
1



2



3



4



5



6



7



8



9



10



11



1. As displayed in the red boxes, some items screen location‟s have moved and 

overall appearance has been changed. 
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1. As displayed in the diagram, within e-Access, a secondary inbox appears after a 

user clicks on a notification that has an attached file.

2. Within e-Notification, the attached file will be available for download within the 

notification. 
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1. Within e-Access e-Notification, clicking on the “Click here to view” will send the 

user to a secondary inbox.  

2. Within e-Notification, the file is available to download directly from the 

notification.
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1. The top screenshot is a sample view of the secondary inbox that will appear if a 

user wishes to view an attachment within e-Access.

2. If the user clicks on an individual notification, the File Download box will appear 

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

as displayed in the left screenshot

2. Within e-Notification, if a user wishes to download a file, he/she must follow the 

instructions that appear in the “Instructions to Download a file” which include:

1. Copy the file name you wish to download

2. Do a right click on the file name link

3. Click “Save Target As”

4. In the prompt “Save As” window, choose a directory from the “Save 

in” drop-down list

5. Replace the default file name “resource” with the name that you 

copied before download

6. In the “Save as type”, select “All files”

7. Click “Save” button to save the file
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1. Once logged into the GMEP, click on the RFS link in the GMEP menu bar.
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2. Select the E-Notification (EN) link from the RFS menu dropdown list
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3. Once logged in, the e-Notification homepage will display.
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1. The Issuer Inbox is the first screen displayed upon entering e-Notification 

2. All notifications sent to the Issuer in the past 30 days are displayed.  

3. Each „Issuer Number‟ has its own inbox; some Issuers have more than one ID number assigned 

to them; in this case, the Issuer will be assigned multiple inboxes.  

4. The „Inbox‟ drop-down box will contain all of the „Issuer Numbers‟ assigned to the Issuer.  

5. To display notifications for a different „Issuer Number‟, click on the drop-down box, select a 

different „Issuer‟ and click GO.  The screen will refresh with the newly selected „Issuer‟ and 

„Issuer‟ and all notifications sent to that Issuer number in the past 30 days.  

6. Each „Issuer‟ is associated with only one inbox; however, multiple Users within the organization 

can access that inbox.  

7. Notices are displayed in one line.  New notices appear in red.  Notices already viewed show the 

name of the person who read the notice and the date read.

8. For a new notice, the „Read By‟ and the „Date Read‟ fields are blank.  These fields are updated 

with the User information the first time the notice is read.  Even if the notice is read later by other 

Users, it will always display the name of the User that first read the notice and the date they first 

read it.  Ginnie Mae considers this to be the official “read or not read” information about the 

notice.  Notices that have not been read in five days are automatically reported to the applicable 

Ginnie Mae account executive.

9. By default, the notices are sorted by their „Date and Time Received‟, with the most recent date 

on top.  By clicking the column header, the User may sort notices on: „Subject‟ „Read By‟ or „Date 

Read‟.  Clicking the same header reverses the sort order.

10. To read a notice, click on the notice‟s link in the „Subject‟ column.  
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1. When a notification is selected, the View Issuer Notification screen will 

be displayed.  This screen shows more detail about the notification.  

2. The notice may contain a link to a page on the Ginnie Mae web site, or to 

another document.   

3. Clicking on the link opens a new window containing the referenced 

information.  (e.g. The word “here” within the red box would take you to 

the APM located on Ginnie Mae‟s website).

4. Close or minimize the new window to view e-Notification again.  

5. Click on the BACK button at the bottom of the screen to return to the 

notices inbox.

6. To print, use the GMEP print function.  

7. To save a screen, use the browser‟s Save As function.
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1. Clicking on the „Subject‟ of the notification will display the View Issuer

Notification page for the Exception Feedback notice 
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1. Right click on the filename link.  

2. Select Save Target As – and follow the browser instructions.  

3. The Exception Feedback file will be saved and available for viewing and 

printing.   

4. Prior to returning to the Notification Detail screen, any of the open 

windows containing reports and data layouts may be closed.
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1. Even though the user can only list one email, the user can create a 

group/distribution list and submit the email address for the group.
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To sign up for Passive Email:

1. Click on the Passive email menu function on the main e-Notification

screen.  

2. Select the „Issuer #‟ from the drop-down box.

3. Enter the „email Address‟.

4. Click SUBMIT.

5. A message confirming a successful update of the email address will be 

displayed.

6. To change the email address where the alerts are sent, repeat the sign-up 

process and change the email address to the new address.

7. To cancel the Passive email service, select the appropriate Issuer number 

and click REMOVE.
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1. To view information concerning the e-Notification system, click on the 

News and Updates menu link.  

2. News and Updates is the same for all Issuers, selecting a different Issuer 

will display the same screen.

3. News and updates will change over time so check this page periodically 

to view the most up to date news and updates.
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1. Clicking the User Guide menu option will display a Microsoft Word 

version of the e-Notification Issuer User Guide.  

2. This file can be saved to the User‟s computer by clicking the save option 

within the File Download screen that appears.

3. It is recommended to convert the User Guide to a PDF after saving so the 

document is not editable. 
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