M GinnieMae

Import a Loan
SFPDM QUICK REFERENCE CARD

Follow the instructions in the MyGinnieMae Getting Started Guide to login to the MyGinnieMae portal. This Quick
Reference Card provides an overview of the steps and instructions to import a Loan.

1. From the MyGinnieMae screen, select
SFPDM Pools & Loans.

POOLS & LOANS SCREEN

2. Search for a Pool using the Quick Filter
Search.

3. Select the Pool ID link to display the Pool
Details page.

4. Selectthe Loans Heading.

5. Select the ADD A LOAN button located
next to the All Loans section or on the
Loan details screen.
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ADD LOAN WINDOW

6. Select the BROWSE ... button in the Add Loan %
Import .xml file section. Locate the .xml e
file you want to import. Enter Loan Data Manually Import xml file

View rules for valid XML file \

7. Select the UPLOAD button. If the loan is
SUCCESSfU”y uploaded, the SUCCESSfU| O validate against Ginnie Mae Business Rules during import
Upload Message d|Sp|ays O overwrite prior xmi file submission

@ ——

8. Select the OK button to close the Success x

message and Continue. We received your request to submit this pool to document custodian. We will process your request and notify you via ‘message/notification’ the outcome of your request. Please check or be on the lookout for nofification.
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LOAN DETAILS SCREEN
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9. Select the SAVE button.
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For assistance contact Ginnie Mae Customer Support at 1-833-GNMA HELP / 1-833-466-2435, option 1 or
askGinnieMae@hud.gov.
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