Add & Remove Users to Insurance Review
GMC INSURANCE MODULE QUICK REFERENCE CARD

This Quick Reference Card provides an overview of the steps and instructions to add or remove a user to an
Insurance Policy Review in the GMC Insurance module.

NAVIGATING TO GMC INSURANCE

1. Navigate to MyGinnieMae
(https://my.ginniemae.gov).

2. Login with your user
credentials.

3. Select Ginnie Mae Central
under the Applications
section on the My Tools
dropdown.

M GinnieMae

MyGinnieMae

Government Security Disclosure

information system, w
this com rk, (3) all computers
network, and [4) all devices and storage media attached to this nef

to a computer on this network. This information system is provided for U3,
Government-authorized use only.

Unauthorized or improper use of fhis system may result in disciplinary action
as well as civiland criminal penalies.

By wsing this information system, you understand and consent to the following:

- You have no reasonable expeciatien of privacy regarding any
communicafions or data fransiting or stored on this information system. At any
[ ¢ for any lawful government purpose monitor,
any communication or data fransiting or stored

2. Any communicafions or data transifing o stored on this infermation system
may be disclosed or used for any lawful government purpose.

3. Your consent is final and imevocable. You may not rely on any stotements
orinformal palicies purperfing to provide you with any expeciation of privacy
regarding communications on this system, whether orcl or written, by your
supervisar or any ofher official, sxcept HUD or Ginnie Mas's Chief Information
Officer.

Inifial Authentication

Please provide your usemame and password.

Password

Forgot Password?

Inbox Notes

delivered to a smart
device. Register today!
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4. Select the Insurance module.
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ADD USER TO REVIEW

1. Select Submission in the
Current Submission
Information box, or select
Reviews under My
Resources on the Insurance
homepage and select the
correct Review ID.

gGinnieMae
Insurance Review 241 - Patch Mortgage éoo users | revove users
2 . Se I ect th e US ers tab . Summary  Policies @ity Bond Caps  Related Actions
—_—
3. When on the Users tab, click Pending (3/5/2024) Ready for Certification Certified Gomplete

in the top |’|ght corner. View and manage the Users from Patch Morigage who will be participating on this Insurance Submission. You can
add and remove Users from this submission by taking the action on the upper right hand section of the page.
Users that you add to this submission will be able to upload and edit policy information.

the ADD USERS that appears e Users

No Users to Display

M GinnieMae

4. Select “Yes” for the type of Insurance Review 241 - Patch Mortgage
user you wish to assign to this Summary  Poicies  Users  Fideliy Bond Caps
Review, and then add the
user in the fleld Users to Add Current Users
A A S T ST ey
Note: Basic Users will only be Aed Authorzed Signer Voers? 'Sm
able to Add or Remove -

Add Basic Users?

themselves. Authorized
signers will be able to Add or
Remove any user.

Basic Users Remove

‘ patch basic X
5. Select SUBMIT to add this © Add User
user to the review. 5

CANCEL -1 ADD USERS I
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6. Select YES to confirm and
successfully complete this
action.
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REMOVE USER FROM REVIEW

1. Select Insurance Policies
Page in the Current Review
Information box.

M Ginnie/Mae
2. Select the Users tab. . —
Insurance Review 241 - Patch Mortgage [ w00 us@smoveussns]
3. When on the USGI’S tab, CIle Summary Polcies@ity&md Caps Related Actions
the REMOVE USERS that
appears |n the top r|ght corner. Pending (3/5/2024) Ready for Certification Certified Complete

add and remove Users from this submission by taking the action on the upper right hand section of the page.
Users that you add to this submission will be able to upload and edit policy information.

No Users to Display \

4. Remove the user by selecting [ AETalEE
the “x” on their row.

Users
View and manage the Users from Patch Mortgage who will be participating on this Insurance Submission. You can

Insurance Review 241 - Patch Mortgage

Summary Policies Users Fidelity Bond Caps Related Actions

Note: Basic Users will only be g
able to Add or Remove

themselves. Authorized signers oo o s fom i s Subrssion

will be able to Add or Remove

any user User Remove
‘. patch basic x

5. Select SUBMIT to remove ‘
this user to the review. CANCEL c REMOVE USERS |

QUICK REFERENCE CARD: QRC-GMC
03/27/2024



Add & Remove Users to Insurance Review
GMC INSURANCE MODULE QUICK REFERENCE CARD

6. Select YES to confirm and
successfully complete this action.
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