents
workspace. Follow the steps below to navigate the Welcome screen.

Steps

Additional Information/Results

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

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.

+ NEw Y & 1MPORT ¥ [ CONTENT ¥ Y CURRENT VERSION Y £ MULTIFAMILYD2_P

Fannie Mae

. HOME ¥ # LOAN DOCUMENTS # NON LOAN DOCUMENTS Q

Multifamily DUS DocWay

WELCOME MFDOCWAY! Useful Links Contact Us

USER NOTICE: Certain documents in DocWay may contain Nonpublic Personal Information (NPI)
and should be handled in accordance with your organization's policies and procedures. For
internal Fannie Mae users, please refer to the Confidential Information and Privacy Policy for
further guidance around handling and safeguarding NPI

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 manage Loan Documents, click on the 'Loan Documents' workspace

To manage Non Loan Documents , click on the 'Non Loan Documents' workspace

2. Click on Useful Links to be
directed to a list of links to
related applications, and the
Fannie Mae Selling and
Servicing Guide through
AllRegs or DUS Navigate.

Fannie Mae

B HovEe ¥

=+ NEW Y £ IMPORT ¥ [} CONTENT Y 'V CURRENTVERSION ¥ £ MULTIFAMILYD2_P

i LOAN DOCUMENTS # NON LOAN DOCUMENTS + Q

Multifamily DUS DocWay

WELCOME MFDOCWAY! Useful Links Contact Us

Useful Links Contact Us

! Cand D Application
DUS Gateway
! Dus Navigate

Multifamily Structured Facilty
Management Applicatior
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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.

4 NEW Y & IMPORT ¥ [} CONTENT ¥ 'Y CURRENT VERSION ¥ £ MULTIFAMILYD2_P

Fannie Mae

Bl Home Y i LOAN DOCUMENTS 1 NON LOAN DOCUMENTS + Q

Multifamily DUS DocWay

WELCOME MFDOCWAYI

Acguisitions
Certifications
Forwards

Structured Facilities

4. Click on the Loan
Documents tab to open the
Loan Documents workspace.

=+ NEW ¥ & IMPORT ¥ [} CONTENT ¥ 'V CURRENTVERSION ¥ £ MULTIFAMILYD2_P

Fannie Mae
Bl Houme ¥ it LOAN DOCUMENTS it NON LOAN DOCUMENTS C Q

Multifamily DUS DocWay

Useful Links Contact Us

WELCOME MFDOCWAY!I

Welcome to the Fannie Mae Document Exchange Wo

pace. This document management

DUS DocWay Loan Documents User Guide | November 2019
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Steps Additional Information/Results
5. Optional Step: To reset the
workspace, click on the FaIlIlle Mae +NEwW Y A IMPORT ¥
dropdown arrow on the Loan
Documents tab. Click on
Reset workspace to return E ;
. HOME # LOAN DOCUMENTS #f NON LOAN D/
the Workspace to its default
state; this action will remove Close workspace
search results and re-adjusts Search by Attrib ' orkspaces
the columns and rows to ® Run query .
standard size. Switch workspace...
) _ _ Reset workspace 3
This action will also refresh Number / ID: )
the data displayed to include Search Bu: @  Changetheme.. ContentLis'
all updates made by all users. v
(") Deal ID
O Fannie Mae Loan Number Document Nai
O Collateral Reference Number -
O Property Name
O Deal Name |
O Lender Name [
Inclide Tunee (@) | 0an Documents v -
L4 >
. .
Search ¥ I
[
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Loan Documents
Workspace
Navigation

Fannie Mae

Loan Documents Workspace Navigation allows you to: Navigate the Loan
Documents workspace efficiently.

Steps

Additional Information/Results

1. Click on the Loan
Documents tab to open the
Loan Documents workspace.

=+ NEW ¥ 4 IMPORT ¥ [} CONTENT ¥ 'V CURRENTVERSION ¥ £ MULTIFAMILYD2_P

. Fannie Mae

B Home Y i LOAN DOCUMENTS it NON LOAN DOCUMENTS Q

Multifamily DUS DocWay

WELCOME MFDOCWAY!I Useful Links Contact Us

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

2. Each of the windows can be
opened to full-screen by
double clicking on the text of
the label. For example, double
click on the Loan Packages
label to expand the Loan
Packages window to full
screen. Double click the label
again to return the window to
its original size.

4+ NEw ¥ & IMPORT ¥ [ CONTENT ¥ ¥ CURRENTVERSION ¥ £ MULTIFAMILYD2_T

@ Fannie Mae

B HomEe i LOAN DOCUMENTS ¥ # NON LOAN DOCUMENTS Q

Loan Packages ¥

DealID & Status Deal Name Commitment Numbe FannieMae Loan Number Collateral Reference Number
[ Return to Draft

R Returned by FNM

[ Draft

[ Draft

[ Draft

[Ri Draft

[ Draft

[ Draft

[ Draft

[R3Draft

[ Draft

[ Draft

[ Draft

[ Returned by FNM

[ Returned by FN
[l Returned by FNM

[ Draft
[ Draft

|Pagel1  [ofz| b M

2323332333222

Displaying 1 - 20 of 30
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Steps

Additional Information/Results

3. You can adjust your workspace
left clicking on the black bars
at the borders of the windows
and dragging them left or
right, up or down.

4. Ifyou need to return to the
original (default) layout, click
on the Loan Documents tab
and select Reset Workspace
from the dropdown menu; you
will be returned to the
Welcome page and the Loan
Documents 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

El HoME

Lenger Name

=l

Search ¥

4 [ searches

Browse ¥

# LOAN DOCUMENTS ¥

+ NEW ¥ 1 IMPORT ¥ [ CONTENT ¥ 'Y ALLVERSIONS ¥

# NON LOAN DOCUMENTS

Content List ¥

IPager  ofzl b M

= MULTIFAMILYD2_A

Comments ¥
<P 3 F
Lender Documents

Displaying 1 - 20 0f22

5. Each of the windows on the
Loan Documents Workspace
has a different function. The
Search by Attribute window at
the top left of the screen allows
you to search for documents or
loan packages. To conduct a
search, select either the Loan
Packages or Documents radio
button at the bottom of the
window, then choose your
search term (Search By), and
then enter the Number/ID and
click on Run query.

Fannie Mae

+ NEW ¥

& IMPORT ¥ [} CONTE

HOME i# LOAN DOCUMENTS ¥ i## NON LOAN DOCUMENTS
,@' Run query
Number /1D: Content List ¥
Search By: ® Commitment Number
Deal ID
Fannie Mae Loan Number Status
Collateral Reference Number [
Property Name
]
Deal Name
Lender Name I [ |
I Include Types: ® Loan Documents Loan Packages I [
L | .

DUS DocWay Loan Documents User Guide | November 2019
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Steps

Additional Information/Results

6. The results of the query are

<+ NEw ¥ & IMPORT ¥ [ CONTENT ¥ W CURRENTVERSION ¥

@ Fannie Mae

= MULTIFAMILYD2_T

displayed in the Content LiSt Bl HoME # LOAN DOCUMENTS ¥ # NON LOAN DOCUMENTS Q
window in the center of the P
screen. When you search for 5 o —
loan packages you will see the SO —— oam| T
package or packages that Document e by s Prctage B
match your search term listed R A
in the Content List. If you pestioms
then want to see the Include Types: () Losn Documents
documents contained inaloan | !
package, double click on the e |
loan package.
8 - Displaying 1-10f 1
7. The Loan Packages WindOW @ Fannie Mae =+ NEW ¥ & IMPORT ¥ [) CONTENT ¥ ¥ CURRENTVERSION ¥ £ MULTIFAMILYD2_T
allows you to see the status of BEIHOME % LOANDOCUMENTSY  #t NON LOAN DOCUMENTS Q
the loan packages that you are
: e
working on. Loan packages o —

that have already been
submitted to Fannie Mae are
not displayed here. To display
a loan package with a status of
“submitted”, use the Search by
Attribute window to run a

query.

Search By:

® Commitment Number

Deal ID

Content List ¥ Comments ¥

Lender Documents

Fannie Mae Loan Numt: Document Name by User &
llzteral Reference

Number [ ]

Property Name

Deal Name

I ender Name

e
Loan Packages ¥
Deal ID «
# 10 [ Return u
# 10703 [ Returnec.
#4 1101013 [A Draft
#4 1101014 |0 Draft
#4 1101015 [R Draft
#4 1101020 RDaft
»
IPage|1 ofz| b M Displaying1-
>
Displaying 1-10f 1
==
Browse ¥

DUS DocWay Loan Documents User Guide | November 2019
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Steps

Additional Information/Results

8. The Comments window shows
you all of the comments that
pertain to the selected loan
package.

@ Fannie Mae + NEW ¥ & IMPORT ¥ [} CONTENT ¥ ¥ CURRENT VERSION ¥ = MULTIFAMILYD2_T
HOME #¢ LOAN DOCUMENTSY it NON LOAN DOCUMENTS Q
Search by Attribute ™ Content / Task Toolbar ¥
B Ry T eor e version | JL e ]| TIES ||_COMPLETE || RET J
. L
Number /12 ContentList ¥ Comments ¥ T
Search By: ® Commitment Number ‘i F—— ‘y‘ r3) ﬂ I»"‘
Deal ID €3 Add Comment sooociii
Fannie Mac Loan Numt DocumentName by User . Status Package Quality Status . .

Collateral Reference
Number
Property Name

Deal Name

3

| ender Name

Loan Packages ¥

Deal D «

> 323> 23>

IPage 1

Browse ¥

R Returnec
[R Draft

R0 Drait

[ Draft
[WDraft  ~

v
of2] b M Displaying 1 -

B2
B
B2
ag

[l Submitted... 1/4/18 2:37PM

F
i Return Task Returned: afsd
. cturn ta ..
[Fi submitted...
F

. [Wiretumto...

»

Displaying 1-4 of 4
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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 =~ Mee

Steps Additional Information/Results
1. To modify the document [ a4}

category or type of a document Content List ¥
in the Content List, right click
on the document and select [Enter your search terms... x1° 3 ["]
Properties from th
d:opI()iow; ljler?lin Thee Document Mame by User - Status Package Quality Status
Documents... window will be View
displayed. & ) test.pub

Edit

B N_Mass Up d ..

Add comment...
H N_Mass Up Add to favorites
B N_Mass Up Send mail... od ...

H MN_Mass Up Delete... Del o [

M_Mass Upload 1- C... [M Returned ...

N_Mass Upload 1- C... [ Returned ...
M_Mass Upload 1- C... Ml Returned ...
M_Mass Upload 1- C... [ Returned ...
N_Mass Upload 1-C... Ml Returned ...
N_Mass Upload 1- C... Ml Returned ...

™ N MassUpload 1-C... [l Returned... i
4 3

|Page 1 of2] » M Displaying 1 - 20 of 27
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Steps Additional Information/Results
2. With the Properties... window ] _ o b |
displayed click on the Properties of Delivery Documents_Seismic Assessment_V1.0_10042017 ]
)
Document Category
dropdown and select the Froperes
. Fields with red asterizk (%) are required.
approprlate doc‘l}ment Enter your commitment number and verify the returmed property information is correct.
category, then click on the Document File Nsme (suto-generated): | Delivery Documents_Seismic Assessment_VL.0_10042017
Document Type dropdown Document Name by User PerfTast_2MB_4.pdf
and seleCt the approprlate Document Description Text (opticnal): ImportDoc_3MB_PDF
document.
3 When ﬁnished Click OK Document Categony- * Environmentsl Assessments b4
. 5 . 1€ |
| Document Type:* Seizmic Assessment E
Commitment Number: 572352 ?3.'
Commitment Amount: 445000 L
Commitment Expiration Date: 8/30/13 E
Deal Loan / Product Property Seller / Servicer
|
Desl ID: 21186 w I
Desl Nsme: | Boyd Portfolio >

DUS DocWay Loan Documents User Guide | November 2019 © 2019 Fannie Mae. Trademarks of Fannie Mae. | 10
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Import a Document

Fannie Mae

Follow the steps below to import loan documents.

Steps

Additional Information/Results

From the Welcome page, click
on the Loan Documents tab
to open the Loan Documents
workspace.

4+ NEW ¥ % IMPORT ¥ [} CONTENT ¥ ¥ CURRENTVERSION ¥ = MULTIFAMILYD2_P

Fannie Mae
B HoME Y Iw LOAN DOCUMENTS I

# NON LOAN DOCUMENTS

Multifamily DUS DocWay

Useful Links Contact Us

WELCOME MFDOCWAY!I

2. Click on Import on the top
menu bar, then File.

. Fannie Mae +nNew ¥ & MPORT ¥ [ cONTENT ¥ ¥ CURRENT VERSION ¥ S MULTIFAMILYD2_ A~ &
HOME # LOAN DOCUMENTS ¥ NTS
S Run query
[ -]
Number / IDx ContentList ¥ con
Search By: @ Commitment Number 5 3 [
Dealin
Fannie Mae Loan Number Document Name by User o Status rty Names mi Dt
Collatera| Reference Number
Property Name
DealName
Lender Name -
»
. ]
Loan Packages ¥
Deal D« Status Deal Name

DUS DocWay Loan Documents User Guide | November 2019
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Steps

Additional Information/Results

3.

The Import File screen will
open. Choose files to upload by
clicking on the browse button
(the ellipses “...”). The Choose
File to Upload screen will open
on your desktop allowing you
to navigate to, and select, the
appropriate file.

Import File

Files to import:*
| Fill creation profile
Edit properties

Linked document

Selected file format: *

[[] samecrestion

profile and properties for all files

I

N

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.

Click on the file or files you
want to upload and click
Open. The files will appear in
the Files to Import list.

& Choose File to Upload

4 [ ThisPC » Documents > Forms

Organize v New folder

7 Quick access

& This PC

—I. 6502 mz

Microsoft Word Document

I—| 69.0KB

[ Desktop
|=| Decuments

< Downloads

I Form 4562

Microsoft Word Document
19.3KB

B Music
&= Pictures

B Videos

“am Windows (C:)

¥ Network

Torm 002V,
Microseft Word Document

=| n.ike
1 Form XKXX

Microsoft Word Document
19.7KB

—1-. FORM

Microsoft Word Document
19.7KB

File name: |

x

w|® | Search Forms »

e @ @

V‘ Al Files (%.7) -
Open |+ Cancel

Note: Multiple files can be selected for upload by pressing the Ctrl button on

your keyboard during file selection.

DUS DocWay Loan Documents User Guide | November 2019
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Steps Additional Information/Results
5. With the files you want to Import File

import shown, click Next to

continue.

| Fill creation profile
Edit propertics

Linked document

[«

Note: When uploading multiple documents, you may select the Same creation
~ profile and properties for all files. Using this checkbox will allow DUS
DocWay to automatically upload all selected files. The files will be assigned the
same properties, including Document Category and Document Type, however,
Properties can be updated after the documents are uploaded as appropriate.

6. The Fill Creation Profile page
will open. Select the

appropriate Creation Type Select files siecnon. e e
(either DUS Flow [C&D] or Fillcreation profie (112) Crestonprofle. | Edemmat Voo ~

Import File

Structured Facilities Edit properties [cwsrer [mmmem 3|
[MSFMS]) from the dropdown Linked document
and click Next.

DUS DocWay Loan Documents User Guide | November 2019 © 2019 Fannie Mae. Trademarks of Fannie Mae. | 13




DUS DocWay™ Loan Documents User Guide Fannie Mae

Steps Additional Information/Results

7. The Edit Properties screen will Import File
open. A red asterisk indicates a
required field. Select SR Flesdecton:  Formit2.docs .
Document Category and st o
Document Type from the eyt o oty hread prepert foreations conet.
dropdown liStS_ Linked document Document File Name (sute-genersted): | [Entered by System]
Decument Name by User: Form 4662 docx

Document Description Text (optional):

Document Category: * Undenwritar's Package ke
Document Type: * Underwriter's Data Form [Form 4662) hd
Import Document By (@) Commitment Number

.:::- Deal ID
[1D-% [ =
Humber [ 10: fesiooar] X %
Commitment Deal Lean [ Product Property Seller / Servicer
Commitment Numbar: * 850067 -
Commitment Amount: 5400000 -
Commitment Expiration Date:  02,08/2006 v
— WV

< >

8. Ifyou are importing

Import File
documents for a flow
transaction (i.e., from C&D), Selectfiles il sslacton:  Form 4562 docx ~
associate the imported Fill creation profile Properties
document with the Pkt e ek () o reqird. ,
commitment number by Linked document Zt:mm:tmm(ll.,:a:dm[t:tidby:tf m—
selecting the Commitment Document Nameby User F———
Number radio button and Document Desripton Text (opions)
then enter the commitment
number in the Number/ID Document Catzgory* Underuritar'sPackage Hi
field. Finally, click on the ocument Type * nderuritars DasaForm (Ferm 4652) -
dropdown to validate the et decumentr ' S
number. e e |m x@
Commitment Deal Loan [ Product Property Seller [ Servicer
Commitment Number: # 850067 v
Commitment Amount: 8400000 T
Commitment Expiration Date: | 02/03/2006 z ™
< >

T

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.

Note: The Property tab is not automatically populated. Step 10 below covers
how to associate a property to the document.

DUS DocWay Loan Documents User Guide | November 2019 © 2019 Fannie Mae. Trademarks of Fannie Mae. | 14
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Steps

Additional Information/Results

9. 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.

Document File Name (auto-generated):
Document Name by User:

Document Description Text (optional):

Document Category: *

Document Type: *

Appraisal/Market Study

Appraisal or Market Study

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

[Entered by System]

Best Practices - Aspects_2.pdf

<[e¢

Import Document By:

Number [ 1Dz *

Collateral Reference Number

() DealiD

9999038660-001 &

Deal Loan / Product

Deal ID: * 6618

DealName: * | 5t James Apartments

Property

Seller / Servicer

KEIK;

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 Deal ID will be automatically assigned. Then, assign the property by clicking
on the Property tab and completing the form following the steps below.

10. If you are importing
documents for a structured
facilities transaction (MSFMS)
Property is required (it’s
optional for flow transactions
[C&D]). Click on the
Property tab to enter

required property information.

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

Deal Loan [ Product Property

Properties: *

Seller / Servicer

L]

12. On the Property List, click the
propertie/s you wish to select
and then use the blue arrows
in the middle of the screen to
move properties to the right
side of the screen to select
them.

List Assistance

[ <

9999038660-001,The St James Apartments ,200 W Washington...

DUS DocWay Loan Documents User Guide | November 2019
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PreVieW a To quickly view an uploaded PDF document or Microsoft Office document, you
can generate a preview. Follow the steps below to preview a document:

Document

Steps Additional Information/Results

1. From the Welcome page, click Fannie Mae + NEW ¥ 2 IMPORT ¥ [1 CONTENT ¥ ¥ CURRENTVERSION ¥ = MULTIFAMILYD2_P

on the Loan Documents tab.

B Home v I it LOAN DOCUMENTS I i NON LOAN DOCUMENTS + Q

Multifamily DUS DocWay

WELCOME MFDOCWAY! Useful Links Contact Us

Loan Documents , Click on T

Non Loan Documents

2. Search for the document to
preview. Enter the
Number/ID of the document

you are searching for. Click _
Run/Query. All items SO Run query

matching the Number/ID
entered will be displayed. Number/ID: | 123454
Search By: ® Commitment Number
Deal ID

Fannie Mae Loan Number
Collateral Reference Number
Property Name

Deal Name

Lender Name

Include Types: '® Loan Documents Loan Packages

DUS DocWay Loan Documents User Guide | November 2019 © 2019 Fannie Mae. Trademarks of Fannie Mae. | 16
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Steps

Additional Information/Results

3. Select the document to
preview by single-clicking on
it.

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

. Fannle Mae 4+ NEW ¥ & IMPORT ¥ [) CONTENT ¥ ¥ ALLVERSIONS ¥ £ MULTIFAMILYD2_A
B HoMmE # LOAN DOCUMENTS ¥ # NON LOAN DOCUMENTS (+] Q
SearchbyAttribute ¥ T

Content List ¥

Loan Packages ¥ H

# 12000 [ Draft
# 12020 [ Draft
# 12030 [ Oraft

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

DUS DocWay Loan Documents User Guide | November 2019 © 2019 Fannie Mae. Trademarks of Fannie Mae. | 17
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Submit a Loan
Package with a
Draft Status to
Fannie Mae

Fannie Mae

Both lender users and lender admins can either a) submit a loan package for
internal review, or b) submit the loan package to Fannie Mae (without an
internal review).

This section covers how to submit a DRAFT loan package to Fannie Mae
directly (without completing an internal review).

Steps

Additional Information/Results

1. Right click on the loan package
in the Loan Packages window
and select Submit to Fannie
Mae from the dropdown
menu.

|4 |
Loan Packages ¥
Deal ID Status = Deal Mame Commitment Number FannieMae |
A 12415 [B Draft 1676513(
#% 18906 [B Draft 17168123
21188 | Drag L
% 21186 I
#% 19685
Add comment...
24950 It R
# P’ Add to favorites
‘ 4918 P'”: Send mail...
% 32401 [B Draft
M 25062 R Draft <
3
|Page/ 1 of13s] » M Displaying 1- 25 of 3370

2. The confirmation box will
appear. You may, optionally,
enter comments for Fannie
Mae reviewers here. When you
are ready to submit, click Yes.

! Submit to Fannie Mae

]
. Confirmation

Are you sure you want to Submit this Loan Package to Fannie Mae?

Comments: |
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Submit Loan
Package for Internal
Review

Fannie Mae

DUS DocWay workflow includes an option to submit a loan package for an
internal review prior to its 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

1. From the Welcome page, click
on the Loan Documents tab
to open the Loan Documents
workspace.

=+ NEW ¥ & IMPORT ¥ [} CONTENT ¥ 'V CURRENTVERSION ¥ £ MULTIFAMILYD2_P

. Fannie Mae

# NON LOAN DOCUMENTS Q

B Home ¥ Im LOAN DOCUMENTSI

Multifamily DUS DocWay

Useful Links Contact Us

WELCOME MFDOCWAY!I

Welcome to the Fannie Mae Document Exchange

orkspace. This document management

2. The Loan Documents
workspace will open with loan
packages listed in the window

Loan Packages v

on the lower left of your & ¥ Return to Lender
screen. # 73 Ready for Review
# & Draft
P I Draft
& % Draft
(‘ 11 neaft . hd
Pagel 1 of2| b M Displaying 1 - 50 of 73
3. Right click on the appropriate
package, then select Submit Loan Packages ¥ =
for Review from the DealID « nk Naie e
dropdown menu. o— A T
oS 2] NE APARTME...
“ o)
ey 2
o ia e vail
# J Returned ...
# J Returned ... .

»

Displaying 1 - 10 of 10

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

Additional Information/Results

4. 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 mfdcwy-
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.

Planning [ Sending of workflow

Workflow template: Submit for Review

Name: Submit for Review 8 May 2018

Recipients Motifications Documents

Lender Users:* mfdewy-lender_user_

Lender Administrators:® | mfdcwy-lender_admin_

Planning and Follow-up

[<]]=

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

Content sent

R— S

The content has been sent into workflow.
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Conduct Intern al Aloan package may be reviewed internally (this review is optional). When the
] review is complete, the reviewer can either return the package to the user who
ReV]eW Of a L()an created it to make changes, or they can submit it to Fannie Mae. Users
assigned the Lender Admin role will receive an email notification whenever
PaCkage there is a loan package ready for review, and they will also receive a notification

in their Workflow Task List.

Follow the steps below to conduct an internal review of a loan package.

Steps Additional Information/Results
1. If you receive an email Fannie Mae 4 NEW ¥ £ IMPORT ¥ [} CONTENT ¥ 'Y CURRENTVERSION ¥ £ MULTIFAMILYD2_P ‘
nOtlflcatlon that yOu have B HomEe ¥ # NON LOAN DOCUMENTS Q
tasks to complete, the message
will include a link to DUS
DocWay.
. . . Multifamily DUS DocWay
2. Click on the link and log in.
3. Click Loan Documents on
WELCOME MFDOCWAY!I Useful Links Contact Us
the Welcome page. The Loan
Documents workspace Will ‘.'\AE‘CE/':T‘GAEC::ZEKF’B’:"‘ e 3 nge W OA'if‘DAE]‘C-EA )ii E‘j‘CA:JA\T?)"E ‘jif ‘:»:'1:?‘9 ment
open.
4. The Workﬂow TaSk Llst may @ Fannie Mae 4 NEW ¥ & IMPORT ¥ [) CONTENT ¥ 'Y CURRENTVERSION ¥ B MULTIFAMILYD2_A
already be Open at the bottom HUME # LOAN DOCUMENTS ¥ % NON LOAN DOCUMENTS
left of the screen. If not, click
@ Run query
on the Workflow Task List _— -
umber /ID: Content List ¥
tab at the bottom left of the Sechzy @ Commtment Number
. DesliD
screen tO Open ]t, Fannie Mae Loan Number Document Name by User = Status Package Quality Status Property Names
Collateral Reference Number -
e -
Lender Name - ]
: =
]
-
Wiorkflow task list ¥ -
Subject -
Collateral: ,s;a[, Deal: ) ;m-m :
[] Collateral Legacy has been returned Testu: -
Fannie Mae has rejected Commitment: ¢ midocway testi -
[7] Commitment: Testu:
Svalue(mf_commitment_number) You have .... TestU: :
Test Cert Contri -
Berkadia TestU: -
» |Pagel1  of2] ¥ M
Browse ¥
5. The list will include all loan Voo s B
packages with a status of e
Readyfor Review. They are [Z] Collateral: Deal:IYou have'a loan package to review I 9 May2(
shown with the label, You have E] cotepnt D : e
. =] Ce L Deal: . G G— — W S e ——— 7May 2(
a loan package to review. :
=] Collateral: Deal: B 7May 20
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Steps Additional Information/Results
6. To select a loan package to Facets
review, right click on the loan tordiow tasicist @
k th 1 . k Subject Sender
pac age’ en click on [Z] Fannie Mae has rejected Commitment: TestCertCi
Acqulre task- Fannie Mae has rejected Commitment: Test Cert Cc
s I ou b loag oackace i L

B Commitment:i i You ko oloo o oot

E] Commitment:: " You have a loan package T
[Z] commitment: You have a loan 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 Content List ¥ i
with the loan package will now LErter oot serchters xlp 2 @
dlSplay in the Content List. If a Dn;mentNameby User + [::s - Property Names Seller Name
document requires an update, - ot
right click on it and select Edit m P ot
from the dropdown. Do e—

View
| o

E Add comment...

8 Add to favorites H
=] Send mail...

E Delete... Del

=] Properties...

=) ok

[} [ oraft

8. When you select Edit, you will e b - B2 o

see a popup at the bottom of Loan Packages v i = Lt

. [ Drafe

the screen. Click on the popup | oen- DesiName - =

to open the document and edit | # i = ——

it. When you are finished with L ERE‘”'“ i e Rooret

. . “ Returned ...

your edits, save the file. B RoDrer 8
# [EB FNM Appr...
#® [ Returned ... a Ll
#® [ Returned ... 2 st
# [ Returned ... 8 pépze
4 - B [R9 Draft
# &3 Ready for .. 8 et
Z e - B PeDiER:
! - > B [ Draft

Displaying 1 - 10 of 10
Facets
Workflow task list
== d 2

© 2017 Fannie Mae ¥ Displaying 1 - 150f 15

85 Delivery Documen...xlsx A
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Steps

Additional Information/Results

9. To import the revised version
of the document, highlight the
document in the Content List,
right click and select Check
In.

Content List ¥ o+

| E"IEE"';-'CL"SEBI'E"I LETITIS. ..

Document Mame by User « Status Package Quality Status

B PerfTests 3MRndf
Wiew

Edit

Cancel checkout

I Add comment...
Add to favorites
Send mail...

Delete.., Del

Ready for ...

Progerties...

10. The Check-In window will
open. Click on the Options
tab and select the browse
button (i.e., the ellipses [...]).

Check-In

General Options

Check-in from file: *

Format:

Note: No changes are required on the General tab.
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Steps Additional Information/Results
11. The Choose File to Upload & Choose File to Upload X
window will open. Select the
document to be imported (i.e A |5 « Documents » Forms v @ | SearchForms P
.e.,
the new version of the Organize New folder - @ @
document) by clicking on it, " s "
: : [ This PC —, mz
then click on OKto upload 1t. =" —| Microsoft Word Document
B Deskiop =] 69.0KB
12. The selected document will Checkin X
now be listed in the Check-in
. General  Options
from file field. -
IChECk—in from file:* Green Building Certification.docx "'I
Format:* MS Word Document 2010 L
13. Click OK.
The document will be
imported into DUS DocWay.
P
14. (Optional step) To return a . 2 B 5450 Borrower.pdf
3 4|
lqan pa.Ckage fOI' correCtlon’ Loan Packages I M Appraisal or Market 5
right click on it in the E— I foorasal FiNALoGH
. - ppraisal_ P
Workflow Task List and select Worldlow task list ¥ S
Return Task — Send back s e B Contingent Lissilty.
to Draft. HelEe . o snee = B Current Certified Ren
7 been rElne : B Environmental Asses,
|E| Fannie Mag has rejected Commitment: ¢ midocway t n crente s
,
[Z] Svalue(mf_commitment_numb o Lstmt
=] m
|E| You have a loan package
- 4
« v IPsgelt  |of2]
| v |
Browse ¥
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Steps

Additional Information/Results

15. (Optional step) To submit the
loan package to Fannie Mae,
right click on it and select
Complete Task — Submit
to Fannie Mae.

s
I

Loan Packages [ Appraisal or Market

Facets I sppraisal_FINAL.pdt

ist¥
Workflow task list B contingent Liability

Subject sender B current Certified Rer
~] Collateral Legacy has been returned -
! B Environmental Asse
E| Fannie Mae has rejected Commitment: midocway t

BB crents

E| Svalue(mf_commitment_numbé

Return Task - Send back to Draft ial stmt
E| fou have a loan package to review TestCert Col
- 4
-
4 |Page| 1 of2
| v |
Browse ¥

16. (Optional step) Enter
comments for Fannie Mae
reviewers.

17. Click Yes to submit the loan
package to Fannie Mae.

Submit to Fannie Mae

Confirmation

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

Comments:
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Review Loan
Package Returned
by Fannie Mae

Fannie Mae

This section of the Guide provides instructions for reviewing a loan package
that was previously submitted to Fannie Mae and returned for correction.
Follow the steps below to update documents and resubmit to Fannie Mae.

Steps

Additional Information/Results

1. From the Workflow Task List,
right click on the task, then
click on Acquire Task.

Workflow task list v

Subject Sender
Fannie Mae has rejected Commitment: Test Cert Ci A
Fannie Mae has rejected Commitment: Test Cert Cc.
Commitment: ‘You have a loan package t. Te

B commitment::

‘Commitment: T

Commitment:: You have a loan package T

Commitment: You have a loan pa(kage___ Ti
fou have a loan package to review Ti
‘ou have a loan package to review Ti v

T Y T S T TR T ST -

< >

Note: After you click on Acquire 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.

2. To revise or replace a
document you will import a
new version. Click on the
document you want to replace,
then click on the Import New
Version button.

+nNew ¥ A MPORT ¥ [1 CONTENT ¥ ¥ CURRENT VERSION ¥

@ Fannie Mae

HOME # LOAN DOCUMENTS ¥ # NOMN LOAN DOCUMENTS
EE——
Number / ID: N

Content List ¥
Search By: ® Commitment Number

Deal ID
Document Name by User «

| om—.. 0

Status

Fannie Mae Loan Mumber

Collateral Reference Number

Property Name
Deal Name

Lender Name -
»
— B
Loan Packages ¥
Dezl D a Status Dezl Name
# B Retummed ...
r ] A Retum ta...
# 3 Ready for ..
A I Draft  —
o
N 3
|Page 1 of2] b M Displaying 1-200f33
[~ |
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Steps Additional Information/Results
3. The Check-In window will Comentbist* w9

open. Click on the Options
tab.

Click on the Browse button
(the ellipses [...]) to continue.

_I] CheckeIn

General Options

I Check-in from file: *

Format:

BT

"o
4. The Choose File to Upload @ Choose File to Upload X
window will open. Select the N 5 R ot
. ocuments » orms 2 i Lk
document to be imported by “ V| O [ Search Form e
clicking on it, then click on OK Organize +  New folder S~ m @
to upload it.
P I This PC " p— rﬁ:pz o A
— | Microsoft Word Document
Repeat steps 2, 3 and 4 as B Desktop =| 6.0kp

required to replace additional
documents.

When all document
modifications are complete,
continue to Step 5.
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Steps

Additional Information/Results

5. When the loan package is
updated and you are ready to
submit it to Fannie Mae, in the
Workflow Task List, right click
on the task and select
Complete Task — Submit
to Fannie Mae from the
dropdown menu.

I Workflow task list v I

Subject

[Z] Commitment:

[Z] Collateral:

Commitment

Collateral:

Complete

Sender

sk - Submit to Fannie Mae

Sent v

Collateral: i f PM
Return Task - Send back to Draft
E} Fannie Mae has rejected Collateral: IPM
Commitment: i - Returned by Fannie Mae PM
Fannie Mae has rejected Commitment: PM
Commitment: - Returned by Fannie Mae Test Cert Contributor PM
E} Commitment: You have a loan package... L AM
E] Fannie Mae has rejected Commitment: 5 AM
E] Fannie Mae has rejected Commitment: ) AM

6. Add comments for Fannie
Mae.

7. Click Yes to submit.

Submit to Fannie Mae

Confirmation

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

Comments:

[ ves Lo |

Note: This required step sends the task back to Fannie Mae and notifies them

that the requested revisions have been made.
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This section will cover:

Searching for a
. Search by Attribute which allows you to quickly find documents with
Document certain specified attributes.

) Basic Search allows you to search the content of documents for a
specified term or terms.

Follow the steps below to perform both types of searches.

Steps Additional Information/Results

1. To conduct a search by
attribute, begin at the bottom
of the Search by Attribute
window: Select either Loan
Documents or Loan
Packages. J® Run query

2. Select Search By criteria (i.e.,

commitment number, deal ID,
ete.) Mumber / 1D:
3. Enter the Number ID field.
4. Click Run/Query at the top Search By: ® |Commitment Number
of the Search by Attribute Deal ID
window.
Fannie Mas Loan Number
Collateral Reference Mumber
Property Name
De=al Name
Lender Name
Include Types: |'® Loan Documents Loan Packages

Note: Advanced search functionality is a third available search option. It allows
you to build a customized search query using a range of search criteria and facets.
For assistance using the advanced search feature, email DUS

DocWay Support@FannieMae.com.
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Steps

Additional Information/Results

5. Ifyou selected Loan 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. (If you selected Loan
Documents, the loan
documents would be
displayed.)

Fannie Mae +nNew ¥ & mPORT ¥ [ CONTENT ¥ ' CURRENT VERSION ¥ = MULTIFAMILYD2_A

B Home # LOAN DOCUMENTS ¥ # NON LOAN DOCUMENTS
I — B

B runguer | eor )[(erovermes [ commere || merumn |
;

Number/1D: |4 Content List ¥

SearchBy:  ® Commitment Number E——— X2 & @
Deal ID = —
Fannie Mae Loan Number S = i L) i
Colateral Reference Number - 23 ReadyforReview
Property Name .
Deal Name:
Lender Name

Include Types: © LoanDocuments @ Loan Packages

- L -
Facets ¥ I

Commitment Number

Fannie Mae Loan Number

1

Seller Name

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.

- [} were included im thy
v
Facets B [V submitted ...
B [ submitted t...
| Appraisal/Market Study (1) | were included in th
Operating Statements (2] B [T submitted ...
were included in th
PCA/Engineer or Architect Report & Termite Inspec B [ submitted
Underwriter's Package (2) FlowPort Login sheet
Document Type
Appraisal or Market Study (1] b

Workflow task list

Note: In Facets, the facet filters are links that allow you to quickly display the
related document/s (e.g., click on “Appraisal/Market Study” to display all
documents that have a Document Category of “Appraisal/Market Study”). To
return to the full list, click on the X next to the facet filter.
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Steps

Additional Information/Results

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 ¥

s [e

Document Name by User - Status

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).

7. Search results will be
displayed.

Fannie Mae 4+ NEw ¥ 2 MPORT ¥ [ CONTENT ¥ 'YW CURRENT VERSION ¥ S mumFAMILYD2_ A &

Bl Home 9 LOAN DOCUMENTSY it NON LOAN DOCUMENTS

£ Run query =
(2]
Number /ID: Content List ¥
SesrchBy: @ Commitment Number [xi8] B &
Deal D
Fannie Mae Loan Number ebyUser  Ranking~ Status Package Quality Status Property Names SellerName
Collateral Reference Number [ Submitted. Net Found
Froperty Name
Deal Name U submitted.
LenderName
Include Types: (O Loan Documents ® Loan Packages R Submitted...
[ Submitted...
[ ]
R Submitted.
Facets ¥ I
Deal 1D [ Returned .. I
[ Submitted... Not Found
R Submitted.
R submitted..
R Submitted...
R Submitted. Not Found
R submitted.. Not Found
- »
[Pages  of18] b M Displaying L-20 0f 350
==
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To export a document from DUS DocWay, you begin by searching for and
displaying the document in the Content List in the Loan Documents

Document Workspace. If you need assistance with how to search for a document, 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) click on the document
you want to export.

A |
ContentList ¥
[4562 |x[2] @ [
Document Name by User Ranking = Status Property Names Selle
W o |.l
4662
[T Document Z1.doex (1... [A9 Submitted... B
Form $662
[|:[J Submitted... B

| Form 1.docx (1.0)

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

2. 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.

4+ NEW Y & IMPORT ¥ [} CONTENT Y 'Y ALLVERSIONS Y £ MULTIFAMILYD2_A

@) Fannie Mae

HOME ift LOAN DOCUMENTS ¥ 1 NON LOAN DOCUMENTS (-] Q

Search by Attribute ¥ Content [ Task Toolbar ¥

2 Run query IMPORT wirorT NEw VErsion [l properTiEs [IEIEIES ST

Number /1D: .

umber /12 Content List ¥ Comments ¥ Preview T
SesrchBy:  (® Commitment Number E Er— <ol @ @

Add Commen it
Package Quality Status ~ Document Name by User a  Proper
Bi-weekly Meeting 03-14-2...
Include Types: ®
ru H

Search

Loan Packages ¥
Desl D Statu
rLs f—
# 12020 | Draft 3

>
Displaying 1-70f T

Facets >

Workflow task list Displaying1-2 of 2

........ v

Showall X

% Delivery Documen...pdf
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CheCk a LO an To check a loan package for completeness, you can install and use a widget
which will provide a report of the contents of a specified commitment’s loan
Package f()I‘ package. The check provides a listing of core required documents (documents
required for all loan packages) and clearly identifies which documents are
Completeness missing, if any. Follow the steps below to check a loan package for
completeness:
Steps Additional Information/Results
1. Next to the Content List @ Fannie Mae + NEW ¥ & IMPORT ¥ [} CONTENT ¥ ¥ ALLVERSIONS ¥
tab, click on the plus (“+”) e
sign to open the Widgets @ #f LOAN DOCUMENTSY  fii NON LOAN DOCUMENTS
Gallery.

2 Run query IMPORT NEW VERSION [l PROPERTIE
Number /10: Content List
Search By: ® Commitment Number
° Add widget
Deal ID
Fanniz Mas Loan Number Status Package Quality Status D
Collateral Reference Number m PJ Draft (1.0 D
Property Name
x o g
Deal Name PjDrafr. o
Lender Name
Include Types: @ Loan Documents Loan Packages I
|4 |
Loan Packages ¥
Deal ID Status Deal Name
T L2050 e wian ranatvine
A 12040 [R Draft Winters Cre
3
Displaying 1-7of 7
v |
. v
2. When the Widgets Gallery | | waecary °
opens, scroll down and I
. .
Clle on the Reqllll'ed 1 Required Documents
Documents widget. L

=

Required Documents
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3. The Required Documents Content / Task Toolbar ¥
mdget will appear. | MPORT ||IMPORTNEWVERSION|| VIEW ||  EDT || PROPERTIES || COMPLETE || RETURN
Content List Required Documents ¥
Commitment Number:
4. Enter the commitment Content / Task Toolbar ¥
number for the loan | wPORT || mMPORTNEWVERSION|| wiew ||  EDT || PROPERTIES || COMPLETE || RETURN
package you want to check e

for completeness.

5. Click on the Required
Docs Check button.

Content List Required Documents ¥

Commitment Numbe 9914

Required Docs Chedk

The Required Documents
listing will display
documents that are
included in the package
with a checkmark (“v”) in
a green box next to them;
missing documents are
shown with the word
“Missing” in a red box.

IMPORT IMPORT NEW VERSION PROPERTIES | COMPLETE ‘ | RETURN

Content List Required Documents ¥

Date of Validation: 10-18-2019 12:56 PM

Document Category Document Type

Underwriter's Package Underwriter’s Data Form (Form 4882)

Underwriter’s Narrative and Spreadsheets (Transaction

Underwriter's Package Approval Mema)

Underwriter's Package Underwriting Certification (5480 series)

Appraisal/Market Study Appraisal or Market Study
Current Certified Rent Roll Current Certified Rent Roll (Form 4243)
Operating Statements Property Operating Statements

PCA/Engineer or Architect Report & Termite

MBA Master Inspection Form
Inspection

Environmental Assessments Environmental Assessments or Updates

Warning! Loan Package for commitment number 889931 is incomplete.

Missing

“~
@
| v |
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Questions?

If you need assistance with DUS DocWay, would like to request training, or have a
question, please email us at DUSDocWay Support@fanniemae.com.
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