
Generating Reports 
SFPDM QUICK REFERENCE CARD

This Quick Reference Card provides an overview of the steps and instructions to generating Reports for multiple 
Pools within a portfolio.
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1. From the MyGinnieMae screen, select 

Reports link.

REPORT SCREEN

2. Select the down arrow  to select an 

option from the Report Type drop down 

menu.

3. Select the down arrow  to select either 

the PDF (Portable Document Format) or 

Excel option. 

4. Select the appropriate option from the 

following options and enter value(s):

 Pool Identifier 
 Pool Class 
 Pool Structure 
 Pool Suffix 
 Pool Issue Date
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5. Select one of the following buttons to 

move from the Available to the Selected 

columns. 

6. Select the DOWNLOAD button. SFPDM 

will generate the report you selected and 

will display on a separate tab in your 

browser.

7. a) If you selected PDF as the Document 

Format in Step 3 above, review the report 

output. Page down to review activity for 

additional issuers. The last page in the 

report includes Report Information 

(descriptions of the report and the options 

selected).

BUTTON DESCRIPTION 

Moves an option from the Available column to the 

Selected column. 

NOTE:  You can select more than one value to move 

from the Available column into the Selected 

column. Press and hold the Shift key on your 

keyboard to select consecutive options; press 

and hold the Ctrl (Control) key when you want to 

select non-consecutive options.

Moves every option to the Selected column.

Removes an option from the Selected column to the 

Available column.

Removes all options from the Selected column. 

NOTE:  You can select more than one value to remove 

from the Selected column back into the Available 

column. Press and hold the Shift key on your 

keyboard to select consecutive options; press 

and hold the Ctrl (Control) key when you want to 

select non-consecutive options.
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b) If you selected Excel as the Document 

Format in Step 3 above, review the report 

output. The Info Tab will appear as a 

separate tab, and includes descriptions for 

the report and columns.
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8. Save the report to a file in your directory 

or close the report.

a. In Internet Explorer, select the Save 
button on the message that appears 
on the bottom of your screen. 

b. In the Chrome or Firefox browsers, 
select your right mouse button. Select 
the Save As …option.

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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