
DUS DocWay Quick Reference 
Importing Financial Documents 

 

 

  

 
© 2019 Fannie Mae. Trademarks of Fannie Mae January 2019 1 of 5 

 
 Login information can be obtained by contacting your company’s Corp. Admin. 

 The Corp Admin manages access to Fannie Mae applications, including DUS DocWay. 

 Request DUS DocWay role: 

 “Lender_Financial_Contributor”; or 

 “Lender_Financial_Reader” for view only access. 

 The Corp Admin will provide you with a username and password to access DUS DocWay. 
 
To begin, go to the “fanniemae.com” webpage for DUS DocWay: 
 
https://www.fanniemae.com/multifamily/dus-docway 
 
Enter the above link into your internet browser*.  Click “LAUNCH APP” on the left side of the site.  You 
will be prompted to a log in screen. Log in with username and password provided by your Corp Admin. 
 

 
 

*DocWay functions best with Google Chrome browser. 
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How to Log in: 
 

1. Enter User Name and Password.  Click LOGIN. 

 
 

 
 
 
 
 
Import a Document: 
 

1. Click the Non Loan Documents tab. 
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2. Click Import from the top menu bar. 
 

 
 

3. Click on the ellipses to the right of the Files to Import” box.  This will open a file explorer where 
you can select the file you want to upload.  Select the file you want to upload and then click Next. 
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4. Enter the document properties of your file.  The fields with the red asterisk are required.  Select 
Document Category, Document Type, Year, and Quarter.  Optionally you may enter a Month, 
or Keywords which can be used later to search for the document. 
 

 
 

  



DUS DocWay Quick Reference 
Importing Financial Documents 

 

 

  

 
© 2019 Fannie Mae. Trademarks of Fannie Mae January 2019 5 of 5 

5. The folder structure is created automatically: 
 

 
 
 
 

### 
 
 
 

If you have questions or need further assistance, email 
DocWay_Support@fanniemae.com. 
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