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Request Pools Application: Purpose and Usage 

Request Pool Numbers (RPN) is an application that Ginnie Mae Issuers use to request pool 

numbers. It replaces the current paper form HUD 11700 Letter of Transmittal for Commitment 

Authority and/or Pool Numbers. 

In RPN, Issuers have the ability to: 

• Enter requests for pool numbers 

• View available pool numbers queue 

• Submit override requests to Ginnie Mae Account Executives for additional pool numbers 

• View status reports 

• Request and download reports 

• Receive real-time approval of requests  

Ginnie Mae Account Executives can use RPN to: 

• Monitor Issuer requests for additional pool numbers, better enabling them to establish specific 

thresholds/quantity limits for each Issuer 

• View Issuer requests for additional Pool Numbers (overrides) 

• Approve requests to override maximum pool number calculation 

• Decline requests to override maximum pool number calculation 

• Request and view reports 



Requesting Pool Numbers - Access 

The Request Pool Numbers Application is accessed from the Ginnie Mae Enterprise Portal (GMEP) 

at www.eginniemae.net. 

 

http://www.eginniemae.net/


RPN – Logging In 

Username: A Ginnie Mae Issuer user 

name starts with I_ followed by the initial of 

the first name followed by the last name.  

Password: The initial password is system 

generated, consisting of a combination of 

upper case/lower case alpha-numeric 

characters and symbols.  

• First time users will be prompted to 

change their password. 

• Existing Issuers may use their current 

ID and password. 

Click the Login button to proceed to the 

main menu. 

Forgotten passwords may be reset by 

clicking Forgot Password, the user will be 

asked a series of security questions to 

verify their identity. 

 



RPN – Accessing the Application 

The Ginnie Mae Enterprise Portal 

(GMEP) Welcome screen provides 

system menu options. 

User information (Organization ID and 

associated Issuer Numbers) is 

displayed on the left. 

The menu bar provides access to 

IPMS and the following applications: 

• Commitment Management 

• Request Pool Numbers 

• Master Agreements 

• Pool Transfer 

• Submission Center 

• Report Center 

 

To access Request Pool Numbers, click IPMS and select Request Pool Numbers. 



RPN - Summary Screen  

The RPN Summary screen provides the Issuer with the option to: 

•  Request pool numbers 

•  Review pool request history  

•  Download reports 

Defining Search Criteria 

Select from the Request Date  

menu:  

• Last Month 

• Last 3 Months 

• Last 6 Months 

• Last Year 

Date Range: 

• When selected, enter the  

From – To dates using the calendar icon. 

Status: 

• Select Approved, Pending, or Rejected 

Click Display to view the pool request history. 



RPN - Summary Screen 

The Summary Screen will display an Issuers pool number request activity.  

To select a specific Issuer, click the button directly to the left of the Issuer Number. 

To view Pool Request History click the [+] sign next to the Issuer Name.  

The history detail includes:  

• Issuer Number 

• Issuer Name  

• Request Date 

• Request Number 

• Pool Numbers Requested 

• Quarterly Average 

• Number of Unused Pools 

• The name of the individual  

requesting the pool numbers 

• Status  

 
A file of approved pool numbers may 

be downloaded by selecting the 

XLS, CSV or XML icon. 



RPN – Download Reports 

A file download pop-up box 

is displayed and asks the 

user to open or save the 

file. 

To download an approved pool number report, click the applicable icon located on the summary 

screen (Excel, CSV, XML). 

RPN displays a notification regarding the number of pools that will display, click OK. 

Sample Excel File 



RPN – Initiating a Request  

An Issuer has multiple options when initiating a request for additional pool numbers: 

• When the Issuer is assigned only one Issuer Number, click the Request Pool Numbers button. 

• If the User has multiple Issuer Numbers, select the applicable Issuer Number from the drop down 

menu; or 

• If the Issuer has conducted a search, Click the button directly to the left of the selected Issuer 

Number. 

Click the Request Pool Numbers button. 

 

 



RPN – Submitting a Request  

The RPN request screen displays the 

following system generated fields: 

• Calculated Quarterly Average of Used 

Pool Numbers 

• Current Count of Unused Pool 

Numbers 

• Calculated Number of Pools Allowed 

The Issuer must complete: 

• Request Pool Numbers: Enter the 

number of pool numbers being 

requested 

• Justification: Required if the request 

is for an amount greater than the 

calculated maximum.  

Select Back to Summary to cancel the request and return to the RPN Summary Screen 



RPN – Automatic Approval  

RPN automatically approves a request when the amount of Pool Numbers being requested falls within 

the threshold available for assignment. 

The screen displays the message “Your Request for Pool Numbers has been Approved” when the total 

allowance of pool numbers requested has been approved.  

A file listing the approved 

Pool Numbers can be 

downloaded by selecting 

one of the following report 

icons: 

• Microsoft Excel 

• CSV 

• XML 

The Issuer is prompted 

to open or save the file 

to their folder /file 

directory. 



RPN – Recalculated Request 

When a request for additional pool number assignments exceeds the maximum number of available 

pools allowed, RPN will display the notice: “Please accept the calculated pool numbers or request an 

AE Override to obtain more pool numbers than allowed”. 

 
The Issuer may take one of the 

following options: 

Option 1: Accept Calculated 

Number 

Enter an amount of pools equal to or 

less than the number stated in the 

“Calculated Number of Pools 

Allowed” field.  

Click Accept Calculated Number.  

Option 2: Request AE Override 

Submit an Override request to their 

Ginnie Mae Account Executive.  

To cancel the request, select Back to 

Summary.  



RPN – Override Request 

An Override Request must be submitted when an Issuer wants more pool numbers than the Calculated 

Number of Pools permits. 

The following fields must be completed: 

Request Pool Numbers: Enter the 

number of pool numbers being 

requested (which must be a minimum of 

10 unless the calculated number of pool 

numbers allowed is less than 10).  

Justification: Issuers must provide a 

clear explanation for the request. (a 

required field) 

Click Request AE Override to submit the 

request.  



RPN – Sufficient Pool Numbers Available 

The following message is displayed when RPN determines that the Issuer has sufficient pool 

numbers available for use:   

“You already have sufficient available pool numbers. If you require more pool numbers , please click 

Request AE Override.” 

 
An Issuer may submit an AE 

Override by clicking Request 

AE Override. 



RPN – Acknowledgement of Pending Override Submission  

RPN generates an acknowledgement that the request was successfully received. 

 

  

 

 

 



RPN – Acknowledgement of Submission  

An Issuer also receives an e-mail confirmation when a Request for Override is submitted. 

 



RPN – Notification of Account Executive Override Approval  

An Issuer will receive an e-mail notification of an override approval.  

 



RPN – Notification of Account Executive Override - Decline 

 
If a request has been declined, the Issuer receives an e-mail directing them to contact their Account 

Executive for more information. 

 



RPN – Eligibility Failure 

There may be instances when an Issuer’s request for additional pool number assignments is 

declined due to failure to meet eligibility requirements. The following status message will be 

displayed: “You are not authorized to request pool numbers. Please contact your AE for more 

information”.  

 



RPN – Monitoring Override Request 

The RPN Summary Status Screen reflects the override request status.  

When an Account Executive approves an override request the status on the Summary screen will 

change from pending to approved, if the request is denied the status will change to rejected.  

NOTE: When an Issuer has a pending request, RPN will prohibit the submission of an additional 

request for the same Issuer ID. 



REPORTS 

Request Pool Numbers Application 



Report Center 

Request Pool Numbers reports are 

available on the Report Center tab 

located on the IPMS Summary 

Screen.  

Ginnie Mae Issuers have the 

ability to filter, sort, and export 

reports to Microsoft Excel or as 

text files or PDF, if applicable. 

• To access the Report Center, 

click the tab on the RPN 

Summary Screen.  

• Select the checkbox next to 

Request Pool Number and click 

the Application Name link. 

The Reports Center will only display the IPMS modules for which the user has been granted 

security rights. 



Report Center – Catalog of Reports 

The RPN Report Center contains a catalog of available reports. 

Place a checkmark next to  

the applicable report and 

• Click on the report link  

to run a query. 

 

A user will only have access to the reports that are relevant to their role and organization. 



Report Center – Defining Report Criteria 

1. To establish the report parameters: 

• Click in the Prompt query field 

• Enter the appropriate data into each 

field or  

• Select Refresh Values to automatically 

populate the available values for that 

field. 

• Select the value for one or more items 

from the table 

• Click the > button to add the selections 

to the box on the right  

• To a remove selection, click the < 

button.  

2. Click Run Query to continue. 

A user will be prompted to define report parameters.  

A prompt screen will appear; the top portion of the screen lists the data points which may be queried. 



Report Center – Defining Report Criteria 

To select a date range for a report, 

click the Start Date and End Date 

fields.  

Click Refresh Values to display all 

available dates. 

The date prompt will appear, highlight 

the applicable dates. 

• Click the > button to add the date 

to the box on the right  

• To a remove date, click the < 

button.  

Alternatively, the date can be selected 

using the calendar icon to the right of 

the selected date field.  

Click Run Query to generate the 

report. 



Report Center – Saving & Downloading 

The selected report will be displayed on the right side of the screen. Click the Document drop-down 

menu and select from the following options:  

• Close: To close the report.  

• Save To My Computer As: To save report data to a local drive as an Excel file or PDF. 

• Save Report To My Computer As: To save actual report to a local drive as an Excel file, PDF, or 

text format.  

 

 



Reports Center – Saving & Downloading  

When a user selects Save to my Computer As 

or Save Report to my Computer As, they are 

prompted to either open or save the document 

in one of the following formats: 

• Excel 

• PDF 

• Text 

The user will be prompted to open or save the 

document to their file/folder directory. 

 

 



Reports Center – Menu Bar – View  

The RPN Reports Center Menu provides a user with several options to view, save or download 

reports: 

 

 

View - provides a menu of  

options to view reports including: 

• Quick Display Mode 

• Page Mode 

• Draft Mode 

• PDF Mode 

  

From the View drop-down menu, the user may: 

• Click Left Panel to display or hide the report panel on the left. 

• Click Status Bar to display or hide the report creation date on the bottom right.  

• Click Fold /Unfold option to collapse or expand the Issuer numbers displayed for particular 

years and months. The Fold /Unfold option can also be accessed by clicking the icon on the 

right.  



Reports Center – Menu Bar – Print & Navigate 

To print a report, click the Printer icon from the menu. 

To search, click the Binoculars icon. The left panel will present options to search for a particular string 

with matching criteria and search direction.  

To navigate through the Report Center options: 

• To undo or redo previous report actions, click the icons     . 

• Select a magnification option to zoom in or out of the report. 

• For multi-page reports, click the arrows to navigate to the previous, next or last page.  

• Click Refresh All and select a single or all report parameters to refresh report data. 

 

 



Report Center 

The following Request Pool Numbers reports are available through the Report Center:  

• Issuer’s Available Pool Numbers  

• Issuer Approved Pool Number Report 

• Status of Pool Number Requests – Summary and Detail 

Users may filter, sort and export the files into Microsoft Excel, CSV and XML as well as PDF formats, if 

applicable.  

 

 



Sample Report – Available Pool Numbers  

 

 This report provides the user with a listing of unused pool numbers available by an Issuer. The report 

consists of the Issuer Number, Issuer Name and Pool Numbers. Alpha-numeric pool numbers will be listed 

first with numeric pool numbers following. 



Sample Report – Issuers Approved Pool Numbers Report 

This report provides the Issuer with 

a listing of approved pool numbers 

and the corresponding approval 

dates.  

The report contains the following 

fields: 

• Issuer Number 

• Issuer Name 

• Pool Assignment Request  

Date 

• Pool Assignment Date 

• Pool Numbers 



Sample Report – Pool Number Requests Status - Summary 

This report provides Issuers with summary views depicting the status of submitted pool number 

requests. The summary list the total number of requests and corresponding status  

(Pending – Approved – Declined).  

 



Sample Report - Pool Number Requests Status - Detail 

This report provides Issuers with detail views depicting the status of submitted pool number requests.  

The detail contains the Issuer Number, Issuer Name, Pool Assignment Request Number, Pool 

Request Date, Status and Number of Pools Numbers Requested and Approved. To view the detail 

report, select the detail tab from the Pool Number Requests Status Summary Report. 



Help 

The RPN User Guide is located in the Help Section of GMEP. 

The Contact Us link on the upper right of the GMEP Portal provides a list of relevant Ginnie Mae 

contacts, including program hotlines and technical assistance. 

This presentation has been recorded and is available on the Modernization Resource Page and 

Ginnie Mae University which are both available at www.ginniemae.gov. 

 

http://www.ginniemae.gov/

