Update Reimbursement Claim Pending Revision
GMC REQUESTS MODULE QUICK REFERENCE CARD

This Quick Reference Card provides an overview of the steps and instructions for a Multifamily Issuer user to correct
a Reimbursement Claim Request that Ginnie Mae has sent back with pending revisions.

NAVIGATING TO GMC REQUESTS MODULE
I GinnieMae

1. Navigate to MyGinnieMae
(https:/my.ginniemae.gov). b
T
2. Log in with your user
credentials.

3. Select Ginnie Mae Central =—
under the Applications
section on the My Tools
drop-down.

daliversd 1o 8 sman
device. Register todayl

4. Select the Requests module.
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Note: Users with the assigned role of MF-Financial Statements & Insurance Policy & Reimbursement
Claims Basic User will only be able to update the Reimbursement Claim Form to address pending revisions
but will not be able to Sign, Certify & Submit.
Basic Users will need to notify an Authorized Signer, with the assigned role of MF-Insurance Policy &
Reimbursement Claims Authorized Signer, to review and/or update the Form, Sign and Certify & Submit.

Upon receiving a
request to update a
Reimbursement
Request due to
necessary revisions,
select the Request
ID on the Requests
homepage.

Select the ADJUST
REQUEST button to
review the
Reimbursement
Form and
subsequent request
for revisions from
Ginnie Mae.

Review the
Requested
Revisions from
Ginnie Mae and
update accordingly.

Select the
CONTINUE button to
progress through the
steps and make
requested/necessary
revisions.
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The next steps in the Reimbursement Claim process can only be completed by an Authorized Signer who
is listed on the HUD 11702 with the MyGinnieMae functional role MF-Insurance Policy &
Reimbursement Claims Authorized Signer.
¢ Authorized Signers can review and/or update the Reimbursement Claim Form to address pending
revisions and Sign, Certify & Submit.
o Authorized Signers can also log in to review the Reimbursement Claim Form and subsequent
revisions drafted by a User with Basic User Role to Sign and Certify & Submit. See QRC-GMC-
MF-RC-2.0 Issuer Submits Reimbursement Claim for more information.

5. Once all steps in the Request for Relmbursement of Mortgage insurance Claim Costs o
Requested Revisions : — S— e
from Ginnie Mae have
been updated, review the
Request for
Reimbursement of
Mortgage Insurance 0=
Claims Costs summary. - T T
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6. Select the SIGN button. —— S
7. Select the CERTIFY & E— o
SUBMIT button. s — D
If yOU receive th|S errorl There was a problem with your account. Reimbursement Request Submission Certification can not be complete for .
you are nOt on the H U D You are not active on the HUD 11702. Please work with your organization to be reinstated or coordinate Reimbursement Request
11702 . YOU W|" nOt be Submission Certification with a representative currently on the 11702. For additional questions, please reach out to askGinnieMae@hud.gov.
1 1 Please see the following Quick Reference Guides for further information:
able to SmeIt Untll you « IS/DC-5 | Managing Master Agreements in MAMS for MyGinnieMae Users
are added to the HUD ‘ * QRC-IS18 | Renewing Master Agreements in MAMS

11702 and have the
Authorized Signer role
assigned to you.
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8. Once you have certified and
submitted the Claim form, the
corresponding Request Status
will label this claim as In : :
GNMA Review on the : e

..............

dashboard. ——— — —f—]
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