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DUS DocWay" - Managing Lender Assessment Documents

Getting Started with
DUS DocWay

. Fannie Mae

DUS DocWay is accessed via the internet using one of the following
browsers: Chrome (recommended), Firefox, or Edge. Follow the 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
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.

2. Enter the following into your
browser’s address bar:

https://docway.fanniemae.com/
D2

The login screen will be
displayed.

IS https://docway.fanniemae.com/D2 P~

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

3. Enteryour User Name and
Password into the Log In screen.

LOG IN

LOGIN Clear

Need Help With Your User ID o Password?

*Please Do Not Bookmark this page

4. The Welcome page will display.

Fannie Mae' + NEW Y 2 IMPORT ¥ [ CONTENT ¥ Y ALLVERSIONS ¥ = MULTIFAMILYD2_A

B HomE ¥ # LENDER ASSESSMENT Q

Multifamily
DUS DocWay"”

WELCOME RAM! Useful Links Contact Us

formation (NP
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and should be

Loan Documents , clicl

:2= Non Loan Documents , click on
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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 y.ou have SucceSSfuuy . Fannie Mae +nNew ¥ & 1MPORT ¥ [ CONTENT ¥ 'Y ALLVERSIONS ¥ £ MULTIFAMILYD2_A
logged in, the Welcome page is -

. .HOME' # LENDERASSESSMENT C Q
displayed.
Multifamily
DUS DocWay*®
WELCOME RAM! Useful Links Contact Us

USER NOTICE: Certain documents in DocWay may contain Nonpublic Personal Information (NP

Loan Documents , ¢
0 manage Non Loan Documents , <!

anzce Lender Assessment Documents . ©

2. C“Ck On the Lender Assessment Fannie Mae‘ + NEW Y £ IMPORT ¥ [) CONTENT ¥ Y ALLVERSIONS ¥ = MULTIFAMILYD2_A

tab to open the workspace. Bowe

# LENDER ASSESSMENT

Multifamily
DUS DocWay®

WELCOME RAM! Useful Links Contact Us

SER NOTICE: Certain do

Loan Documents , ©
manage Non Loan Documents , c|

anage Lender Assessment Documents . click on the 'Lender Assessment’ workspace
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. Fannie Mae

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.

= MULTIFAMILYD2_A

Fannie Mae +wew ¥ & mMporT ¥ [ CONTENT ¥ Y ALLVERSIONS ¥

E HomE # LENDER ASSESSMENT ¥ Q

Browse ¥ Document List ¥ Comments ¥

I Lander Assessment Oversight

4. Click on the ellipses to the right
of the Files to Import box. You
may select one or multiple
documents.

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

Note: Recommended:
Download files larger than ~50
mb to your desktop before
importing to expedite the import
process. Best practice: import
no more than ~25 files at once.
Allow extra time for a large
number of files to be imported
automatically.

Note: Testing Documents may
be imported as zip files. (Non-
testing documents [e.g.,
assessment docs] should NOT be
imported as zip files.)

Note: You may also drag and
drop files into the “Files to
Import” window.

6. Thefile orfiles will then display
in the Files to Import box, click
Next.

If importing documents to the Testing Documents document category, you may
import

| ImportFile |

Select files Files to import:*

| Fill creation profile

| Edit properties

Linked document

Workflow

<

Selected file format:*
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. Fannie Mae

Steps

Additional Information/Results

1.

Select the document properties
foryour file.

Note: You may select the Apply
same properties...” checkbox to
import multiple documents to
the same location.

IMPORTANT NOTE: Do not
update the Document Name by
User and Document File Name.
(auto-generated) fields are
populated automatically and
should NOT be entered

| Import File

| Select files File selection:  Asset Mgmt_Mod 7 Sample Doc.docx; Asset Mgmt_Mod 7 Sample Doc2.docx; Asset Mgmt_Mod 7

SapplaDosd 4

Fill creation profile
Apply same properties to remaining files
Edit properties (1-3/3)
Fropern

Linked document

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

Workflow Document Name by User:* [filename]

Document Description Text (optional):

Document Category: * Assessment Documents

Document Type: ® Module 7 Asset Management

Lender Name: * Fannie Mas

ENRENE

Assessment Year:* 2024

Keywords:

manually.

8. Select:
e Document Category
e Document Type
e Assessment Year net» | cant |
Ootionall m nter IMPORTANT NOTE: Be sure to select the correct Document Category and Type.

ptionatly you‘ ay ente Please choose Document Category with care - note that Assessment Documents
Keywords which can be used and Testing Documents, for example, are in separate categories. It is important
later to search for the document. | that the documents are uploaded to the correct category for the appropriate
Fannie Mae reviewer to be able to access them. For a list of all Document
9. Click Next. Categories and Types, see the Appendix.
10. The Document L[St d|$plays the Fannje Mae' 4+ NEW Y £ IMPORT ¥ [) CONTENT ¥ Y ALLVERSIONS ¥ = MULTIFAMILYD2_A

uploaded file.

The Browse widget displays the
folder structure where thefile 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.

Important note: Folders are
created at the time of document
import. If you have not
imported documents to a
specific (document type) folder,
it will not appear in the browser
window until you do.

B HomME # LENDER ASSESSMENT ¥ Q

Browse ¥ Document List ¥ Comments ¥

= =5

L1V

4+ [ Lender Organizati
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|mport a New Follow the steps below to import a new version of a document.
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 y.ou have SucceSSfuuy . Fannie Mae +nNew ¥ 4 1MPORT ¥ [ CONTENT ¥ 'Y ALLVERSIONS ¥ £ MULTIFAMILYD2_A
logged in, the Welcome page is -

. .NOME' # LENDERASSESSMENT C Q
displayed. —

Multifamily
DUS DocWay®

WELCOME RAM! Useful Links Contact Us

USER NOTICE: Certain documents in DocWay may contain Nonpublic Personal Information (NP

Loan Documents
0 manage Non Loan Documents , <l

anzce Lender Assessment Documents

2. C“Ck On the Lender Assessment Fannie Mae‘ 4+ NEW Y £ IMPORT ¥ [J CONTENT ¥ Y ALLVERSIONS ¥ = MULTIFAMILYD2_A

tab to open the workspace.

# LENDERASSESSMENT

Multifamily
DUS DocWay®

WELCOME RAM! Useful Links Contact Us

USER NOTICE: Ce

Loan Documents , ¢

manage Non Loan Documents , c|

anage Lender Assessment Documents . click on the 'Lender Assessment’ workspace
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Steps

Additional Information/Results

3. Select the document to be
replaced by clicking on it.

4. Click Import from the top menu
bar and select New Version from

Fannie Mae +nNew ¥ £ iMPORT ¥ [) CONTENT ¥ Y ALLVERSIONS ¥ £ MULTIFAMILYD2_A

1 [ Home # LENDERASSESSMENT ¥

Browse ¥

Document List ¥

Comments ¥

the dropdown. The Check-in e
popup window will open. [
; ""‘ B Fannie Mo al Ch 6 .u--u-,xu
5. Click on Options tab and then |-Check-ln Y
the ellipses to the right. I |

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

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

General Options

Check-in from file:*

Format:

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.

Fannie Mae +New Y £ 1MPORT ¥ [) CONTENT ¥ | 'Y ALLVERSIONS ¥ £ MULTIFAMILYD2_A

Bl HoMmE # LENDER ASSESSMENT ¥

Browse ¥

Document List ¥

Q

Comments ¥

Displaying 1 -6 0f6
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Update Document
Properties

Follow these steps to update properties:

. Fannie Mae

You may update a selected document’s properties, including Document
Category, Document Type, Year, Quarter, or Month at any time before the
documents are submitted to Fannie Mae, i.e., while they are in Draft status.

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.

Fann]e Mae‘ 4+ NEW ¥ £ IMPORT ¥ [} CONTENT ¥ 'Y CURRENTVERSION ¥ £ MULTIFAMILYD2_T

Bl HoME # LENDERASSESSMENTY @ Q
Browse ¥ Document List ¥ Inventory Comments ¥ Preview Pre

[xlo B [#

4 [l CBRE Multifamily Capitsl [Ente =
B8 Lender Assessment Oversight > 8 Fannie Mae > 882020 > Bl Assessment Documents »

3 2dd Comment

> Bl2019

. w2020 Lender Name » Document Category Document Type Doc

> am202t [ Fannie Mae Assessment Documents Assessment Documents-... 060
[} Fannie Mae Assessment Documents Assessment Documents-... 060

> Ml Centerline Mortgage Cap

> 206 View Native File
[ Fannie WEEETTE ment Documents Assessment Documents-... Dot
> 2017 i
B Fennie  Addcomment. oot Documents Assessment Documents-...  Doc
> 2018 . Add to faverites
18 Fannie ment Documents Assessment Documents-...  Doc
 mmz0w Send mail...
[ Fannie nent Documents Assessment Documents-...  Dog
4 Il 2020
4 I Assessment Docur B Fanie Mae AsssssmentDocuments  Assessment Documents-... Do
4 [ Assessment De ’ Fannie Mae Assessment Documents Assessment Documents-... el
> M Change Memo Fannie Mae Assessment Documents Assessment Documents-...  ind:
2
> (M LAO Certificati [ Fannie Mae Assessment Documents Assessment Documents-...  San

2. Toupdate 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

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 Mas |
Azseszment Year:™® 2020 |

Keywords:

—o

Note: The Keyword field may also be optionally updated.

Multifamily DUS DocWay | August 2024
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Submit Lender
Assessment
Documents to Fannie
Mae

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

Submitted documents cannot be modified or deleted.

Steps

Additional Information/Results

1. Tosubmit Assessment
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

. Fannie Mae +New ¥ & MPORT ¥ [ CONTENT ¥ ¥ ALLVERSIONS ¥ = MULTIFAMILYDZ_A

E HomEe W LENDER ASSESSMENT ¥

Browse ¥ Document List ¥ Commen ts ¥

# [ Lender Assessment Oversight

add A tD t
+ M FannicMae [ Lender Assessment Oversight > BB Fannic Mac > 8812020 > @Bl Assessment Documents L
o Lender Name Document Category Document Type Document Name b
2017 L]
o L
o -
- B = H
4 [ Assessment Documents
Lifecyclen.  * | Submit to FNM

8.
[_1¥]

Displaying 1 -4of4

The Document Comments popup
will display.

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

3. Click on OK to complete the
submission.

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

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.

Note: Please submit documents in DUS DocWay" at the same time as the LAO
Certification in DUS RiskWay. Both are needed for Fannie Mae to review.

Multifamily DUS DocWay | August 2024
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Preview a Document

. Fannie Mae

To quickly view an uploaded document, you can generate a preview. Follow

the steps below to preview a document:

Steps

Additional Information/Results

1. Todisplay a Preview of a
document, click on it to select it

Fannie Mae +New ™ & IMPORT ¥ [) CONTENT ¥ ¥ ALLVERSIONS ¥

El HomE

= MULTIFAMILYD2_A

# LENDER ASSESSMENT ¥ Q
in the Document LISt then CliCk Browse ¥ Document List ¥ nventory Comments Preview ¥ Properties
- e s
4 Enie x5 B
. . Fannic Mac
on the PreVleW tab to the rlght I Lender a versight > M rannie biac » B2020 » B ssessment ocuments > »
‘ [
Lender Narme Socument Category Bocument Typs Document Kame b
[ EUI . y -
B rannicvac (1 Assessment Dacuments Lender Organizational Charts  GRG CHARTdock
o N
w LENDER ASSESSMENT
L Lt B Fannic Mae (1.0 Assessment Dacuments Lender Organizational Charts ORG CHARTdocx
+ M0 I Fannie Mae (1.1 Assessment Dacuments enider Organizational Chiarts GRG CHARTdock TeTROC
4 [ ssessment Documents 1B Fannie Mae (1.0 Assesament Dacuments Lender Onganizational Charls ORG CHARTdocx o

4 [ Assessment Docume Fannie Mag (1.0 Assessment [ Onganizational Char

B LD Certification For [ Fannie Mae (1.0 Assessment Dacuments Lender Diganizational Charts  ORG CHART.doex

4 [ Lender Organization:
»

Favorites

Search »

Facets Displaying 1-70f 7
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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
all documents under any folder, T —— 2
click on the Inventory tab and Y
then select a folder.

(2::\ Fannie Mae +MNew ¥ L IMPORT ¥ [ CONTENT ¥ ¥ CURRENT VERSION ¥

Comments ¥

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

B =
e
B =

2020

a

Multifamily DUS DocWay | August 2024 © 2024 Fannie Mae. Trademarks of Fannie Mae. | 10
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. Fannie Mae

Find a Prior Year Document/

Search for a Document

Follow the steps below to search for a document:

Steps

Additional Information/Results

1. Tofind adocument uploadedin
a prior assessment year, select
the year from the browser
window: Click on your lender
name, then click on the year -
you may then select a folder or
click on the inventory button to
see all documents delivered in
that year.

2. Tosearch for a document, enter
search terms in the search barin
the Document List window, and
then click on the small
magnifying glass icon on the
right side of the search bar.

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).

£ MULTIFAMILYD2_A

@ Fannie Mae +WNew ¥ & 1MPORT ¥ D) CONTENT ¥ 'Y CURRENTVERSION ¥

Bl HoMe M LENDERASSESSMENT ¥ & PORTFOLIO RISK MANAGEMENT Q

Fannie Mae +New ¥ £ IMPORT ¥ [ CONTENT ¥ Y ALLVERSIONS ¥

El HomE it LENDER ASSESSMENT ¥
Document List ¥
7
|Test Doci (x yel ) £
AN
ender Name Ranking - Document Category
Facets ¥
m Fannie Mae (1.1 Testing Documents
Lender Name Lao TEST DO 2
Bell Bank (1 m Fannie Mae (1.0 Requirement Tracking
LENDER ASSESSMENT [FEST DOE il GREEN
Fannie Mae (129 m Fannie Mae (1.1 Assessment Documents
Lao FEST 508 2
Document Category I m Fannie Mae (1.0 Assessment Documents I
LENDER ASSESSMENT TEST DOE 1 GREEN
Assessment Documents (76 . .
Fannie Mae (1.0 Key Assessment Docum:
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Export a Document

Follow the steps below to export a document:

Fannie Mae

Steps

Additional Information/Results

In the Document List, double
(left) click on the document you
want to export.

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.

To export multiple documents at
once, highlight the documents in
the Document List and then click
Content, Export.

Fannie M[ae@ +New ¥ 4.IMPORT ¥ [ CONTENT ¥ 'Y ALLVERSIONS

ifi LENDER ASSESSMENTY  ©

Browse
Favorites
Search
Facets ¥

Lender Name

Bell Bank (1)

Fannie Mae (1239)

Document Category
Assessment Documents (76)
Key Assessment Documentati
Requirement Tracking (40)

Testing Documents (5)

Document List ¥ Inventory
|TestD0r_1 |x 2 t(a |’|
Lender Name Ranking ~ Document Category
W COOod -
TesTlood
[ Fannie Mag (1.0) ~ wwwas Requirement Tracking
LENDER ASSESSMENT [TEST DOE 1 GREEN
[ Fannie Mae (1.1) ~ wxaws Assessment Documents
Lao FEST BOE 2
[ Fannie Mae (1.0) ~ wwaws Assessment Documents
LENDER ASSESSMENT [TEST BOE 1 GREEN
B Fannie Mae (1.0) ~ wwaws Key Assessment Docume

m  Test Module 5 Co..pdf

~

Note: The BBES will be fild based on module & #8810 TStng Does... FE2ting BO& that you hs

[ Fannie Mae (1.0) i Testing Documents

_top Confidential - Internal Distribution EESDBEDT This is a sample (88 BBEument used for au
*dkd

Fannie Mae (1.0) Testing Documents o

|Pageof?| ]

*

Displaying 1 - 20 of 130

Fannie Mae +Mew ¥ £ 1MpoRT ¥ [ CONTENT ¥ |'¥ CURRENT VERSION ¥

Bl HoME # LENDER ASSESSMENT ¥ # PORTFOL T (] Q
Browse ¥ ——at ) Comments ¥ | Preview G
= I Lendler Assessment Oversight - . F— R
— § et Han 3 Add Comment Test Module 7 Asset Management_V1.0_MODULE 4 CREDI
S
- B i e
- B s Coneion oo
- G e Gt i
- T e Gt e
- T s e ks
-
= S e e o
- e
- B T e
- B s . e
- R e e
- B e
s N »

S MULTIFAMILYDZ_A
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APPENDIX

. Fannie Mae

Document Category Document Type

Assessment Documents

Assessment Documents — Other

Change Memo

LAO Certification Form

Lender Organizational Charts

Module 1 Corporate Governance

Module 10 — Legal — Legal Cert Form — Supporting Docs

Module 2 Financial Management

Module 3 Production Origination

Module 4 Credit Underwriting

Module 5 Committing, Closing and Delivery

Module 6 Servicing

Module 7 Asset Management

Module 8 Loss Mitigation

Module 9 Insurance

Key Assessment
Documentation

Lender Presentation

Lender Response

Requirement Tracking

Assessment Documents — Other

Change Memo

LAQ Certification Form

Lender Organizational Charts

Module 1 Corporate Governance

Module 10 — Legal — Legal Cert Form — Supporting Docs

Module 2 Financial Management

Module 3 Production Origination

Module 4 Credit Underwriting

Module 5 Committing, Closing and Delivery

Module 6 Servicing

Module 7 Asset Management

Module 8 Loss Mitigation

Module 9 Insurance

Testing Documents

Test Module 4 Credit Underwriting (Sponsor Risk)

Test Module 5 Committing, Closing, Delivery (Capital Markets)

Test Module 7 Asset Management

Test Module 9 Insurance

Test Module Other

Performance and Process

Insurance

Staffing

Inspections/Property Condition

Watchlist/Special Credits

Sponsors/Financial Stmts

Documents
Property Operating Stmts
Communication
Default Mgt
Maturity Mgt
Offshoring Offshoring
Form 4637 Form 4637
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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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