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1 INTRODUCTION 

This manual provides detailed guidance on utilizing the Home Equity Conversion Mortgage-backed Securities (HMBS) 

application within the MyGinnieMae portal, for Document Custodians responsible for certifying pools submitted by 

Issuers. 

The primary roles of a Document Custodian approved to participate in the in the Ginnie Mae Mortgage-Backed 

Securities Program are to make required pool certifications and to maintain physical and custodial control of the related 

loan, pool, and loan package documents. Document Custodians work under direct contract with an approved Ginnie 

Mae Issuer but have fiduciary responsibilities to Ginnie Mae related to the pool or loan package documents under their 

custody.  

Below are links that address common topics that pertain to the Home Equity Conversion Mortgage-Backed Securities 

(HMBS) application in the MyGinnieMae portal. 

• Refer to MyGinnieMae to access MyGinnieMae portal. 

• Refer to the MyGinnieMae Getting Started User Manual for System Prerequisites. 

• Refer to Accessing the Home Equity Conversion Mortgage-backed Securities (HMBS) application.  

• Refer to Certify Decline Issuer Submitted Pools. 

• Refer to MyGinnieMae Portal Dictionary for terms and acronyms.  

 

[Back to Table of Contents] 

https://www.ginniemae.gov/issuers/issuer_training/Tools%20and%20Resources/MAS%20User%20Guide.pdf
https://www.ginniemae.gov/issuers/issuer_training/Tools%20and%20Resources/MAS%20User%20Guide.pdf
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1.1 Application Overview 

The Pools and Loans Certification page offer an intuitive interface for managing tasks. Users can view pools and loan 

data, track their status through the My Pools dashboard, and certify or decline pools after completing their review.  

1.2 Business Workflow 

The high-level Business Workflow of the Home Equity Conversion Mortgage-backed Securities (HMBS) application is 
shown in the figure below: 

 

1
Issuer creates a new 

HECM Pool draft

3
Issuer Saves and 

validates new pool

2  Issuer adds 
loans;  loan can be 
added individually 
then linked to an 

existing pool.

4
Issuer submits pool 

for initial 
certificaton

5
Document 

Custodian reviews 
pool submission for 
initial certification

6
Document 

Custodian initially 
certifies the pool

9
Issuer updates pool 

(if necessary)

10
Issuer submits for 
final certification

11
Document 

Custodian reviews 
pool submission for 

final certification

12
Document 

Custodian provides 
final  certification 

for the pool

7
Pool is issued

8
Issuer review issued 

pool and initiate 
final certification

 

Figure 1: HMBS Business Workflow 

This Business Workflow outlines the operational steps for HECM pool submission. 

1 Issuers create and save a new HECM pool,  

2 Issuer add loans,  

3 Issuer perform validations. 

4 The pool is submitted for Initial Certification by the Document Custodian in the MyGinnieMae portal. 

5 Document Custodian reviews pool submission 

6 Document Custodian initially certifies the pool (they can also decline to certify) 

7 Pool is issued 

8 Issuer reviews issued pool and initiates final certification 

9 Issuer updates pool if necessary 

10 Issuer submits pool for final certification 

11 Document Custodian reviews pool submission for final certification 

12 Document Custodian provides final certification of the pool (they can also decline to certify) 

Note: Draft pools can be deleted and non-certified pools (Initial and Final) can be recalled 

 

[Back to Table of Contents] 

1.3 Functional Role 

A functional role refers to a system access profile that is determined by business activities, ensuring end-users have the 

appropriate level of access necessary to fulfill their job functions and responsibilities. For pool certification, two specific 

functional roles are designated. 
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Role User Description 

DC-Pool Certification Basic 

User 

Document Custodian 

Basic User 

Users can access Pools & Loans Certification, 

search for pools and loans, download HUD forms 

and reports related to Pools & Loans, and export 

Pool and Loan data in a flat file format. 

DC-Pool Certification and 

Collateral Release 

Management Authorized Signer 

Document Custodian 

Authorized Signer 

Users can access Pools & Loans Certification, 

search for pools and loans, download HUD forms 

and reports related to Pools & Loans, and export 

Pool and Loan data as a flat file. Additionally, they 

can approve or decline issuer-submitted pools. 

Table 1: Document Custodian Functional Roles 

 

[Back to Table of Contents]  

 

1.4 Accessing Pool & Loans Certifications 

To access the Pools & Loans Certifications, select the Pools & Loans Certifications tab at the top of the screen.  

 

Figure 2: Pools & Loans Certification Tab 

Another way to access the Pools & Loans Certifications page is through the Tools menu, by selecting the Pools & 

Loans Certification link in the drop-down menu.

 

Figure 3: Pools & Loans Certification from Tools Menu 

[Back to Table of Contents]  
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2 POOLS & LOANS CERTIFICATIONS 

2.1 Pools & Loans Certifications 
 

The Pools and Loans Certifications page displays a list of pools associated with the selected Custodian ID (on the 
MyGinnieMae portal profile menu).  

 

Figure 4: Pools and Loans Screen 

2.1.1 Initial Certification Pool Search 

After users log into the MGM application, they are directed to the Pools and Loans Certification page with the IC (Initial 

Certification) tab selected. On this tab, users can search for pools using various filters. If a Pool Number is entered, 

other filters are disregarded. Select one or multiple filters and click Apply Filters to display the results. If no Filters are 

selected, then all pools for the logged in DC will be displayed on the screen.  

 

Figure 5: IC Pool Search 

[Back to Table of Contents]  
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2.1.2 Final Certification Pool Search 

After users log into the MGM application, they are directed to the Pools and Loans Certification page with the IC (Initial 

Certification) tab selected. Users select FC tab, and they will be navigated to the Final page. On this tab, users can 

search for pools using various filters. If a Pool Number is entered, other filters are disregarded. Select one or multiple 

filters and click Apply Filters to display the results. 

 

Figure 6: FC Pool Search 

2.1.3 Loan IC/FC Search Result 

1. After selecting Initial tab, user can first search for a desired pool. After accessing pool detail page, select 

Loan(s) tab.  

 

Figure 7: Loan(s) Tab 
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Users can view all loans in the pool. To filter, choose options and click Apply Filters; otherwise, all loans display. 

 

Figure 8: 11706 Loan Search 

Note: To search for a loan undergoing final certification, repeat the steps outlined in section 2.1.3. The user should 

select the Final tab to view pools included in final certification. 

[Back to Table of Contents] 

2.2 Pools & Loans View        

Securities are prepared and delivered in accordance with instructions provided by the Issuer. 

A DC is authorized to access Issuer-submitted pools with Posted status, in addition to those marked as Certified and 

Declined. Data pertaining to Pools and Loans cannot be altered by a DC; however, they are permitted to review this 

information and undertake any appropriate actions following their assessment. 

[Back to Table of Contents] 
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2.3 Initial Certification 

After an issuer submits a pool for initial certification, the DC user receives a notification. The user can then log in to the 

MGM application, view pools, and loan information, and take the necessary action.  

 

Figure 9: HECM Pool Listing 

 

Figure 10: HECM Pool Details Screen 

[Back to Table of Contents] 
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2.3.1 Initial Certification Approve 

1. Locate a pool with a "Posted" status, navigate to the pool's detail page, and thoroughly review both the pool 

and loan information.  

 

Figure 11: Pool in Posted Status 

2. Select Certify button on the Pool’s details page.  

 

Figure 12: Certify Button 
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3. Once Certify button is selected, then review the pop-up information and enter RSA SecureID and Passcode. 

 

Figure 13: Certify Pop-Up 

4. Post success certification, success pool certification message will display on the screen.  

 

 

Figure 14: Pool Certification Success Pop-Up 

5. Certification action can be performed by selecting Certify button from the pool’s ellipses menu. 

 

Figure 15: Certify Button Ellipses 

[Back to Table of Contents] 

2.3.2 Initial Certification Decline 

1. Locate a pool with a Posted status, select it to gain access, and carefully review both the Pool and Loan data.  

 

Figure 16: Pool in Posted Status 
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2. Select the Decline button on the Pool’s details page. 

 

Figure 17: Decline Button 

3. Once the Decline button is selected, then review the pop-up information and enter RSA SecureID and 

Passcode.  

 

Figure 18: Decline Pop-Up 

4. After a successful decline, confirmation messages will appear on the screen. 

 

Figure 19: Decline Pool Status 

5. The Decline action can be performed by selecting the Decline button from the pool’s ellipses menu.  

 

Figure 20: Decline Button Ellipses 

6. Multiple posted pools can be selected, and users can select the Decline button from the top to perform bulk 

decline.  
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Figure 21:Bulk Decline 

[Back to Table of Contents] 

2.4 Final Certification 

After an issuer submits a pool for Final certification, the DC user receives a notification. The user can then log in to the 

MGM application, view pools and loan information, and take the necessary action.  

2.4.1 Final Certification Approve 

1. After selecting FC tab, find a pool with Posted status, select it, and review the Pool and Loan data.  

 

Figure 22: Pool in Posted Status (FC) 

2. Select Certify button on the Pool’s details page. 

 

Figure 23: Certify Button 

3. Once the Certify button is selected, then review the pop-up information and enter RSA SecureID and 

Passcode.  
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Figure 24: Certify Pop-Up 

4. After successful certification, a message confirming the success pool certification will appear on your screen. 

 

Figure 25: Success Certify Message 

5. Certification action can be performed by selecting the Certify button from the pool’s ellipses menu.  

 

Figure 26: Certify Button Ellipses 

 

6. Users can select multiple posted pools and then click the Certify button at the top to certify them all at once. 

 

Figure 27: Bulk Certification 

[Back to Table of Contents] 

2.4.2 Final Certification Decline 

1. Select FC tab and find a pool with Posted status, select it, and review the Pool and Loan data.  
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Figure 28: Pool in Posted Status (FC) 

2. Select Decline button on the Pool’s details page. 

 

Figure 29: Decline Button 

3. Once Decline button is selected, then review the pop-up information and enter RSA SecureID and Passcode 

+ Reason. Select the Decline button from the Decline Pool(s) pop-up.  

 

Figure 30: Decline Pop-Up 

4. After a successful decline, confirmation messages will appear on the screen. 
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Figure 31: Success Decline Message 

5. The Decline action can be performed by selecting the Decline button from the pool’s ellipses menu.  

 

Figure 32: Decline Button Ellipses 

6. Multiple posted pools can be selected, and users can select Certify button from the top to perform bulk Decline.  

 

Figure 33: Bulk Decline 

[Back to Table of Contents] 

2.5 E-Notification for Document Custodian 

Document Custodians will receive notifications via e-Notifications when HMBS Pools are submitted for either 

Initial or Final Certification. To access e-Notifications, Document Custodians need to follow steps as below: 

 

1. Once you log in to MyGinnieMae as a Document Custodian, go to the Tools menu and select E-Notification 

link under Applications. 

 

Figure 34: E-Notification Link 
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2. Once E-Notification link is selected, user is navigated to e-Notification page. 

 

Figure 35: E-Notification Messages 

3. Select New Pool Posted link to see e-Notification letter for posted pool.  

 

Figure 36: E-Notification Letter 

4. Right click on the PDF link and select Save Link as… 
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Figure 37: Saving E-Notification Letter 

 

5. Save the PDF file in downloads. 

 

 

Figure 38: Saving E-Notification in PDF 
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6. Open the saved e-Notification.pdf file to see posted pool’s details.  

 

Figure 39: E-Notification Detail 

[Back to Table of Contents] 

2.6 Exporting Pool and Loan Data 

2.6.1 Exporting Pool Data 

Use export functionality to export data from a Flat file. 

1. Select the Pools and Loans Certification tab.  

2. Select a pool and click on the pool’s ellipses from the pool summary page.  

 

Figure 40: Pool’s Ellipses 

3. Once, ellipses is selected, under Doc button, select Export Pool(s). 
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Figure 41: Export Pool(s) 

4. The .txt file will be saved in your downloads folder. 

 

Figure 42: .txt File 

5. Select Doc button can also be accessed from Pool’s detail page. Access a pool’s detail page and click Doc 

button to see Export Pool(s) option.  

 

Figure 43: Export Pool(s) 

[Back to Table of Contents] 

2.7 Generating HUD forms  

To access this, Generating HUD forms, step through the following procedural flow: 

1. Select the Pools & Loans Certification tab. 

2. Select one of the reports from the HUD Forms drop down menu. 

o Schedule of Subscribers (11705).  

o Schedule of Pooled Mortgages (11706).  

o Schedule of Pooled Mortgages (11706-FC).  

o Certification and Agreement (11711B).  
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Figure 44: Generating HUD Forms 

3. Select desired HUD form for download. Once a HUD form is selected and download is successful, user will be 

notified via a portal notification  

 

Figure 45: HUD Form Download Notification 

4. Select File hyperlink to download the HUD form. 

 

Figure 46: HUD Form Download Notification 

[Back to Table of Contents] 

5. The HUD form will be downloaded into the Downloads folder. 

 

Figure 47: HUD Form Downloaded Folder 

NOTE: HUD forms are available only in PDF format. Schedule of Pooled Mortgages (11706-FC) is only applicable for 

pools in Final Certification. Users must select Final tab to see pool in Final Certification.  

 

 

[Back to Table of Contents] 
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3 TROUBLESHOOTING AND SYSTEM ERRORS 

3.1 Contingency Plan  

“ADF_Faces-60101” error occurs intermittently. 

What can be the cause of the error? 

The following scenarios can result in error: 

• The user clicks the Back button in the browser. An attempt to re-post the request with saved 

view state token. Token cannot be found in server for one of expiry reasons. 

• The user keeps the same application open in several tabs for a long time. Session ends. User 

tries to use application further, restores session in one of tabs. Error is raised when trying to 

use application in other tabs. 

• The user restarts the computer. The browser automatically starts up and tries to open the 

application (which was opened before it restarted). It failed due to changed session and 

unmatched token. 

• The server restarts. User tries to continue working with previously opened application. Tokens 

purged; error is logged. 

• After an extended period, users try to open the application from browser history. The saved 

client token is no longer available. 

Recommendations for users to avoid this error: 

• Avoid using the browser "Back" button while there is limited client state token size, thus limited 

hits on "Back". 

• Avoid using the browser history. 

• Always try to start the ADF/JSF application in a new browser window, by starting it from root 

context (i.e.,   //myhost.com/myapp ). There should not be any parameters after "…/myapp". 

• Try to use the application in a single browser window/tab.  

• If after computer restart application is opened implicitly in the browser, close it and open again 

as described in point #3.  

• If the server was restarted for some reason, open the application again like in point #3. 

[Back to Table of Contents] 

 

https://promis-p.intranet.cnb/ipmsapp
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4 RESOURCES 

The Resources section provides information and resources to help navigate the HMBS application.  

4.1 Training Resources 

For additional help, training sessions and materials can be found on the Issuer Training Page of the Ginnie Mae website 

at https://www.ginniemae.gov/issuers/issuer_training/pages/modernization.aspx. 

4.2 QRCs 

A Quick Reference Card or QRC is an abbreviated one to two-page reference document with step-by-step instructions 

on how to complete a specific action. A list of QRCs for the content provided in this User Manual is available in the 

Appendix. QRCs are posted to the Ginnie Mae website at: 

https://www.ginniemae.gov/issuers/issuer_training/pages/qrcs.aspx. 

4.3 Help Desk Contact Information 

To contact Ginnie Mae Customer Support call 1-833-GNMA HELP (1-833-466-2435) or email at 

askGinnieMae@hud.gov. 

4.4 MyGinnieMae Portal Dictionary 

The MyGinnieMae Portal Dictionary is a reference resource for all portal users. The dictionary contains definitions for 

terms that provide clarification around portal pages, applications, processes, and general functionality pertaining to the 

MyGinnieMae portal. Refer to the MyGinnieMae Portal Dictionary. 

 

[Back to Table of Contents] 

  

https://www.ginniemae.gov/issuers/issuer_training/Pages/ToolsAndResources.aspx
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https://www.ginniemae.gov/issuers/issuer_training/pages/qrcs.aspx
mailto:ginniemae1@bnymellon.com
https://www.ginniemae.gov/issuers/issuer_training/Tools%20and%20Resources/mgm_portal_dictionary.pdf
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5 APPENDIX 

5.1 QRCs 

User Manual QRC# QRC Name Description 

Document Custodian 

MyGinnieMae 
2.4 Accessing 

Pools and Loans 
Certifications 

 

Document 

Custodian HMBS 

Access in MGM 

This Quick Reference Card provides an overview of the steps and 

instructions for a Document Custodian accessing Pools and 

Loans Certification. 

Document Custodian 
MyGinnieMae 

2.7 Generating 
HUD Forms 

Document 

Custodian Viewing 

& Generating HUD 

Forms 

This Quick Reference Card provides an overview of the steps and 

instructions for viewing and generating HUD forms for a 

Document Custodian. 

Document Custodian 

MyGinnieMae 

1.4 Accessing 
Pool & Loan 
Certifications 

Document 

Custodian Viewing 

Pools & Loans 

This Quick Reference Card provides an overview of the steps and 

instructions for viewing Pools and Loans for a Document 

Custodian. 

Document Custodian 

MyGinnieMae 

2.1.1-2 IC/FC 
Pool Search 

Document 

Custodian Pool 

Search 

This Quick Reference Card provides an overview of the steps and 

instructions for searching for Pools. 

Document Custodian 

MyGinnieMae 

2.1.1-2 IC/FC 
Pool Search 

Document 

Custodian Loan 

Search 

This Quick Reference Card provides an overview of the steps and 

instructions for searching for Loans. 

Document Custodian 

MyGinnieMae 

2.3.1 Initial 
Certification 

Approve 

Document 

Custodian Initial 

Certification 

Processing 

This Quick Reference Card provides an overview of the steps and 

instructions for a Document Custodian certifying Pool Certification 

in Initial Certification. 

Document Custodian 

MyGinnieMae 

2.4.1 Final 

Certification 

Approve 

Document 

Custodian Final 

Certification 

Processing 

This Quick Reference Card provides an overview of the steps and 

instructions for a Document Custodian certifying Pool Certification 

in Final Certification. 

Document Custodian 

MyGinnieMae 

3.3.2/3.3.4 

Initial/Final 

Certification 

Decline 

Document 

Custodian Initial & 

Final Cert Decline 

Process 

This Quick Reference Card provides an overview of the steps and 

instructions for a Document Custodian declining Pool Certification 

in Initial/Final. 

Table 2: QRCs 

[Back to Table of Contents] 
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5.2 HUD Forms 

Form Sample  

HMBS 

HUD-

11705  

 

HMBS 

HUD-

11706 

(H) 

 



 

MyGinnieMae Portal | Document Custodian User Manual v 1.0 |  28 

Form Sample  
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Form Sample  

HMBS 

HUD-

11706 

(FC) 

 



 

MyGinnieMae Portal | Document Custodian User Manual v 1.0 |  30 

Form Sample  
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Form Sample  
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Form Sample  

HMBS 

HUD-

11711

B 

 

Table 3: HUD Forms 
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