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Course Introduction

LESSON 1




Common Terminology

CPTA — Central Paying and Transfer Agent

GMEP - Ginnie Mae Enterprise Portal

MBSAA — Mortgage-Backed Securities Administration Agent
RFS — Reporting and Feedback System

“This information has been prepared for internal Government National Morigage Association (Ginnie Mae) Agency discussion purposes only and is not
releasable under the Freedom of information Act (5 U.S.C. S 552(b)).




Course Overview

Course Description

This training course will explain the differences between the legacy e-
Access SCRA application and the new SCRA within the Reporting and
Feedback System (RFS).

Issuers will access SCRA through the Ginnie Mae Enterprise Portal
(GMEP), a web based application that will serve as a single gateway for
accessing all Ginnie Mae information systems.

Audience
All Ginnie Mae Issuers

This information has been prepared for internal Government National Mortgage Association { =ncy discussion purposes only and is not
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Course Objectives

After completing this course, you will be able to:

« Understand the changes from the legacy e-Access SCRA application to
the new SCRA application

» Access the GMEP and the SCRA application
» Use the major functions of SCRA

This information has been prepared for internal Government National Mortgage Association { =ncy discussion purposes only and is not
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Course Format

The course format will be interactive:

Participants will be in listen-only mode
Course will be taught in 9 lessons

Participants will have opportunities to ask questions during periodic
intervals

Operator will provide instructions regarding asking questions

This information has been prepared for internal rnment National Mortgage Asso Ginnie Mai discussion purposes only and is not
releas: r the Freedom of Information




New Features

LESSON 2




New Features

What does the move to RFS mean to me as an Issuer?

« Different path to access SCRA

What new features will | see?:
« Minor screen layout changes
» New procedure for saving files
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New Features (continued)

SCRA provides Issuers the ability to perform the following:

Issuer input of Eligibility information
Issuer input of Reimbursement Requests against an approved Eligibility
Issuer request for payment of approved Reimbursement Requests on a
Quarterly basis
Tracking of Eligibilities and Reimbursements through the entire process
Creation of all needed reports for Eligibility and Reimbursement
information

— Issuer forms and downloads
Creation of Payment files for Central Paying and Transfer Agent (CPTA)
to send payments to Issuers.

This information has been prepared for internal G ent National Mortgage Association (Ginnie N discussion purposes only and is not 1
releasal the Freedom of Information Act (5 US.C. S
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Appearance and Screen Layout Changes

Issuer lnformation System

Web 118 Main Menu i s

Iasuer # 1
1111

Issuer ABC

** Please Select an Issuer by Choosing an Issuer Number From Above ** « Eligibility Processing * Reimbursement Processing

Forms Printing Forms and Reports « Summan + Summary
Monthly Processing ©print 117108 « Biginilit Form + Bsimpurssmont Form
® 117104 - Issuer Monthly Accounting Repert © Print 117100 Information By |

¥ Pool List ® Print 11710E » Panding Eloiiy List + Penging RelmoursementList
¥ add/Edit Pool Information @ print 11748C

117108 - Loan Liguidation Schedula © Forms Available for Download b w&( : ot ke e ““Hzi::“::r'::‘m'”‘s
©11748C - Adjustable Payment Mortgage Addendum L DL 4ooeoved Reimpues ement List

File Upload Options
SCRA Processing © Transmit Pool Reporting, LL EDI Fil «E-Library = Other Information
@ SCRA | E 1 tion © mport Data into Web 11S

« tisw Rsimourssmant Lzt

o archiuad Exciniity List + Viewlssustinformation

- arcnied Reimoursemant List * LoanKey Lookyp
+ Viswipgate SCRA Contact
* Conciug

Other Information
.

This information has been prepared for internal Government National Mortgage Association {Ginnie Mae) Agency discussion purposes only and is not
releasable under the Freedom of Information Act (5 U S.C. S 552(b))

1. As displayed in the red boxes, some item’s screen location has moved and
overall appearance has been changed.
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1.

2.

File Download Procedure Changes

A comma separated valu v) named
Elig_A_1111_20090918_020022.¢ on Friday, September 18,
2009 and is 79,357 bytes in length. s a total of 294 Approved
Eligibilities.
DOWNLOAD INSTRUCTIONS
1. Download the fill by Right Clicking on the "Download”
button below.

“This information has been prepared for internal Government National Morigage Association (Ginnie Mae) Agency discussion purposes only and is not
releasable under the Freedom of information Act (5 U.S.C. S 552(b)).

Within e-Access, the Save As screen appears with the File name pre-populated
as displayed in the left screenshot

Within the new SCRA application, if a user wishes to download a file, he/she

must change the file name. You will need to change the file name to a

name to something that easily identifies the file. (e.g ELIG.1234.1234)
before saving it to your computer

13



Accessing SCRA

LESSON 3
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Logging on to GMEP and Accessing RFS

Steps for Logging on to GMEP and Accessing RFS:
» Launch Internet Explorer

» Navigate to: https://www.eginniemae.net

+ Click ‘Continue to Login’

P8 G oo Enterpris Pora

“This information has been prepared for internal Government National Morigage Association (Ginnie Mae) Agency discussion purposes only and is not
releasable under the Freedom of information Act (5 U.S.C. S 552(b)).

15



Logging on to GMEP and Accessing RFS

Enter your Username and Password and click the Login button

nie Mae Enterprise Portal

Ginnie Mae will assign usernames to the first two Security Officers.
These Security Officers will create all other usernames for your company.
Upon your first successful log in, you will be required to answer various
security questions.

At that point, you will be required to change your password.

This information has been prepared for intel iscussion purposes only and is not
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Obtaining Support for GMEP User Accounts

Locked out? Need a password reset?
Step 1: Contact GMEP Security Officer at your organization.

Step 2: If you don’t know who that person is or if the security officer is locked out of
the system, contact the Ginnie Mae Help Desk by calling (800) 234-4662,
Option 1.

Alternatively, send an email to ginniemae@bankofny.com with the subject
line “Portal Registration”

This information has been prepared for internal Government National Mortgage Association {Ginnie Mae| y discussion purposes only and is not
releasable L r the Freedom of Information Act (5 U 8.C. S 55
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Logging on to GMEP and Accessing RFS

Click on RFS

3 = % Help | Logout | ContactUs
'MGinme Mae Enterprise Portal
G -

Welcome To G News

Weicome Ms. Jenny Larsen (_jlarsen2) The GMEP for ssuer Testing is availadle from 8am-8pm EST Monday - Friday

Organization: User Accounts.

Mortgage Backed Securty issuer (0031446, 1 you need a new user account,or fyou are having troudle with your existing user account (e.. problems logging in, re¥ieving a lost password, account is locked. etc.), please contact the GEP Securty
Offcer at your company

Issuer(s):
GMEP Security Officers.
fy0u 3re 3 designated GUEP Securty Officer and you are having Gificulies administering user Accounts for your company, please callthe Ginnie Ma Help Desk 31 800-234-GNMA (4662) option 1

File Upload via Secure FTP (sFTP)
Ifyou are submiting RFS tost data by uploading data Sles wa SFTP and you are hawng dificullies with that process, please contact Wads Gayle at (212) 815-2410 or please call the Ginnie Mae Help
Desk at 800-234-GNMA (4662) option 1.

File Upload via Web (HTTPS)
1fyou are submifing RFS issuer test data by uploading data fles through the on line web applicaon and you are hawng Giiculties with that process, please contact Steve Audi at (301) 721-5927

Manual Data Entry

fyou are submiting RFS issue test Gata by entering ata using te on line web applicaon and you are having dificules with 113t process, phease contact Steve Audi a1 (301) 721-8927

RES Training Materials
The RFS training materials are avakable on the Ginnia Mas website at s

General Comments and Questions
1you have general comments andior questions please submit hem 1o the RFS Help Desk at

Freantion and Functional Arknnudednemant Noumioad

PRIVACY POLICY. GinniE MAE: GOVERNMENT GUARANTEED

“This information has been prepared for internal Government National Morigage Association (Ginnie Mae) Agency discussion purposes only and is not
releasable under the Freedom of information Act (5 U.S.C. S 552(b)).

1. Once logged into the GMEP, click on the RFS link in the GMEP menu bar.
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Accessing SCRA

Click on Servicemembers Civil Relief Act (SCRA)

. 2 o Help | Logout | Contact Us
“ead Ginnie Mae Enterprise Portal

Welcome To Gin Except

Welcome Mrs. Knist " o F Issuer Testing is avallable from 8am-8pm EST Monday - Friday

Organizabon: F 50g - Mulee ts

(00314464) 2 A = new user account, of if you are having trouble with your existing user account (e.g. problems
- 2 — rieving 3 lost password, account is locked, eic ), please contact the GMEP Secunity Officer at

Issuer(s): ericememd Wil Relief Act (SCRA}/

ty Officers
15ionated GMEP Secunty Officer and you are havwing Gficuities administenng user accounts for
/. please call the Ginnie Mae Help Desk at 800-234-GNMA (4662) option 1

File Upload via Secure FTP (sFTP)

I you are submitting RF S issuer test data by uploading data fles via sFTP and you are having dfficulbes
Wwith that process, please contact Wade Gayle at (212) 815-2410 or please call the Ginnie Mae Help Desk at
800-234-GNMA (4662) option 1

File Upload via Web (HTTPS)
If you are submitting RF S issuer test data by uploading data files through the on line web application and
you are having dificultes with that process, please contact Steve Audi at (301) 721-5927

Manual Data Entry

This information has been prepared for internal Government National Mortgage Association (Ginnie Mae) Agency discussion purposes only and is not
releasable under the Freedom of information Act (5 U.S.C. S 552(b)).

2. Select Servicemembers Civil Relief Act (SCRA) link from the RFS menu
dropdown list

19



SCRA Homepage

Help | Logout | Contact Us

MGlnnie Mae Enterprise Portal
My Profile - File Upload

Servicemember's Civil Relief Act (SCRA)

« Eligibility Processing © Reimbursement Processing
« Summary + Summary
Eligibility Form + Reimbursement Form
New Eligibility List + New Reimbursement Lis!
Pending Eligibility List « Pending Reimbursement L

Denied Eligibility List « Denied Reimbursement List

I ligibility List - rove imbursement Lis!

< E-Library © Other Information

 Archived Eligibility List * View issuer information

» Archived Reimbursement List = Loan Kev Lookup

» Bulk Archive « View/Updale SCRA Contact
« ConfactUs

This information has been prepared for internal Government National Mortgage Associa
releasable under the Freedom of Information Ac

3. Once logged in, the SCRA homepage will display.



Getting Help

« From anywhere in the SCRA system, the User can click on the Help link located
at the top right portion of the screen.

« The User Guide is accessible from the SCRA menu along the top of the screen.

« If you have any questions about SCRA, RFS, or the GMEP, please contact your
GMEP Security Officer.

X - - . Logout | ContactUs
5@ Ginnie Mae Enterprise Portal [ Heb |

Home My Profile _ File Upload

Servicemember's Civil Relief Act (SCRA)

(==

This information has been prepared for internal Govern it National age Association (Ginnie M scussion purposes only and is not
releasable under the Freedol formation Act (5 U 8.C.

21



SCRA Homepage

b Elgibility Processing
* Summary
« Eligibilty Form
o ew Enoibilty Liss
« Pending Exgibilty List
o Denied Eligivity List
« &ootoved Elicibiliy Liss

b E-Library

« Archived ENoibiity List
* Achived Reimbursement List

©Reimbursement Processing

 Other Information

 Viewissyer information
* LoanKeyLookuo

« BulkArchive « Viewlpdate SCRA Contad
* ContadUs

«Important Submission Schedule

fy and are due by the 10th of May, August

August, Novembe

e moved to the appropriate list immediately after

This information has been prepared for internal Government National Mortgage Association (Ginnie Mae) Agency discussion purposes only and is not

releasable under the Freedom of Information Act (5 U.S.C. S 552(b)) &

This is the SCRA Home page for the SCRA Module

All screens are accessible by using one of the two menu systems: the
tabbed menu at the top of the screen or the table-style menu
characterized by pale blue headings above active links.

Some pages which are accessible using one menu may not be accessible
using the other menu.



Q & A Session

10 Minute Limit

23



Eligibility Processing

LESSON 4
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Eligibility Processing

SCRA Eligibility processing provides the Issuer functionality to create and update
SCRA Eligibility information using the SCRA Loan Eligibility Information form.
Eligibility lists may be used to locate particular eligibility records in order to
submit, delete or update those records.

You can also use the approved, denied, and pending lists to download files
containing the eligibility information contained on the corresponding list screen.

This information has been prepared for intern National Mortgage Ass ( M ssion purposes only and is not
relea: Freedom of Informatiof
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Eligibility Summary

Issuer ID:

Eligibility Summary

I
[Fepeed ] 10

Archived

lew

This information has been prepared for intert
refe:

. The Eligibility Summary screen displays the totals of all eligibility requests
for the entered Issuer number by status. The screen also displays the
number of eligibility requests which have errors for each status.

. Click the Eligibility tab on the SCRA Menu. The Eligibility Summary
screen is the default screen that is displayed. The screen displays the
summary of all eligibilities by status. The Eligibility Summary screen is
also displayed by clicking Summary under the Eligibility Processing
section of the SCRA Home page.

. If you are authorized to view data for more than one ‘Issuer ID’, you may
choose an ‘Issuer ID’ from the drop-down list by clicking the down arrow
on the right side of the box.

. The Eligibility Summary also contains links to all the Eligibility Lists for the
selected ‘Issuer ID’. The following eligibility list screens may be accessed
by clicking the corresponding ‘Status’:

1. Approved Eligibility List screen, click “Approved”
Archived Eligibility List screen, click “Archived”
Denied Eligibility List screen, click “Denied”
New Eligibility List screen, click “New”

Pending Eligibility List screen, click “Pending”.

ok wnN
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Eligibility Form

» Use the Eligibility Form screen to view an existing eligibility request or create a
new eligibility request in RFS for your Issuer number.

“This information has been prepared for internal Government National Mortgage Association (Ginnie Mae) Agency discussion purposes only and is not 27
releasable under the Freedom of Information Act (5 U.S.C. S 552(b)).

To create a new SCRA Eligibility request:

1.
2.

3.

10.

11.

Click Eligibility > Form on the SCRA Menu to display a blank Eligibility Form

The Eligibility Form screen is also displayed by clicking the Eligibility Form link under
the Eligibility Processing section of the SCRA Home page.

Fields, buttons and links on the Eligibility Form are described in the SCRA user guide

Select the ‘Issuer ID’ from the drop-down list. The drop-down list will contain the ‘Issuer
IDs’ belonging to Issuers assigned to your organization.

Enter the ‘Loan Key’ of the loan you wish to access in the ‘Loan Key’ text box.

You may enter the ‘Duty Start’ in the ‘Duty Start’ text box, or leave it blank. If you enter
a date (format: mm/dd/yyyy), the ‘Active Federal Duty Start Date’ will be pre-populated
(and still editable) with the date you entered. Otherwise, you will enter the date on the

Form.

Click the ‘GO’ button

If there is an eligibility record in the database with the same ‘Loan Key’ and ‘Duty Start’,
the data will be displayed, at which time you can edit the information (see section 4.2.2
within the SCRA User Guide for instructions).

Pursuant to APM 02-25, eligibility requests may be submitted regardless of military
effort. However, the ‘Military Effort’ field is still a required value. Many Issuers track
their requests by military effort.

Note: The “All Other Efforts” and “Enduring Freedom” military efforts may only be used
when the active duty start date is September 11, 2001, or later. This is in accordance
with APM 02-25.

When data is entered in certain fields, such as ‘Active Federal Duty Start Date’, error
checking is performed when the data is entered. If there is an error detected, the
Current Exceptions screen is displayed at the top of the Eligibility Form.

27



New Eligibility List

« The New Eligibility List screen allows you to view all new eligibility request
records for your Issuer number.

IssueriD: Loan Key:

1111 v”

Submit All Submit Delete Download

New Eligibility List

Page 10f1
Loan Key Case Number Pool ID Loan Number Duty Start id Orders Received Select
100011111 111222333444555 654321 3333366666 01/01/2008 01032010 I

Submit All Submil Delete Download

This information has been prepared for internal G ent National Mortgage Association (Ginnie N cy discussion purposes only and is not
e Freedom of Information Act(5USC S

To view the New Eligibility List screen:

1. Click Eligibility > New List on the SCRA Menu. The New Eligibility List
screen is also displayed by clicking the New Eligibility List link under the
Eligibility Processing section of the SCRA Home page.

2. Select the ‘Issuer ID’ from the drop-down list. The drop-down list will
contain the ‘Issuer IDs’ belonging to Issuers assigned to your
organization.

3. Enter the ‘Loan Key’ of the loan you wish to access in the ‘Loan Key’ text
box. Click GO.

4. Click any underlined column heading to sort the data in ascending or
descending order by that field.

28



Submitting a New Eligibility Request

Issuers must submit new eligibility requests for approval by the SCRA
Administrator.

Once the Eligibility Form is electronically submitted through SCRA, the Issuer
must download an SCRA Loan Eligibility Information PDF form. The Issuer must
also print, sign, and mail the form to the SCRA Administrator.

In RFS SCRA, the Eligibility record is then moved to the Pending Eligibility List to
await approval. Upon successful submission of a new eligibility request, RFS
SCRA automatically generates and sends an E-mail to the SCRA Administrator.

IssueriD: Loan Key

1111 T"

Microsoft Internet Explorer ed) Submit All Submit Delete Download

New Eligibility List \_?/ Are you sure you want to submit eligibiities?

Page 10f1
Loan Key Case Number Paool ID Orders Received Select

100011111 111222333444555 654321 3535306566 TRTZ00s  UTeaZ0T0

Submit Al Submit Delete Download

This information has been prepared for internal Government National Mortgage Association {Ginnie Mae) Agency discussion purposes only and is not

releasable under the Freedom of Information Act (5 U.S.C. S 552(b)) 21

From the New Eligibility List screen

1.

Place a checkmark in the ‘Select’ checkbox of the record(s) to submit.
Click Submit.

A message will be displayed asking if you are sure you want to submit the
selected eligibilities

Click OK to submit selected eligibilities, or CANCEL to cancel the request
to submit.

29



Downloading a File

Once an Eligibility is submitted, the Download File screen is displayed.

To submit an Eligibility Form, the Issuer must download an SCRA Loan Eligibility
Information form (PDF), print the form, and send it to the SCRA Administrator.

ISSUER ABC

I D: loadFil: I Back to Previous Page

Right click on the FiledownLoad link and click on Save Target As to download the file

“This information has been prepared for internal Government National Morigage Association (Ginnie Mae) Agency discussion purposes only and is not 30
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1. The Download File screen is displayed when an SCRA User or SCRA
Administrator submits a “New” or “Edited” eligibility. It is also displayed
when a User clicks the Download link on one of the following List screens:

1. Pending Eligibility List

2. Denied Eligibility List

3. Approved Eligibility List

4. Approved Reimbursement List
5. Pending Reimbursement List

2. Right click on the DownloadFile link. Select the desired
downloading/viewing option from the window that is displayed.

3. Change the File Name to a name that easily identifies the file. (e.g
ELIG.1234.1234) before saving it to your computer

30



Sample Downloaded File

* SCRA Loan Eligibility Information Form for a New Eligibility Request

U'S DEPARTMENT OF HOUSING
GOVERNMENT NATIONAL M

SCRA LOAN ELIGIBILITY INFORMA

This information has been prepared for internal Government National Mortgage Association { =ncy discussion purposes only and is not

releasabl der the Freedom of Information Ac usc s 3

1. This screenshot represents a download created when a User submits a
new eligibility request.

2. Page 2 of the PDF (not shown) contains loan information
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Pending Eligibility List

+ The Pending Eligibility List screen allows you to view all pending eligibility
requests for your Issuer number.

IssueriD: Loan Key

1 v |

Ready For Submit Delete Download
Pending Eligibility List
Pool ID Loan Number Duty Start Duty End Orders Received  Submit Date

100011111 111222333444555 654321 3333366666 01/01/2008  01/03/2010 08/13/2009 Edited
100010000  123456789123456 444445 1212121212 01/01/2009 04/01/2009 03/01/2009 08/17/2009 Pending Approval

Ready For Submit Pelete Download

“This information has been prepared for internal Government National Mortgage Association (Ginnie Mae) Agency discussion purposes only and is not
releasable under the Freedom of Information Act (5 U.S.C. S 552(b)).

To view the Pending Eligibility List screen:

1.

Click Eligibility > Pending List on the SCRA Menu. The Pending Eligibility List
screen is also displayed by clicking the Pending Eligibility List link under the
Eligibility Processing section of the SCRA Home page.

Select the ‘Issuer ID’ from the drop-down list. The drop-down list will contain the
‘Issuer IDs’ belonging to Issuers assigned to your organization. The system will
display the list of pending eligibilities for the Issuer ID selected.

You may enter the ‘Loan Key’ of the loan you wish to access in the ‘Loan Key’
text box. You must click GO to display the resulting pending eligibility.

The ‘Status’ field on the Pending Eligibility List allows you to monitor the
progress of the pending eligibility. When the field value is set to “Pending
Eligibility”, that record has received one of the two required approvals from an
SCRA Administrator.

From this list you may select eligibility records with the “Edited” status to move
to the Corrected Eligibilities List. Place a checkmark in the ‘Select’ checkbox,
and then click Ready For Submit. The Corrected Eligibilities List is displayed.
From that screen you may submit the eligibility. We will talk more about this in
later slides.

Click an individual ‘Loan Key’ number to view the Eligibility Form for that loan.
Click any underlined column heading to sort the data by that category.
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Denied Eligibility List

* The Denied Eligibility List screen allows you to view all denied eligibility requests
for your Issuer number.

Ready For Submit Delete Download

Denied Eligibility List

Page 1of 1
oanKey Case Number PoolID Loan Number Duty Stat DutyEnd  OrdersReceived  SubmitDate  Status Select
123456780123456 ss431 1231231231 0200272003 030372003  05/05/2009 08/10/2008 o

Ready For Submit Delete Download

This information has been prepared for internal G rnment National Mortgage Association {Ginnie I ncy discussion purposes only and is not

“ 33
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To view the Denied Eligibility List screen:

1.

Click Eligibility > Denied List on the SCRA menu to display the Denied
Eligibility List. The Denied Eligibility List screen is also displayed by
clicking the Denied Eligibility List link under the Eligibility Processing
section of the SCRA Home page.

Select the ‘Issuer ID’ from the drop-down list. The drop-down list will
contain the ‘Issuer IDs’ belonging to Issuers assigned to your
organization. The system displays the list of pending eligibilities for the
Issuer ID selected.

You may enter the ‘Loan Key’ of the loan you wish to access in the ‘Loan
Key’ text box. You must click GO to display the resulting pending
eligibility.

Click an individual ‘Loan Key’ number to view the Eligibility Form for that
loan.

Click any underlined column heading to sort the data by that category.
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Corrected Eligibility List

» SCRA Users who make a change to a pending or denied eligibility record are
required to resubmit the eligibility request.

IssuerID: Loan Key
1M v GO!

Submit All Submit
Corrected Eligibility List
(This listincludes all pending and denial records you have changed and saved.)
Page 10f1
Loan Key  Case Number PoolID Loan Number  Duty Stat DutyEnd  Orders Received SubmitDate  From  Select

1122233344555 654321 1231231231 10012001 10202005  08126/2009 081372009

101101111 123456789123456 444445 1212121212 02102/2003  03/0322003  05/05/2009 0872612009 Denied [

Submit Al

This information has been prepared for internal Government National Mortgage Association (Ginnie Mae) Agency discussion purposes only and is not
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To submit a corrected eligibility:

1. Access the Eligibility Form by clicking an individual Loan Key value from either
the Pending Eligibility List (Slide 32) or the Denied Eligibility List (Slide 33).

2. Make the necessary corrections. Click SAVE to save the correction. A pop-up
window will be displayed acknowledging that the data was updated. Click OK.

3. Navigate back to the eligibility list from which the modified Eligibility Form
originated. Place a checkmark in the ‘Select’ column near the edited eligibility.
Click Ready For Submit. The Corrected Eligibility List screen is displayed
(Current Slide).

4. Place a checkmark in the ‘Select’ checkbox for the corrected eligibilities that are
ready to be submitted. Click Submit. A dialog box will display asking for
confirmation. Click OK to submit the selected eligibilities, or CANCEL to cancel
the request to submit.

5. To submit all the eligibilities in the Corrected Eligibility List, click Submit All. A
dialog box will display asking for confirmation. Click OK to submit all eligibilities,
or CANCEL to cancel the request to submit.

6. When a corrected eligibility is submitted, the Download File screen is displayed.
See slide 30 for instructions on downloading the SCRA Loan Eligibility
Information statement PDF file. You should print the PDF file, review the
corrections, sign it, and send it to your SCRA Administrator, along with a copy of
the borrower’s Military Orders.
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Approved Eligibility List

« The Approved Eligibility List screen allows you to view all approved eligibility
requests for your Issuer number.
This screen allows the SCRA User to access the approved Eligibility Form to
change the ‘Adjusted Duty End Date’, create a reimbursement request, and
archive approved eligibilities.

The SCRA Administrator must approve an edited ‘Adjusted Duty End Date’.

This information has been prepared for internal Government National Mortgage Association {Ginnie K ncy discussion purposes only and is not
releasable under the Freedom of Information Act (5US.C. S

To view the Approved Eligibility List:

1.

Click Eligibility > Approved List on the SCRA Menu to display the
Approved Eligibility List. The Approved Eligibility List screen is also
displayed by clicking the Approved Eligibility List link under the Eligibility
Processing section of the SCRA Home page.

Select the ‘Issuer ID’ from the drop-down list. The drop-down list will
contain the ‘Issuer IDs’ belonging to Issuers assigned to your
organization. RFS SCRA displays the list of approved eligibilities for the
Issuer ID selected (Current Slide).

You may enter the ‘Loan Key’ of the loan you wish to access in the ‘Loan
Key’ text box. You must click GO to display the resulting approved
eligibility.

Click an individual ‘Loan Key’ number to view the Eligibility Form from for
that loan. The ‘Adjusted Duty End Date’ may be edited on an Approved
Eligibility Form

Click any underlined column heading to sort the data by that category.

An Eligibility record may be expanded by clicking the icon to show the All
Reimbursements Paid information. To collapse the All Reimbursements
Paid information, click the icon.
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Adjusting Duty End Date

If the borrower’s expected duty end date from military service is extended, it is
possible for an SCRA User to create and submit a modification to the duty end
date of an approved eligibility record.

The duty end date may also be shortened due to early deactivation.

Approved Eligibility List

Approved
Eligibility List

er Duty Start Duty End O

12000 01/1572004 010172005

U.S. Military Reserve/National Guard Information
Military Effort

Actve Federal Duty Start Date: Expectad Release Date

Eligibility Form Adjusted Duty End Date

Date of Request for Refiet Military Orders Verified

This information has been prepared for internal Government National Mortgage Association {

releasabl der the Freedom of Information Ac usc s 0

To extend or shorten the duty end date on an approved eligibility:

1.
2.

Open the Approved Eligibility List (see instructions from previous slide).

Click on the ‘Loan Key’ of the record to be edited. The Eligibility Form is
displayed for the record (see slide 27 for an example of the Eligibility
Form).

Enter the new duty end date in the ‘Adjusted Duty End Date’ field.
Click Save.

36



Adjusting Duty End Date (continued)

* The Download File screen will be displayed after you click “save”.

ISSUER ABG

[ Cswmisadrile | Bock ta Previous Fage

Right click on the FiledownLoad link and click on Save Targel As to download the file

« Follow instructions to download, print, sign, and send the signed SCRA Loan
Eligibility Information form to your SCRA Administrator.

» Attach a copy of the borrower’s military orders for SCRA Administrator approval.

This information has been prepared for internal Govern it National age Association (Ginnie M scussion purposes only and is not
releasable under the Freedol formation Act (5 U 8.C.

37



Archiving an Approved Eligibility

Approved eligibility loans can be archived so that they no longer appear on the
Approved Eligibility List.

Loans may be archived, after all the possible reimbursements have been paid, to
shorten the list.

Records can be archived individually or you can use the Bulk Archive option to
automatically archive all completely reimbursed loans on the Approved Eligibility
List.

Approved Eligibility List

Page 10f1
Approved
o lga e = oan Key Case Number Pool ID Loan Number Duty Start Duty End Orders v ubmit Date Adjusted Duty End
Eligibility List

010172009 03022009
3456789123456 999988 1234567891 01/01/2000 01152004 010172005 081372009

Eligibility Form

Eligibility Form Status Approved

This information has been prepared for internal Government National Mortgage Asso ( ¢ discussion purposes only and is not 38
releasable under the Freedom of Informatio SC s

Open the Approved Eligibility List

Click an individual ‘Loan Key’ to view the Eligibility Form. Eligibility forms
with an “approved” status have the Archive link available.

Click Archive to archive the individual record.



Q & A Session

10 Minute Limit
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Reimbursement Processing

LESSON 5
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Reimbursement Summary

« The Reimbursement Summary screen allows you to view the totals of all
reimbursement requests for your Issuer number by status. The number of
requests with errors is also shown for each status.

IssuerID: Loan Key
1111 v GO|

Reimbursement Summary

EZN N I T

ved 6
Archived 9

Denied

This information has been prepared for internal G rnment National Mortgage Association {Ginnie I ncy discussion purposes only and is not

“ 41
releasal nder the Freedom of Information Act (5 U S.C §

To review the summary of all reimbursements by status, click the
Reimbursement tab on the SCRA Menu. The Reimbursement Summary
page is the default screen that is displayed . The Reimbursement
Summary screen may also be accessed directly from the SCRA Home
screen by clicking the Reimbursement Summary link under the
Reimbursement Processing section.

If you are authorized to view data for more than one Issuer ID, choose an
‘Issuer ID’ from the drop-down list by clicking the down arrow on the right
side of the box.

The Reimbursement Summary also contains links to all the
Reimbursement Lists for your Issuer ID:

Approved Reimbursement List screen, click Approved
Archived Reimbursement List screen, click Archived
Denied Reimbursement List screen, click Denied
New Reimbursement List screen, click New

Pending Reimbursement List screen, click Pending.
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Reimbursement Form

* Use the Reimbursement Form screen to view an existing reimbursement request
or enter a new reimbursement request into RFS for your Issuer number.

+ Reimbursement request records can be created only for approved eligibility
records.

This information has been prepared for internal Government National Mortgage Associal ¢ discussion purposes only and is not
releasable under the Freedom of Information A
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Creating a New Reimbursement Record

Approved Eligibility List

Approved .
TR T : Loan Key Case Number Pool ID Loan Number Duty Start Duty End Orders Received SubmitDate Adjusted DutyEnd -
Eligibility List ¥

® 808 111222333444555 010101 6666444111 010122009 03022009 0811012009

456789123456 099988 1234567891 0110122000 01/1572004 01/01/2005 08/13/2009

Reimbursement
Form

“This information has been prepared for internal Government National Morigage Association (Ginnie Mae) Agency discussion purposes only and is not 43
releasable under the Freedom of information Act (5 U.S.C. S 552(b)).

To create a new reimbursement request for an approved eligibility:

1.

From the Approved Eligibility List, click the Create link to display a
Reimbursement Form.

The Issuer ID and Loan Key search fields are pre-populated. You must
enter the ‘Collect Date’. The ‘Collect Date’ should always be the first day
of the month. Click GO.

SCRA General Information is pre-populated with data from the Eligibility
record. SCRA Quarterly Reimbursement Request Information contains
editable fields for entering the reimbursement request data. Enter the
required data (see Table 11 within the SCRA User Guide for a definition of
fields) then click Save.

Upon successful saving of the reimbursement request, RFS SCRA
displays a confirmation message “Data Updated”

Click OK
The reimbursement record is moved to the New Reimbursement List
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Viewing a Reimbursement Record

IssuerID: Loan Key Collect Date:

1111 v||10220.uu JImmiddryyyy I

Save Rese!
Reimbursement Form Reimbursement Status Entering

I SCRA General Information I SCRA Quarterly Reimbursement Request Information

Loan Key. 102204444 Quarter Ending. 2009

Case Number. 000111222333444 Note Rate (%)
PooD: T Due Date Of Collection
Received
Military Effort Bosnia led P i Appiied b
Y Scheduled Principal Appliedto oo

Loan:
Active Federal Duty Start 3
Date 01012000 Additional Principal Applied to
Loan:

o
Remaining Principal Balance of - =

SCRA Contact Unknown Loan

0.00

Expected Release Date: 0111512004

Amount of interest Due at Note 3
SCRA Contact Phone 3125
Unknown Rate

Interest Collected Per SCRA 25.00
Total P tR P&l
‘otal Payment Received (P & o ]

Only)

Amount Eligible F
ount Eligible For ,6257

Reimbursement

Number.

“This information has been prepared for internal Government National Mortgage Association (Ginnie Mae) Agency discussion purposes only and is not 44
releasable under the Freedom of Information Act (5 U.S.C. S 552(b)).

Click the Reimbursement tab on the SCRA Menu.
Click the Form sub tab to display a blank Reimbursement Form

The Reimbursement Form is also displayed by clicking the
Reimbursement Form link under the Reimbursement Processing section
of the SCRA Home page.

If you are authorized to view data for more than one Issuer ID, choose an
‘Issuer ID’ from the drop-down list by clicking the down arrow on the right
side of the box.

Enter the Loan Key of the loan you wish to access into the ‘Loan Key’ text
box and click GO.

Enter the Collect Date of the reimbursement you wish to view in the
‘Collect Date’ text box and click GO.

If a ‘Collect Date’ is not entered, all reimbursements associated with that
‘Issuer ID’/’Loan Key’ combination will be retrieved.

The reimbursement record with the earliest Collect Date will be displayed
(Screen Displayed).

You may scroll through the resulting reimbursements using the side arrow
icons within the Reimbursement From icons.
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New Reimbursement List

* The New Reimbursement List screen allows you to view all new reimbursement
records for your Issuer number.

IssueriD: Loan Key:

[1111 ||

Submit All Submit Delete Download
New Reimbursement List

Page 10of 1
Loan Key Case Number PoollD  Loan Number Duty Start Duty End Collection Date

109903333 789789789789789 100001 0001144444 010172000 01/15/2004 02/01/2000 r

Submit All Submit Delete Download

This information has been prepared for internal G rnment National Mortgage Association {Ginnie I ncy discussion purposes only and is not 45
releasal nder the Freedom of Information Act (5 U S.C §

To view the New Reimbursement List:

1.

Click Reimbursement > New List on the SCRA Menu to view the New
Reimbursement List screen. The New Reimbursement List screen is also
displayed by clicking the New Reimbursement List link under the
Reimbursement Processing section of the SCRA Home page.

Select the ‘Issuer ID’ from the drop-down list. The drop-down list will
contain the ‘Issuer IDs’ belonging to Issuers assigned to your
organization. Clicking GO retrieves the list of New Reimbursements for
the selected Issuer.

‘Loan Key’ is an optional field. Entering a ‘Loan Key’ retrieves all the new
reimbursements associated with that loan for the entered ‘Issuer ID’

Click an individual ‘Loan Key’ number to view the Reimbursement Form
for that loan.

Click any underlined column heading to sort the data by that category.

45



Submitting a New Reimbursement Request

Issuers must submit new reimbursement requests for approval by the SCRA
Administrator.

The system only allows the SCRA User to submit reimbursement requests
during the quarterly reimbursement months of February, May, August and
November.

If an SCRA User attempts to submit a reimbursement request in a month other
than one of the quarterly reimbursement months, RFS SCRA will display an error
message informing the User that submission is not allowed.

When the reimbursement request is successfully submitted by an Issuer, an E-
mail is generated by RFS SCRA and sent to the SCRA Administrator.

Submit &l Submil Delete Download

Poal ID Laan Number Duty Start Duty End
100001 0001144424 0110122000 01152004

This information has been prepared for internal Government National Mortgage Association (Ginmie h

“ 46
releasable under the Freedom of Information Act (5US.C. S

From the New Reimbursement List screen:

1. Place a checkmark in the ‘Select’ checkbox of the record(s) to submit.
Click SUBMIT.

2. A message will be displayed asking if you are sure you want to submit the
selected reimbursements.

3. Click OK to submit selected reimbursements, or CANCEL to cancel the
request to submit.

4. Alternatively, to submit all of the reimbursements in the New
Reimbursement List, click Submit All.

5. Adialog box will display asking for confirmation.

6. Click OK to submit all reimbursements, or CANCEL to cancel the request
to submit.

7. The Download File screen is displayed. See Slide 30 for instructions on
downloading the SCRA Quarterly Reimbursement Request form. You
should review, print, sign, and mail the form to your SCRA Administrator.
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Pending Reimbursement List

* The Pending Reimbursement List screen allows you to view all pending
reimbursement records for your Issuer number.

This screen also allows the User to delete selected reimbursement records. This
action may not be undone.
The Pending Reimbursement List may be downloaded to a file for your records.

IssueriD: Loan Key:

!111 v“ | 1GOo|

Delete Download
Pending Reimbursement List
Page 10f1
Loan Key Case Number Paol ID Loan Number Duty Start Duty End Collection Date Select
m 789789789789789 0001144444 01/01/2000 011512004 02/01/2000
101122222 254325432543111 1M11111222 01/01/2009 03/28/2009 01/02/2009

Delete Download

This information has been prepared for internal Government National Mortgage Association {Ginnie K cy discussion purposes only and is not

releasabl der the Freedom of Information Act (5 US.C S a7

To view the Pending Reimbursement List:

1.

Click Reimbursement > Pending List on the SCRA Menu. The Pending
Reimbursement List screen is also displayed by clicking the Pending
Reimbursement List link under the Reimbursement Processing section of
the SCRA Home page.

Select the ‘Issuer ID’ from the drop-down list. The drop-down list will
contain the ‘Issuer IDs’ belonging to Issuers assigned to your
organization. Clicking GO retrieves the list of Pending Reimbursements
for the selected Issuer.

‘Loan Key’ is an optional field. Entering a ‘Loan Key’ retrieves all the
Pending Reimbursements associated with that loan for the entered ‘Issuer
ID

Click an individual ‘Loan Key’ number to view the Reimbursement Form
for that loan.

Click any underlined column heading to sort the data by that category.
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Denied Reimbursement List

* The Denied Reimbursement List screen allows you to view all denied
reimbursement requests for your Issuer number.

IssueriD. Loan Key

| — 5

elete Download
Denied Reimbursement List
Page1of1
Loan Key Case Number Pool ID Loan Number Duty Start Duty End Collection Date Select
789789789789789 100001 0001144444 0110172000 017152004 0210172000

This information has been prepared for internal G rnment National Mortgage Association {Ginnie I ncy discussion purposes only and is not

“ 48
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To view the Denied Reimbursement List:

1.

Click Reimbursement > Denied List on the SCRA Menu. The Denied
Reimbursement List screen is also displayed by clicking the Denied
Reimbursement List link under the Reimbursement Processing section of
the SCRA Home page.

Select the ‘Issuer ID’ from the drop-down list. The drop-down list will
contain the ‘Issuer IDs’ belonging to Issuers assigned to your
organization. Clicking GO retrieves the list of denied Reimbursements
for the selected Issuer.

‘Loan Key’ is an optional field. Entering a ‘Loan Key’ retrieves all the
denied Reimbursements associated with that loan for the entered ‘Issuer
ID'.

Click an individual ‘Loan Key’ number to view the Reimbursement Form
for that loan.

Click any underlined column heading to sort the data by that category.
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Approved Reimbursement List

« The Approved Reimbursement List screen allows you to view all approved
reimbursement requests for your Issuer number.

« The Approved Reimbursement List may be downloaded to a file for your records.

IssuerlD: Loan Key

 REREEEE (] Jcol

Download
Approved Reimbursement List
Page 10f1
Loan Kev
009999666688888 33777 1110044444 01/01/2009 03/02/2009 01/10/2009
102200002 001111666622222 888555 9990033333 01/01/2009 03/02/2009 02/10/2009
101100002 009999666622222 111555 1110033333 01/01/2009 04/01/2009 01/10/2009

This information has been prepared for internal G rnment National Mortgage Association {Ginnie I ncy discussion purposes only and is not 49
releasal nder the Freedom of Information Act (5 U S.C §

To view the Approved Reimbursement List:

1.

Click the Reimbursement tab on the SCRA Menu. Click the Approved List
tab. The Approved Reimbursement List screen is also displayed by
clicking the Approved Reimbursement List link under the Reimbursement
Processing section of the SCRA Home page.

Select the ‘Issuer ID’ from the drop-down list. The drop-down list will
contain the ‘Issuer IDs’ belonging to Issuers assigned to your
organization. Clicking GO retrieves the list of approved Reimbursements
for the selected Issuer.

‘Loan Key’ is an optional field. Entering a ‘Loan Key’ retrieves all the
approved Reimbursements associated with that loan for the entered
‘Issuer ID’.

Click an individual ‘Loan Key’ number to view the Reimbursement Form
from for that loan.

Click any underlined column heading to sort the data by that category.
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Q & A Session

10 Minute Limit
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E-Library

LESSON 6
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E-Library

» The functionality provided by the E-Library helps to maintain concise
lists, showing the Issuer only records that require additional work

— lIssuers will have the ability to archive eligibilities as well as delete
pending eligibility requests
— Archived eligibilities will no longer be eligible for reimbursement.
— Archived eligibilities will be removed from the Issuer’s list of
eligibilities but not deleted from the system.
» These functionalities help to maintain concise lists, showing the Issuer
only records that require additional work.

This information has been prepared for internal Government National Mortgage Association { =ncy discussion purposes only and is not
releasabl der the Freedom of Information Ac usc s
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Archived Eligibility List

« The Archived Eligibility List screen allows you to view all archived eligibility
requests for your Issuer number.

Issuer ID. Loan Key.

|1111 ~IIL

Archived Eligibility List

Pool | oan Number  Duty Start DutyEnd  Orders Received Submit Date

+[102209998 ] 000223323232322 311111 0000222222 0412212009
+ 102202222 0041441414141 323232 0000111122 00122000 06012000 0472212009
= 100007777  000084842222222 711111 0005432111  OQW0112005 01/3122005 0410612000

Reactivate

This information has been prepared for internal G rnment National Mortgage Association {Ginnie I ncy discussion purposes only and is not
releasal nder the Freedom of Information Act (5 U S.C §

To view the Archived Eligibility List:

1.

Click E-Library > Archived Eligibility List on the SCRA Menu to view the
Archived Eligibility List screen. The Archived Eligibility List screen is also
displayed by clicking the Archived Eligibility List link under the E-Library
section of the SCRA Home page.

Select the ‘Issuer ID’ from the drop-down list. The drop-down list will
contain the ‘Issuer IDs’ belonging to Issuers assigned to your
organization. Clicking GO retrieves the list of Archived Eligibilities for the
selected Issuer

‘Loan Key’ is an optional field. Entering a ‘Loan Key’ retrieves the
Archived Eligibility associated with that loan for the entered ‘Issuer ID’.

Click an individual ‘Loan Key’ number to view the Eligibility Form for that
loan.

Click any underlined column heading to sort the data by that category.
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Reactivating an Archived Eligibility

« SCRA Users are allowed to view the detailed history of the loan during the
borrower's military service.

« The eligibility and all associated reimbursements may be reactivated and moved
to the Approved Lists for additional processing.

Issuer ID: Loan Key.

11 - |col

Reaclivate

Archived Eligibility List

) Microsoft Internet Explorer [5) el o

Reim.

Loan Ke: Case Number h W eceived Submit Date Reactivate
Loanfiey Lase Number St e _} E5gbity Has Been Reactvated |SAdbldY upmit Date T

[ =
000414414141411 323232 00001'vrrzz o ToToT 04/22/2009
000084842222222 711111 0005432111 04/06/2009

C
000223323232322 311111 00002 0412212009 3 D

4 »

2 r

This information has been prepared for internal Government National Mortgage Association {Ginnie K cy discussion purposes only and is not 54
releasabl der the Freedom of Information Act (5 US.C S

To reactivate an archived eligibility and the associated reimbursements:

1.
2.

Open the Archived Eligibilities List from the E-Library tab

Click the checkbox in the Reactivate column for the eligibility you would
like to reactivate.

Click the Reactivate link. A confirmation dialog will be displayed asking
you if you want to reactivate the selected eligibilities. Click OK.

A dialog box displays confirming the reactivation. Click OK

The eligibility and reimbursement records may now be accessed on the
Approved Eligibility List and the Approved Reimbursement List.
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Archived Reimbursement List

* The Archived Reimbursement List screen allows you to view all archived
reimbursement records for your Issuer number.

IssuerID: Loan Key:

e I T

Archived Reimbursement List

Page10f1
Case Number Pool ID Loan Number Collection Date
000223323232322 31111 0000222222 11/01/2002 12/31/2002 111072002
102209999 000223323232322 311111 0000222222 11/01/2002 12/31/2002 1211012002
102209999 000223323232322 311111 0000222222 11/01/2002 123112002 01/01/2003

“This information has been prepared for internal Government National Mortgage Association (Ginnie Mae) Agency discussion purposes only and is not 55
releasable under the Freedom of Information Act (5 U.S.C. S 552(b)).

To view the Archived Reimbursement List:

1.

Click the E-Library > Archived Reimbursement List on the SCRA Menu to
display the Archived Reimbursement List screen. The Archived
Reimbursement List screen is also displayed by clicking the Archived
Reimbursement List link under the E-Library section of the SCRA Home

page.
Select the ‘Issuer ID’ from the drop-down list. The drop-down list will
contain the ‘Issuer IDs’ belonging to Issuers assigned to your
organization. Clicking GO retrieves the list of Archived Reimbursements
for the selected Issuer.

‘Loan Key’ is an optional field. Entering a ‘Loan Key’ retrieves all the
Archived Reimbursements associated with that loan for the entered
‘Issuer ID’.

Click an individual ‘Loan Key’ number to view the Reimbursement Form
for that loan.

Click any underlined column heading to sort the data by that category.

55



Bulk Archive

* The Bulk Archive screen allows the user to bulk archive all approved eligibilities.

* In order for an approved eligibility to be archived, the eligibility must only contain
approved reimbursements.

« Eligibilities containing reimbursements that are not approved will not be archived.

Issuer ID:

111 v
Bulk Archivel

To perform bulk archive please click on the Bulk Archive button

This button calls a background process which identifies all approved SCRA eligible loans, that do not have an outstanding request
to change the expected release date, and reimbursements have been paid out for each month of military service. These records
are selected lo be archived. Bulk Archive will bypass approved SCRA eligible loans where the expected release date has not
occurred yet. The process will also bypass approved SCRA eligible loans that have requests which have not been submitted yet or
are still pending approval

This information has been prepared for internal Government National Mortgage Association {Ginnie K cy discussion purposes only and is not

releasabl der the Freedom of Information Act (5 US.C S 56

To view the Bulk Archive screen:

1. Click E-Library > Bulk Archive on the SCRA Menu to view the Bulk
Archive screen. The Bulk Archive screen is also displayed by clicking the
Bulk Archive link under the E-Library section of the SCRA Home page.

2. Select the ‘Issuer ID’ from the drop-down list. The drop-down list will
contain the ‘Issuer IDs’ belonging to Issuers assigned to your
organization.

3. Click the Bulk Archive link to archive all approved SCRA eligible loans that
do not have an outstanding request to change the expected release date,
and for which reimbursements have been paid out for each month of
military service.

56



Other Information

LESSON 7
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Other Information

« The Other Information section of the SCRA Home screen is not accessible using
the SCRA Menu bar.

« This section is used to obtain information regarding your Issuer information,

perform a Loan Key lookup, obtain SCRA contact information, and contact your
SCRA Administrator.

< Eligibility Processing © Reimbursement Processing
+ Summan « Summany
+ Eligibility Form = Reimbursement Form
* New ENgibility L = New Reimbursement List
« Pending Eligibility List « Panding Reimbursement List
« Denied Ehaibility List * Denied Reimbursement List
* Approved Eligibility List * Approved Reimbursement List

© E-Library © Other Information
« Archived Eligibillly s « Viewl rm
* Archived Reimbursement List * Loan Kev Lookup
« BulkArchive « Viewipdate SCRA Contact

© important Submission Schedule

This information has been prepared for internal Government National Mortgage Associal ¢ discussion purposes only and is not
releasable under the Freedom of Information A
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Issuer Information

* The Issuer Information screen provides up to eight additional items of
information about a Ginnie Mae Issuer when you choose an ‘Issuer ID’ from the
drop-down list by clicking the down arrow on the right side of the box.

Issuer ID:

1111

Issuer Information

Issuer ID: 1111
Issuer Name: ISSUER ABC
Address: 222 MAPLE STREET
City. Anytown

NY
Zip: 12345
Phone Number. 5055551212

Fax 5055551313

This information has been prepared for internal Government National Mortgage Association {Ginnie K cy discussion purposes only and is not
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To view the Issuer Information screen for a given Issuer:

1. Click the Issuer Information link under the Other Information section of the
SCRA Home page.

2. Select the ‘Issuer ID’ from the drop-down list. The drop-down list will
contain the ‘Issuer IDs’ belonging to Issuers assigned to your
organization. Clicking GO retrieves the Issuer Information for the
selected Issuer.
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Loan Key Lookup

* The Loan Key Lookup screen is used to look up the Loan Key of any pooled
SCRA-eligible loan in an Issuer’s portfolio, when any one of five other pieces of
information about the loan is known.

Loan Key Lookup

Pool ID |
Case Number:
Loan Number:

Property Address:

Loan OPB:

ent National Morigage Association (Ginnie ncy discussion purposes only and is not 80
e Freedom of Information Act (5 U.S.C S

To view the Loan Key Lookup screen:

1. Click the Loan Key Lookup link under the Other section of the SCRA
Home page.

2. Select the ‘Issuer ID’ from the drop-down list. The drop-down list will
contain the ‘Issuer IDs’ belonging to Issuers assigned to your
organization.

3. Enter the known information about the loan in the corresponding text box.
Only one field is required to be populated.

4. Clicking SEARCH retrieves the Issuer Information for the selected Issuer.



Loan Key Lookup Search Results Example

Laan Key Lookup

Paalio s ]
e E—
Losntumper [ ]
Propery saaress: [ ]
Loancpe —

Search

Loan Details
Issuer D, Pool ID
Case
Humber

Loan
Number

Fis:
Hame.

ssM

Property
Address

hote
Rate

Loan

This information has been prepared for internal Government National Mortgage Association (Ginnie Mae) Agency discussion purposes only and is not
the Freedom of Information Act (5 U.S.C. S 552(b))




View/Update SCRA Contact

+ The View/Update SCRA Contact screen is used to add/edit the SCRA Contact
information for the person at your organization who will be the SCRA point-of-
contact.

Please select a person within your organization to be the point-of-contact for SCRA. If you wish to a0d a new contact, please use Add New SCRA Contact
form below.

Add New SCRA Contact

Mary Smith 2015552121 msmith@issuerABC.net 012

This information has been prepared for internal Government National Mortgage Association (Ginn
releasable under the Freedom of Information Act (5 U.S.C

To access the View/Update SCRA Contact screen:

1.

Click the View/Update SCRA Contact link under the Other section of the
SCRA Home page.

. Select the ‘Issuer ID’ from the drop-down list. The drop-down list will

contain the ‘Issuer IDs’ belonging to Issuers assigned to your
organization.

All of the contacts associated with the selected ‘Issuer ID’ that are present
in the RFS Contact Management module will be displayed on the screen.

If the desired SCRA point-of-contact is listed, the User may click the radio
button next to that person’s name.

When the desired SCRA point-of-contact is not in the RFS Contact
Management database, use the editable text boxes at the top of the
screen to add the person’s information.

After the point-of contact is selected using a radio button or the text
boxes, the SEND CHANGE REQUEST button is clicked, and the request
will be sent to the RFS Contact Management Administrator.

62



Contact Us

+ The Contact Us screen is used to submit questions related to SCRA.
» The Contact Us screen is pre-populated with the user’s contact information.

This information has been prepared for internal Government National Mortgage Association (Ginnie Mae) Agency discussion purposes only and is not

releasable under the Freedom of Information Act (5 U.S.C. S 552(b)) g3

To view the Contact Us screen:

1. Click the Contact Us link under the Other section of the SCRA Home
page.

2. Select the ‘Issuer ID’ from the drop-down list. The drop-down list will
contain the ‘Issuer IDs’ belonging to Issuers assigned to your
organization. All fields on the screen are pre-populated, except for the
‘Your Question’ text box. Enter your question in the “Your Question’ text
box and hit SUBMIT to send the E-mail.
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User Guide

+ Clicking the User Guide menu option will display a Microsoft Word version of the
SCRA User Guide.

This file can be saved to the User's computer.

«© Eligibility Processing File Download

« Summary Do you want to open or save this file?
« Eligibility Form
« New Eligibility List
« Pending Eligibility List from: 172.27.12.199
- 2N El\ iility Lis
« Approved Eligibility List

Tl ] Name: resource.doc

Type: Microsoft Office Word 97 - 2003 Document, 2.93...

Open
7] Aways ask before opaning this type of fie
«E-Library
+ Archived Eligibility List

« Archived Reimbursement List
« Bulk Archive

1 While files from the Intemet can be useful, some files can potentialy
0 haem your computer. ¥ you do not tust the source, do not apen o
save this fie

© Important Submission Schedule

This information has been prepared for internal Government National Mortgage Association {Ginnie K
releasable under the Freedom of Information Act (5US.C. S




File Upload Process

LESSON 8
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Uploading Data File via GMEP

@Ginnie Mae Enterprise Portal

Help | Logout | Contact Us

The GMEP for Issuer Testing Is avadatie from Bam-8pm EST Monday - Friday

User Accounts

Wodgage Backed Securlylssuer 00314484 | Hyounesd anew user account or i you ars having rouble with your eisting user account fe.g. prodlems logoing i, refneving & lost passward, accounts locked.stc), lease contact he GMEP Securly
Dfficer a1 your company.

Isswer(s):

GMEP Security Officers:

you are 2 des GMEP Secuity Officer and aving diffculies adrinistering user accounts for your company, please calIhe Ginnie Mae Help Desk al 800-234-GNMA

1111

File Upload via Secure FP (sfTP)
W you are subemiling RFS issuer test data by uploading data files via SFTP and you are havng dificulties wilh thiat process. please contad Wade Garle at (212) 815-2410 of please callthe Ginnie Mae Help
Desk at 00-234-GNMA (4562 option 1

File Upload via Web (HTTPS)
1 jou are submiling RFS Issuer test data by uploading daa s hrough the on fne web appicalion and you are having Gcullies Wit Ihat process. please contact Steve Aud at (301) 724-5027

Wanual Data Entry
1 you are submiling RFS isswer test data by enl you are having difficullies with fhal process, please contact Steve Audi 3 (301) 7215827

RFS Training Materials
The RFS raining matetials are avallabks on e Ginnle Mas webste at it

(General Comments and Questions.
W you have general comments andior questions please sudmit them to the RFS Help Desk at bty

Fxcanfin and Funefinal Ak nowisdnamsnt ownload

PRIVACY POLICY. Givwie MAE: GoVERNMENT GUARANTEED

This information has been prepared for internal Government National Mortgage Association {Ginnie Mae) Agency discussion purposes only and is not
releasable under the Freedom of Information Act (5 U S.C. S 552(b))

A. Report Pool and Loan Level Data Using HTTPS File Upload

1. Afterlogging in, point your mouse cursor on ‘File Upload’.
2. Click on the ‘Upload File’ link in the drop down menu.



Uploading Data File via GMEP

Qsinnie Mae Enterprise Portal

SelectFile Type.

Guwne Mag: Goversuent GuaranTeen

This information has been prepared for internal Government National Mortgage Association (Ginnie Mae) A
releasable under the Freedom of Information Act (5 U.S.C. S 552(b))

3. Click ‘Browse’.

Help | Logout | Contact Us.

only and is not
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Uploading Data File via GMEP

Help | Logout | Contact Us

File Upload

- @ cf B

5200707011171 cov

[adFiesry - T ) Cacel |

PRIVACY POLICY Ginie MAE: GOVERNMENT GUARANTEED

This information has been prepared for internal e nt National Mortgage Associ G ssion purposes only and is not
relea: € Freedom of Informatiof

4. Navigate to the file to upload.
5. Click ‘Open’.



Uploading Data File via GMEP

Qsinnie Mae Enterprise Portal

Help | Logout | Contact Us.

SelectFile Type: © PAFIL

[ Browse

Guwne Mag: Goversuent GuaranTeen
Wait approximately 30 minutes to give the system time to process your submission

ssion purposes only and is not
e Freedom

6. Click ‘Upload’.
7. Click ‘OK’.
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Uploading Data File via GMEP

. - . Help | Logout | ContactUs
Ginnie Mae Enterprise Portal

File Upload

This is an invalid file name.
The file name should start with "ELIG " (Case Insensitive) or "REIM " (Case Insensitive).
The file extension should be a 4 digit number.

The only special characters permitted are the underscore "_" and the period ".".
Example : ELIGxxxx.1234 or reimxxxx.4004.

P

SelectFile Type: © PAFILES SCRAFILES

|| Browse J Upload

If you use the incorrect naming convention, this screen will be displayed.

This information has been prepared for intern National Mortgage Ass ( M ssion purposes only and is not
relea: Freedom of Informatiof

8. If you attempt to upload a file with the wrong file naming convention the following
screen will display.

9. Change the name of the file following the instructions on the screen and re-
upload the file
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Uploading Data File via GMEP

Qsinnie Mae Enterprise Portal

Help | Logout | Contact Us.

File Upload

File Uploaded Successfully

SelectFile Type: © PAFILES | © | SCRAFILES

I [Browse. |

Guwne Mag: Goversuent GuaranTeen

SS/0N PUrposes
e Freedom

10. “File Uploaded Successfully” will display after you successfully upload a file.



Downloading Upload Feedback

LESSON 9
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Downloading Upload Feedback

|E|Iqlblll|v Exceptions l

Reimbursement Exceptions
© Eligibility Processing © Reimbursement Processing
* Summary
« Eligibility Form
« New Eligibility List
« Pending Eligibility List
« Denied Eligibility List
« Approved Eligibility List

Summary
Reimbursement Form
New Reimbursement List
Pending Reimbursement List
Denied Reimbursement List

I Reimbursement List

©E-Library © Other Information

« Archived Eligibility List
« Archived Reimbursement List
« Bulk Archive

« View Issuer Information

e Loan Key Lookup

« View/Update SCRA Contact
« ContactUs

< Important Submission Schedule

SCRA Eligibility Requests have no submission deadline.
SCRA are
and February.

quarterly and are due by the 10th of May, August, November,

Corrections to Reimbursement Requests are due by the 15th of May, August, November, and February

Approval is a rolling process. Records will automatically be moved to the appropriate listimmediately after
processing

e An email report will be sent to the SCRA contact email address for each process.

This information has been prepared for internal Government National Mortgage Association (Ginnie Mae) Agency discussion purposes only and is not
releasable under the Freedom of information Act (5 U.S.C. S 552(b)).

1. To download upload feedback click one of the two options under the ‘Upload
Feedback’ on the SCRA menu bar.



Eligibility Upload Exception Page

Please dlick on the links below to see the upload logs

ELIG 1111 20090928091022

ELIG 1111 20090925091022
ELIG 1111 20090924091022
ELIG 1111 20090923091022
ELIG 1111 _20090922091022
ELIG 1111 20090921091022
ELIG 1111 20090918091022
ELIG 1111 _20090917091022
ELIG 1111 _20090916091022

ELIG 1111 20090158091022

This information has been prepared for internal Government National Mortgage Association (Ginnie Mae) Agency discussion purposes only and is not

releasable under the Freedom of Information Act (5 U.S.C. S 552(b)) s

2. If you clicked on ‘Eligibility Exceptions” on the previous screen the following page
will display listing the Eligibility Exceptions

3. To download one of the Eligibility Exception files listed on the screen the user
must do the following:

Copy the file name you wish to download
Right click on the file name link
Click “Save Target As”

In the prompt “Save As” window, choose a directory from the
“Save in” drop-down list

Replace the default file name “resource” with the name that
you copied before download

In the “Save as type”, select “All files”
Click “Save” button to save the file

4. If you wish to see Eligibility Exceptions for other Issuer ID’s that your organization
is associated with you may click on the Issuer ID drop down box and select another
Issuer ID. The screen will automatically refresh with Eligibility Exceptions for newly
selected Issuer ID.
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Reimbursement Upload Exception Page

Please click on the links below to see the upload logs

REIM 1111 20090928091022

REIM_1111 20090925091022
REIM 1111 20090924091022
REIM_1111 20090923091022
REIM 1111 20090922091022
REIM 1111 20090921091022
REIM 1111 20090918091022
REIM 1111 20090917091022
REIM 1111 20090916091022

REIM 1111 20090915091022

“This information has been prepared for internal Government National Mortgage Association (Ginnie Mae) Agency discussion purposes only and is not 75
releasable under the Freedom of Information Act (5 U.S.C. S 552(b)).

2. If you clicked on ‘Reimbursement Exceptions” on the previous screen the
following page will display listing the Reimbursement Exceptions

3. To download one of the Reimbursement Exception files listed on the screen the
user must do the following:

« Copy the file name you wish to download
* Right click on the file name link
» Click “Save Target As”

* Inthe prompt “Save As” window, choose a directory from the
“Save in” drop-down list

* Replace the default file name “resource” with the name that
you copied before download

* Inthe “Save as type”, select “All files”

* Click “Save” button to save the file

4. If you wish to see Reimbursement Exceptions for other Issuer ID’s that your
organization is associated with you may click on the Issuer ID drop down box and
select another Issuer ID. The screen will automatically refresh with Reimbursement
Exceptions for newly selected Issuer ID.



Obtaining Support for SCRA

Need help answering questions about SCRA?
Step 1: Refer to the SCRA User Guide

Step 2: If you can not find the answer to your question within the SCRA User
Guide, please contact the SCRA administrator by calling (703) 251-1660.

This information has been prepared for internal Government National Mortgage Association {Ginnie Mae| y discussion purposes only and is not 76
releasable L r the Freedom of Information Act (5 U 8.C. S 55
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Q & A Session

https://www.

For more information see:

nniemae.qov/lssuers/rfs

ues.asp?Section=

Issuer.

S
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