M GinnieMae

"l

g, %

7%(, | II I @5
G,qN DE\IE\’OQ

MyGinnieMae
U.S. Department of Housing and Urban
Development (HUD)

Ginnie Mae, Office of Security Operations

Document Custodian Transfer Request
Issuer & Document Custodian User Manual

Version 1.8



AMENT O

'?
il

¢ &
4w peve”

>
©

8. N
T oN®

QWY U
SNy

Application Details

Application Name Document Custodian Transfer Request
Application Acronym DCTR

Application Developer The Bank of New York (BNY)

Ginnie Mae Director, Approver Victoria Vargas

Version/Release Number 1.8

Document History

Entity (Company or

. Date of the . . A
Version Department Author Revision Description
Document
Represents)
1.0 07-17-2024 Anita Pathak BNY Initial Draft
1.1 08-08-2024 Chris Amann BNY Edited and formatted document
1.2 08-27-2024 Anita Pathak BNY Addressed Ops review feedback
1.3 09-10-2024  Anita Pathak BNY Final BNY Approval
. Updated screen shots throughout the
1.4 01-03-2025 Anita Pathak BNY
document to reflect new UX
1.5 02-26-2025 Morton Ampcus Review
1.6 04-02-2025 Anita Pathak BNY Final Version
Updated Document Custodian section
1.7 06-23-2025 Anita Pathak BNY & added Relinquishing Custodian
section.
1.7 06-30-2025 Anita Pathak BNY BNY Approved
1.8 07-11-2025 Anita Pathak BNY Addressed GNMA feedback

MyGinnieMae Portal | Document Custodian Transfer Request User Manual v 1.8



SMENT o

£ iy
%%a o«"g
AN DEVEY
Table of Contents
1 INTRODUGCTION ..ottt oottt ettt e e ettt et et et e et et e et et e e e et e bt et e e bt e e ee s e e e e e e e e e eenaneeees 7
Fi o] o] [Tor= Y o] oW @1VZ=T AV TN PPN 8
ST LU PP 8
D o o1 PSP PP PPSPPPPPPN 8
AUTNOTIZEA USE / PO MISSIONS .. ietiitiiiete ittt et et et et e s e et e st e e e e s s e b s e b e s b s e b s s b s s b s eba s e b s st s ea s e b e ebasebeeasennes 9
2 SYSTEM PREREQUISITES .......eiuititiiii ettt ettt et ettt e e et e e e e e e e ea e e et et e e e e e e e e e e e e en e eneenaeneeneens 9
3 GETTING STARTED ....oeiiiiiiiti ettt et e et e e et e et e e et e et e e et e e e e et e e e e et eba e e e ee b e e eeennas 9
4 USING THE APPLICATION. ... .ottt ettt ettt et et ettt et et e e et e ea e ea e ea e e e e e e e e e e e e eaeen e eneenenneeneens 10
T =T TSP TUPPPTRPPPI 11
Document Custodian Transfer Request SUMMary ....... ... e eaas 11
1L =T £ Y < =P RPP 12
Request NeW Transfer BULEON ...........oo.iiiii et e et e e e e e et e et e et e et e eaaeans 15
REOUESTES SUMIMAIY ....ouiiitii it e et et et et et e et e et e et e et e et e et e et e et e et e et e et e et e et eetneennaenneeans 15
[ =T PP 16
REOUESTE EIlIPSES ... ... it e et e et e e e e e e et e et e et e et e et e et e et aenaeans 16
3] e T o ol 2o Yo L3P 18
[ (oY A 2 =T (R =T PP 19
Portal Notifications and EMails .............coouuiiiiiiiiiiii e e 20
Declined / EXPIred REOQUESTS ...........coouuiiiiiiiiiii ettt et e et e e e e e e e e e e e e e e e et e e e e eeaneeeeas 21
SAVING ROOUESTS. ... ettt e e e e et e e et e et e et e et eeea e aa e aa e aa e eneeaneesneeaneeanaaannns 21
Create @ NEW TranSTer / IVIEIZEE ...ovun ittt et e et e et e e e et e e e e et e e e e ea b e e ee et e e e setaaeeeseaaanaeeees 22
Complete Portfolio Document Custodian Transfer..............cooiiiiii i e 22
Complete Portfolio Document Custodian IMIEIZEN .............coouiiniiiniii e e e 30
Partial Portfolio Document Custodian Transfer..............ooooiuuiiiiiiiiii e 37
Partial Portfolio Document Custodian IMEIZEN ............couuiiiiiii e e e e eans 44
3

MyGinnieMae Portal | Document Custodian Transfer Request User Manual v 1.8



AMENT O

£ i

%O"’wbave»";

[0 ToTalU T4y =T oL A OV T oo [T T o TP 51
ST LU PP 52
Yol d o Y U =SSP P TP 52
NeW/RelinqUishing CUSTOTIAN ... .. iiiiii e e e e e e e e e e e e e e et e e e e e et e e e e et e e e eeaan e eeenannans 53

[ = oT L e T [T T TR PO 53
RelinquUishing CUSTOIaN ... ettt e e et e et e e e e a e e aeeans 65

B REPORTING . .....oiuuti ettt oottt oo e e et ettt oo oo oot ettt b o oo e e et et et bbb oo e e ettt ee e bbb e e e e e et eees b b e e e e e eeeenes 72
Document Custodian Transfer Request DOCUMENTS/REPOIT ...uuu.eiiiiiiiieieiiieeeeeeie e e et e e e e et e e e e e e e e aaaaaes 72

6 GETTING HELP .. ..o e ettt ettt et e ettt ettt ea e e et e e e ea e ea e ea e e e e s e e e e e e e eneeneenaenannaennen 73

Field-Level Validation ....... ... et e e et e e e e e e eaaa e 73
Validation FAtal EFrOr ..........cooiiie ittt e ettt e ettt e e e et e e et et e e e e eaan e e e eeeannas 75
Date Selection LImMItatioNns ...........coouu i e et et e e e e e e 76
Browser Back BUTON..........coouui i e e et ettt e e et et e e et et e e e eta e e e eeaaneeaas 76
SEIf-HEIP TOOIS ... ... e e e e e e e e e e e e e e aeanns 77
MyGinnieMae Portal DICtiONary ............coouiiiiiii et e e e et e e e et e e e e eans 78
Application Acronyms and Abbreviations. ... 78

MyGinnieMae Portal | Document Custodian Transfer Request User Manual v 1.8



e
|||,|||*§
%wusvﬁ‘oq
Figure 1: Document Custodian Transfer REQUEST Tab......cuei ittt e e rrr e e e e e s e rrrre e e e e e eae 10
Figure 2: Document Custodian Transfer REQUEST SUMMAIY ......cooo i e eeeree e e e e e e e arree e e e e e e e nnnnns 11
= U T T o1 Y P SUPRR 12
Figure 4: Request NEW Transfer BULLON ...... ittt e st e e e st e e s st e e e ssntae e e ssasaeeessbeeesansseeesnnsseeenn 15
T I T o1 1] SR E PR 16
FIUIE B6: REQUEST EIlIPSES .cneevieeieiiiee ettt ettt e ettt e ettt e e ettt e e et e e e e e tteeeeeasaeeeensaeeeenssaeeeassbaseeansaeeesssbeeasnseeeeassnnannn 17
= U I A [ o oY o fl xo Yo KRR 19
= UL T oo T A o Yo ] [PPSR 20
e TdU] gl R oY = | o] ) i or= Y (o] o -SSR 21
Figure 10: ReqUEST NEW TranSTer/IVIEIZEI ... ..ccciie ettt ettt ettt e et e e e etee e e tbe e s beeeabeeeeaseesabaeenbeeesbeesnseesseeeseeas 22
Figure 11: REQUESE Data ENLIY SCIEEN ....uueeeieiiieieiiieietettetet ettt e e e ee e e eee e e eeeeseseseeeseseseaeaeaeaeaeeaaaaeeeeaeeeeeeeeeeseeaeaeaeaees 23
Figure 12: Transfer/IMerger OPLiON .....ciccicieeieeceeieeseesteesttestesteete e be e te e teesbaessaestaestaesasesssesstesnbessseessentessseessansseesssensns 23
Figure 13: Transfer/Merger & Transfer DO ....c..cciicuiiiiiieieeieeie ettt ettt eeeeveeveebeebeeebeesteesteesteeeteesaneerneeareenne 24
=V T T <1 Yot Yo W O U L oo [T o] £ ST 25
FIUIE 15: CUSTOMIAN(S) LiST. . uviiiiiiiieeieitiiee ettt e ettt e e ettt e eett e e e eete e e e e baee e s taeeeeesaeseeaasaeeesassaseeanssaseeanssseeaasssaeasansseeeesseeannn 25
=W T KRN (o [T oY= o Yo ] £ SRR 26
Figure 17: Selected Custodian(s ) & Custodian (S) 0N RECOITS........uviiiiiiiieeiiiee ettt et e e bae e e e rae e e e rree e e saneeas 27
Figure 18: Validating @ REQUEST ..cccci i iiieiee ettt ee ettt e e e e e e ettt r e e e e e e e e ettt e e e e eeesaantsaeeeeaeseasstaaaeeaessaanssssaeeeaesesannreenens 28
Figure 19: SUDMItEING @ REQUEST ... ettt et e e e e e e e et e e e e e e e e se bt saeeeeeeeesasstaaaeeeessaanssssaeeeaesessnrennees 28
Figure 20: ACKNOWIEAZEMENT POP UP c..uiiiiiiiiiie ettt ettt ettt e ettt e e ettt e e e e ata e e e saateeeeeasaaee e ssaeeesnssseeasnsseeesansreeesansaeaann 29
Figure 21: Submitted REqQUEST iN POSTEA STATUS .....vviiiiiiiii ettt et e e e tre e e e rarr e e e s et e e e e atbeeeensaeeesnnnaeens 30
Figure 22: ReQUESE Data ENLIY SCIEEN ...uueeeiiieeeieieee ettt ee e e ee e e ee e e e e eeeeseeeeeseseseeeaeaeaeaeeeaeaeeaeeeasaeeeeeareeaeaeaeaees 30
FIgure 23: Transfer/MErZer OPLiON .....cccueiccuie ettt ete et e et e e s te e e eteeeeteeesabeeebeeessseessbeesabesesseesaseesaseeesaeesaseesnseenn 31
Figure 24: Transfer/Merger & Transfer DO .......cciicuiiiriiirieiiecre ettt eve v ebe e beebeesteesteenteeeteesaneerneeareenne 32
................................................................................................................................................ 32

..................................................................................................................................................... 34
35

Figure 25: Custodian(s) List

Figure 26: Adding Pools
Figure 27: Selected Custodian(s ) & Custodian (s) on Records

MyGinnieMae Portal | Document Custodian Transfer Request User Manual v 1.8



AMENT O

r o,
|||,|||*§
%wusvﬁ‘oq

Figure 28: ACKNOWIEAZEMENT POP UP ..uriiiiiiieiciiiieie ettt e e sttt et e e e e e et e e e e e e s s et s beeeeae e e e anbasaeeaaseennsssaseeaeeeennnseseees 36
Figure 29: Submitted REQUEST iN POSTEA STATUS ...uviiiiiiiiie ettt et e e e e e e tae e e s aee e e e s at e e e s atseeesnnsaeeesnnsaeens 37
Figure 30: REQUEST Data @NTIY SCrEEIM ...uuuueiiiiiiiiiiiiiiiiititititittearrerea e ettt ettt tete sttt ettt eeteteteaeteteeeeeteeeeeeeeeeeeeeaeeeeeeeeees 38
Figure 31: Transfer/IMerger OPLiON .....c.ccciciieieeieeceeseesteeste st e s teeteebe e te e be e beessaestaestaesssesasesatesnteesseensaenteessesstansseesssensns 38
Figure 32: Transfer/Merger & Transfer Detail SECLIONS ........ccviiiiiiiiiie ettt ettt et e ete e et e e teeesareeebee e aneenareas 39
=V e Y =1 Yot Yo W OU L oo [T ] (3 PSP 40
=0 Y O U1y o Yo [T [ o (] I L S 40
=0 e oY =1 =Tt fl 2o Yo [ RS 41
Figure 36: Selected Custododian(s) & Custodian(s) 0N RECOI .........eeicuiiiiiiiiiiiciitee et e rrae e e rre e e e eaneeas 42
Figure 37: Summary of Partial Portfolio Document Custodian Transfer Acknowledgment..........cccccoecieieeiiieeeccieee e, 43
FIGUIE 38: RECAII REQUEST ... ueviieieiiee ettt ettt e sttt e e s sttt e e st e e e e st te e e s sasaeeesnsaeeessbaeessasseeesanssaeesnsaeeesnseeessssenennn 44
Figure 39: REQUEST DAta @NTIY SCIEEIM ...uuuuiiiiiiiiiiiiiititititttitietire vt et e e ettt et e e teteteteteteeeeeteaeeeteeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeees 45
Figure 40: Transfer/MeErZer OPLiON .....cccuviciuie ettt e e et e et e e s eteeeetee e teeesabeeebeeessseessbaesabesessseesaseesaseeesseesnseesnseenn 45
Figure 41: Partial Portfolio Document Custodian Merger Data ENtry .......ooooiiiieeic et 46
= VTN by GV Ty o T [ -1 T [0 o TSR 46
Figure 43: Edit DOCUMENT CUSTOTIANS ....viiiiiiiiieiiiiiieciitee e ettt e ettt e et ee e e eta e e e e ataeeesaaaaeeeensaaee e ssaeeesnnsseeesnsseeesansreeesanssnaann 47
=W N Yo (o [T g Y- o Yo LSRR 48
FIGUIE 45: SQVING @ REQUEST......ueeiiieieieiiiiiiietiitietetteeeeeeeeeeeeeeeeeaeeeee e e eeeeeeeeeeeeae e e s e e e e e reseeeaeeeaeaeaeaeaeaeaeaeeeteeaeeteraeeteeeeeeereeeeeeeeenes 49
Figure 46: Acknowledge Popup for @ Request SUDMISSION .......iiiiiiiiiiiiiiecciee ettt ree e e re e e e eareeas 50
=V N by A ST U o o T ) = AU OSSP 50
FIGUIE 48: RECAII REQUEST ... eiiiei ettt ettt e e sttt e e s sttt e e s ate e e e s ateeeesasaeeesasaeeesssbaeesassseeesansseeesansaeeesnsaeessssenennn 51
Figure 49: Document Custodian Transfer REQUESES .......c..euiiiiiie ettt e e e e e e s trae e e e e s e e e nbaa e e e e e e eennenrees 53
Figure 50: Document Custodian Transfer REQUEST Tab......cccuiiiiiciiiiiiiee ettt ettt e s are e e s aa e e e eanaee s 53
Figure 51: Document Custodian Transfer REQUEST SUMMAIY ......coociiiiiiie ettt e e e e ecreae e e e e e e e snrre e e e e e e e ennnnes 54
= UL I ol o =Y PSPPSR 55
FISUIE 52: ROOUEST SUMIMIAIY ..uiitiiiiiiiiiiiiiiiiitiiiiittittteaeaeeee e e et et eeete et e e te s et e et teteteteteteteteeeeetereteeeeateeeteeeeeeeeeeeeeeeeeeeeeeeees 57
= U IR T o =T oS SUPRR 58
FIUIrE 54: REQUEST EIlIPSES ...uvveiiieiiieiiitiiiie e e ettt ettt e e e e e et e e e e e e e e e et taaeeeeessaasssaeeeaaesaansstasaeaeessaaasssaneseaesessnrenneens 59

MyGinnieMae Portal | Document Custodian Transfer Request User Manual v 1.8



ENT
P
£l
3 *
kA
%

¢,
% R
4N peve®

NT oN©

e,

Figure 55:
Figure 56:
Figure 57:
Figure 58:
Figure 59:
Figure 60:
Figure 61:
Figure 62:
Figure 63:
Figure 64:
Figure 65:
Figure 66:

Figure 67:

ACKNOWIEAZE NEW TranSTEI/IMEIZE .....eeeeveeeeeee ettt ettt eetee e etee et e et e eeteeeeateeebeeeesseeesseesseeeeseeesnreeens 60
REQUEST ACKNOWIEAZE ...vviiiiiiee ettt e et e e e st e e e et e e e e e bt e e e esataeeesnsseeesnsseeeeanssaeesanssesesnnsseaann 60
Document Custodian ACKNOWIEAZEMENT .........uiiiiiiiie et e e e e ee e e e eare e e e entae e e eanees 61
Document Custodian APProved REGUEST .....ccviiiiiiiiie ittt eree st e e s e e s s ae e e s bee e s ssabee e e snnreeessanees 62
DocumMENT CUSTOAIAN EIPSES ...veiieiiiiieiiiiie ettt et e e et e e e ettt e e e et e e e e eabaeeeensteeeeansteeaennbeneeennres 62
Document CUSTOIAN DECHINE ....co..eiiieiieiieet ettt sttt et ettt e s b e e s bt e s st e smeesmeeemeeenneenneeas 63
Document Custodian Decline ACKNOWIEAZEMENT .......ccuiiiiiiiiie et s bee e e s nabeeas 64
Document Custodian Declin@d REQUEST .....ciicuiiiiiiiie ettt e s s bee e e e bee e s sabe e e e snsreeessanes 65
Document Custodian Transfer REQUEST SUMMATIY ......ccuiiiiiiiiie ettt e e e sre e e svee e e e aeee s e e aree e ennraeas 66
L= TP TP USSR TPPUPRRPPUPRRO 67
REOUEST SUMIMI@IY ..ttt et et e et et et et e et te e e e ee e e e s et et e s et eeeaaaeeeaaesasaeaaeaeaeaeeenaaaneneeeaesanenenens 70
L= TP ORURPPRRPPRPPRT 71

R T o = T o 1Y Y SRR 71

Figure 68 Field-Level Validation EXAmMPIES ..........uuiiiiiiiie ittt ettt e e e e e e et be e e e e e e e e ntaae e e e e e e ennssaaeeeeeesnnsensees 74

Figure 69:
Figure 70:
Figure 71:

Figure 72:

Table 3.1:
Table 4.1:
Table 4.2:
Table 4.3:
Table 4.4:
Table 4.5:
Table 4.6:
Table 4.7:
Table 4.8:
Table 4.9:

KV 11 Le =X o) a T = o] £ 75
(DY =N 0% 1] aTo F= Tl KT 411 =) 6o ] o HR R 76
2y oYV =T 2 T ol [ 21U o] o TR 77

JAN oo Tor Y a oY g = 7= Yol 2 TV o] o IS USSP 77

USBI ACCESS eeeiiiiiiiiitttee et ettt et e ettt e e e e s e b bttt e e e e e e e s b e bt e e e e e sa s e b e e e e e e e e e e s bbb ee e e e e e ea s s b e bt aeeeeeeannneeeeeeeesannrnet 10
Document Custodian Transfer REQUEST FIlLEIS ...ouuiii ittt e s e 15
Document Custodian Transfer Request SUMMary COIUMNS.......cccuiiiiiiiie e it e e e e e 18
T o Y=l Y/ L= o U T @1 o PSSRt 25
Document Custodian Transfer Request Transfer Details Fields .........cccocviviiieiiiiiiiiinieeeceec e 75
Document Custodian FUNCLIONAI ROIES ......couviiiiiiiiieiiee ettt sttt sre e s te e sbe e snan e e sbeesabeeenens 53
Document Custodian Transfer REQUEST FIlLEIS ...ouuiii ittt e e e 58
Document Custodian Transfer Request SUMMary CoOlUMNS.......ccccuiiiiiiiieiiiieee e 58
Document Custodian Transfer REQUEST FIlLEIS .......uiiiiiiiee et e e et e e e 70
Document Custodian Transfer Request SUMMary COlUMNS......ccoiiicciiiiiiee e e e e e e esarre e e e e e e e eannns 70

MyGinnieMae Portal | Document Custodian Transfer Request User Manual v 1.8



AMENT O
&l
g |||||||
3 *
>
%

¢,
% R
4N peve®

ons™

NT

e,

1 INTRODUCTION

Application Overview

A core Ginnie Mae function is to allow Issuers to transfer/merge pools from one or multiple Document Custodians to a
New Document Custodian. The Document Custodian Transfer Request application provides an interface to those
processes and procedures in MyGinnieMae (MGM).

Features

The following features are available to users:
- Document Custodian Transfer Request Summary
- Creating a New Transfer/Merger Request
- Import and Export pools from each Document Custodian
- Save, Delete, Validate, Modify, Submit, and Recall requests
- Request Summary and Approval Letter
- Enhanced Issuer Profile Report

Data Flows

The following data flow reflects the different operational activities for Document Custodian Transfer workflow:

e |ssuers:
0 Create a new Transfer/Merger request.
0 Save the request.
0 Validate the request.
0 Submit the pool for Document Custodian acknowledgement, approval, or decline.

o

Acknowledges the request.

0 The request is submitted to the Account Executive for approval.
o AE:

O Approves the request

Note that the transfer of the pools is completed on the effective transfer date.
e Issuers:
0 Can delete a request if not submitted for Document Custodian acknowledgement/approval.

0 Can recall pools that have not been approved or acknowledged by a Document Custodian.

e Issuers, Document Custodians, and Account Executives:
0 Receive notifications via the portal and/or emails for request processing.

e Ginnie Mae Operations will have a view-only role for all requests.

MyGinnieMae Portal | Document Custodian Transfer Request User Manual v 1.8
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Authorized Use / Permissions

Please refer to the My Ginnie Mae Portal — Getting Started Manual for authorization of user and assignment of their
permissions.

2 SYSTEM PREREQUISITES

The DCTR application is on the current web-based MyGinnieMae Portal. No new or enhanced hardware is required to
support the DCTR application. The Document Custodian acknowledgment/approval processes will be performed by
DCs in MGM.

Please refer to the My Ginnie Mae Portal — Getting Started Manual for the system prerequisites for accessing
MyGinnieMae and its associated applications.

3 GETTING STARTED

Upon logging into MyGinnieMae, the DCTR application is accessed via a tab on MGM. Before being granted access to
the application, the user must complete the MyGinnieMae Portal registration process. Privileged users called
Organization Administrators (formerly known as Security Officers and Enrollment Administrators) facilitate the
registration and access provisioning process to create user accounts and assign functional roles within each
organization.

A functional role is a system access profile based on the business activities used to ensure end-users have the
appropriate level of access to be able to perform their job functions. There are six functional roles ( Issuers) associated
with DCTR.

Role User Description

Users with this functional role can initiate a Document Custodian
SF-Collateral Management lssuers Transfer request for the Single-Family (SF) program type, add

Basic User Custodians/Pools, and perform actions such as saving, validating, and
modifying an existing request.

Users with this functional role can initiate a Document Custodian
SF-Collateral Management lssuers Transfer request for the SF program type, including adding
Authorized Signer Custodians/Pools, saving, validating, modifying, submitting, and
recalling the request.

Users with this functional role can initiate a Document Custodian
Transfer request for the Multifamily (MF) program type, including
adding or removing custodians and pools, as well as saving, validating,
and modifying an existing request.

MF-Transfers Basic User Issuers

MyGinnieMae Portal | Document Custodian Transfer Request User Manual v 1.8
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Role User Description
Users with this functional role can initiate a Document Custodian
MF-Transfers Authorized lssuers Transfer request for the MF program type, including adding
Signer Custodians/Pools, saving, validating, modifying, submitting, and

recalling the request.

Users with this functional role can initiate a Document Custodian
HECM-Collateral Management Transfer request for the Home Equity Conversion Mortgage (HECM)
. Issuers . . . . . s
Basic User program type, including adding Custodians/Pools, saving, validating,

and modifying an existing request.
Users with this functional role can initiate a Document Custodian
HECM-Collateral Management Transfer request for the HECM program type, including adding

. . Issuers . . o e e
Authorized Signer Custodians/Pools, saving, validating, modifying, submitting, and
recalling the request.

Table 0 User Access

Please refer to the My Ginnie Mae Portal — Getting Started Manual for access and log in instructions for MyGinnieMae
and associated applications.

4 USING THE APPLICATION

To get started:

1. Loginto MyGinnieMae.

2. Select Document Custodian Transfer Request under the Other Applications heading from the Tools menu.

RF5 IPM5 (Other Applications Bloomberg eMBS
E-Motification SecurlD Token Validation I Document Custodian Transfer Request I FHA Connection FHA Website

Werify Role Assignment GinnieNET Fitchratings Ginnie Mas
HUD HUD Locator
Issuer Calendar MEA
MBS -DD MBS - GA
MBS Guide MBS - MD3
Pay.gov Rural Housing
WA- HUD VALER

Figure 1: Document Custodian Transfer Request Tab
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Issuer

Document Custodian Transfer Request Summary

The following screen displays a summary of Document Custodian Transfer Requests. The Issuer user can filter or
search for an existing request, create a new request, export, validate, delete, submit, recall, download reports from
the summary screen.

Request New Transfer

Document Custodian Transfer Request Summary

Effective Transfer Date

Request Number Mew Custodian Request Type MM/DD/YYYY - MM/DD/YYYY

Enter Request Number ‘ ‘ -Select- : ‘ -Select- o ‘ - ‘ D
Status
‘ -Select- ad | Clear All Filters | Apply Filters

Showing1-3outef3 |20 $ < First < Previous n Next » Last>

Total: 3 Selected: 0

Effective

Request . Business .
C] 9 4 New Custodian ID Request Type 1 Transfer 1 Status I Actions
Number Rules
Date
Partial Portfolio Document Custodian
D 2626 000545 - ALLEGIANCE BANK 12/27/2024 Completed
Transfer
Partial Portfolio Document Custodian
D 2591 (00545 - ALLEGIANCE BANK 12/26/2024 Completed
Transfer
Complete Portfolio Document Custodian
D 1062 000545 - ALLEGIANCE BANK M 08/13/2024 Completed
erger

H

Shewingl-3outef3 | 20 £ < First < Previous H Next » Last>»

Figure 2: Document Custodian Transfer Request Summary
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Filters Type

The top of the screen displays several fields that can be used to filter the number of records shown.

Request Number New Custodian Request Type

‘ Enter Request Number ‘ ‘ s

v

Effective Transfer Date
MM/DD/YYYY - MM/DD/YYYY

SelectRange - Select Range ‘ D

Status

~
b

Clear All Filters Apply Filters

Figure 3: Filter

Filter Definitions

e To use data entry fields, enter the required data.
e To use the drop-down fields:
1. Click the checkbox to select an item.

2. Click the checked box again to unselect the item.

Once checked, the number of items selected appears in the drop-down field.

e To use the transfer date field:

Enter a data in MM/DD/YYYY format.
OR

Click the date icon ( D) to select a date from the calendar.

Important: This is a Transfer Effective Date range field. You must enter/select a From and To date.
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Filters Definition

Request Number Unique request Ids assigned to a request during the request creation.
New Custodians Custodian Name and ID.
Document Custodian Transfer Request Type. There are four request types
available:

1. Complete Portfolio Document Custodian Merger: Complete Portfolio
Document Custodian Merger is a request to merge the Issuer’s entire
Ginnie Mae MBS portfolio when a merger occurs between one or more
Document Custodian Corporate Institution(s). The existing entity’s
Document Custodian Identification Number will update as the newly
designated Document Custodian.

2. Partial Portfolio Document Custodian Merger: Partial Portfolio
Document Custodian Merger a request to merge selected pools/loan
packages of the Issuer’s Ginnie Mae MBS Portfolio when a merger

Request Type occurs between one or more Document Custodian Corporate

Institution(s). The existing entity’s Document Custodian Identification
Number will update as the new designated Document Custodian

3. Complete Portfolio Document Custodian Transfer: Complete Portfolio
Document Custodian Transfer is a request to transfer the Issuer’s entire
Ginnie Mae MBS portfolio from one or more active Document
Custodian(s) to a new Document Custodian.

4. Partial Portfolio Document Custodian Transfer: Partial Portfolio
Document Custodian Transfer is a request to transfer selected
pools/loan packages from the Issuer’s Ginnie Mae MBS portfolio from
one or more active Document Custodian(s) to a new Document
Custodian.

Transfer Effective Date range. Users can search for requests for a specific

transfer effective date range.

All Transfer Requests Statuses are available on the drop-down field.

1. Approved by Ginnie Mae: A Transfer/Merger request

Transfer Effective Date

approved/acknowledged by the AE user.
2. Draft: A Transfer/Merger request created by Issuers but has not
Status submitted to DC for approval/acknowledgement.
3. Posted: A Transfer /Merger request submitted by an Issuer for DC
Approval.
4. Declined by Custodian: A Transfer/Merger declined by a Document

Custodian.
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Filters Definition

5. Declined by Ginnie Mae: A Transfer/Merger declined by an Account

Executive.

6. Pending Ginnie Mae Approval: A Transfer /Merger request submitted
by an Issuer for DC Approval.

7. Completed: Pools will be transferred from one or multiple DCs to a new
DC on the Transfer Effective Date.

8. Rejected by Ginnie Mae System: A request, or all pools within a
request, are rejected by the Mainframe system at the time of request

completion.
Clear Filters (Button) Click this button to remove all filters.
Apply Filter (Button) Click this button to apply filters after selecting one or multiple search criteria.

Table 4.1 Document Custodian Transfer Request Filters
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Request New Transfer Button

To request a new transfer:

1. Click the button.

The Create New Transfer screen displays where you can enter required information and create and save

requests.

Request New Transfer

Document Custodian Transfer Request Summary

Effective Transfer Date

[m

Total: 3 Selected: 0

Request Number New Custodian Request Type MM/DD/YYYY - MM/DD/YYYY
Enter Request Number ‘ ‘ -Select- ol ‘ -Select- 2 ‘

Status

‘ -Select- b | Clear All Filters | Apply Filters

Showing 1-3 outof 3 1< First ¢ Previous Next »

Last>

Effective .
Request . Business .
D q 4 New Custodian ID $ Request Type 1 Transfer Status ¥ Actions
Number Rules
Date
Partial Portfolio Document Custodian
D 2626 000545 - ALLEGIANCE BANK 12/27/2024 Completed
Transfer
Partial Portfolio Document Custodian
D 2591 000545 - ALLEGIAMCE BANK 12/26/2024 Completed
Transfer
Complete Portfolic Document Custodian O n
[_] 1062 000545 - ALLEGIANCE BANK 08/13/2024 Completed v

Figure 4: Request New Transfer Button

Requests Summary

The Requests Summary sections display all requests created by the Issuers. The Issuer can open individual requests by

clicking on each request number. Each column can be sorted in ascending or descending order. The columns are

defined as follows:

Columns are defined as follows:

Field Definition

Request Number Unique request Ids assigned to a request during the request creation.
Issuer Issuer ID and Name.
New Custodian Document Custodian ID and name of new custodians.

MyGinnieMae Portal | Document Custodian Transfer Request User Manual v 1.8
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Field Definition
Effective Transfer Date Dates on which the request will be completed.
Status Status for each request.
Business Rules Request Business Rules validation status.
Actions Actions that Issuers can take as per request. Refer to the Request Ellipses
section for more information.
Table 0 Document Custodian Transfer Request Summary Columns
Filters

Issuers can filter or search for specific requests by selecting the following criteria:
e Request Number
¢ New Custodian
e Request Type
e Effective Transfer Date
e Status

After selecting the desired criteria, click the Apply Filters button to execute the search.

Effective Transfer Date
Request Number Mew Custodian Request Type MM/DD/YYYY - MM/DD/YYYY

s
i

Enter Request Number ‘ ‘ $ Select Range - Select Range ‘ D

Status

<3

| Clear All Filters Apply Filters

Figure 5: Filters

Request Ellipses

The EIIipses are located under the action column. An Issuer can perform actions such as deleting, validate, submit,

recall, view documents, etc. The available actions depend on the status of the request. For instance, if a request is in

posted status, the Issuer can only recall the request or view associated documents. However, if the request is in draft
status, the Issuer can validate, delete, submit, or view associated documents.

16
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Total: 5 Selected: 0

+ New Custodian 1D 1

Effective Business
Request Type Transfer © Status 1 Rulss Actions

1136 000570 - Merchants Bank of indiana

Date
Fartial Portfolio Document Custedian -]
Transler Validate

2

The actions that an Issuer can take,

Request Status

Figure 6: Request Ellipses

based on the request status, are as follows:

Draft

Actions from Ellipses

Submit, Delete, Validate, Docs, Export

Posted

Recall, Docs, Export

Pending Ginnie Mae Approval

Docs, Export

Approved by Ginnie Mae

Docs, Export

Declined by Custodian

Doc, Export

Declined by Ginnie Mae

Doc, Export

Completed

Docs, Export

Rejected by Ginnie Mae System

Doc, Export

Table 0 Ellipse Menu Options
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Import Pools

When adding pools for a Document Custodian in a request, you can use the import feature to upload an external flat
file that contains the list of pools to be included for the transfer or merger. See the import template file.

Import Flat File Template

DCTM_Layout_Sampl
es.zip

To import pools:
1. Create a new request.

Refer to the section in this guide for the type of request you want to add.

Add Custodian(s) as required.

Edit the Custodian to add pools.
Click the Actions button in the Selected Pool(s) to Transfer section.

a & w N

Select Import Pool(s) to Transfer from the Actions menu.

MyGinnieMae Portal | Document Custodian Transfer Request User Manual v 1.8
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Import Pool(s) to Transfer X

Import a flat .txt files which contains Pool ID in each line
Pool ID should:

* Not exceed 6 characters.
= Not contain special characters.

Import will exclude the Pools that are not in the system or deleted.

Drag file here or choose from folder *

D Please indicate if you would like to replace all selected pools with the

imported pools from file
Add Pools [eEhidel .

Figure 7: Import Pools

Export Request

An Issuer or DC can export a request or multiple requests using the Export feature. For a single request export:

1. Click the Ellipses in the Action column.
2. Click the Export button.

The exported item will be saved to the Downloads folder of your computer.

For a multiple request export:

1. Click the checkbox in front of the requests you want to export.
Note: At least 2 requests must be selected.
2. Click the Export button.

A window displays listing the requests you selected.

19
MyGinnieMae Portal | Document Custodian Transfer Request User Manual v 1.8



AMENT O

\ 4o,
¢ ||| ||| %
@ ' Z
3 * &
3 £
2 ¥

%, &

AN DEVEY

3. Click the Export button to export the requests.
OR

Click the Cancel button to cancel the request.

Total: 5 Selected: 0

Request Effective Business
C] q ¥ New Custodian ID Request Type T Transfer T  Status? Actions
Number Date Rules

: Partial Portfolio Document Custodian i . B ®
1726 000570 - Merchants Bank of Indiana e . B
Transfer Delete Export Submit | Validate

Figure 8: Export Pools

Export File and File Layout Details: The export file layout adheres to the existing GinnieNET DCTR files layout. The
operations user will have access to the same layout as the Issuer. Similarly, the Account Executive (AE) user will use
the same layout as the Document Custodian (DC). It is important to note that exports for both the AE and DC will
exclude any retained pools. For further information and examples of the file layouts, please open the following
attached document.

DCTR ExportLayoutfileszip (Command Ling

Portal Notifications and Emails

Issuers, DCs, and AEs will get portal notifications during the request processing. The notifications can be accessed by
clicking on the Mail icon then viewing the notifications related to requests.
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P o 1247
M Ginnielize (02)) nessceru

#,  Document Cundodisn Trasafer Request: T667 hus been o

Sradus

Total: 3 Selected: 0

O Request, | o CustodianiD T

Riequeesit Mum b Hew Custodian

Document Custodian Transfer Request Summary

Ciocument Cuniodian Trasafe Bequest 567 has been s
Crocusmeni Cunsodnn Trasdes Bequeti H4T was pucos
Ciocusment Cundodiaen Trasife: Bequest F667 Dusiseus

Request Typll A Docusent Cuitodinn Trasite Bequest. 54T Busiseis

Salect

i

= Chear All Filters

Showang 1-3outofd | 20 2 o [t

Effective

Regquest Type © Transfer § Status §

Busimess

Rules Actions

por BOO545 - ALLEGIANCE BANK

Fartial Porticdio Decumsent Custodian

Transfer

12/27/2024  Completed

° B

Partial Portfiolio Document Custadian

Transfer

12/26/2024  Completed

° N

O
D 591 OGSES - ALLEGIAMCE BANK
O

1062 000545 - ALLEGIAMNCE BANK

Complete Portlolic Document Custodian

Merger

08/13/2024 Completed

°© i

Issuers, DCs, and AEs will receive emails during the processing of Document Custodian Transfer Requests.

Declined / Expired Requests

Figure 9: Portal Notifications

If a Transfer or Merger request is declined by either the DC or the AE, the Issuer must revise and save the request as a

draft to continue working on it. The same request may then be modified, resubmitted, or deleted as required.

Saving Requests

Users should save their request and all related data or take necessary actions before leaving the request screen.

Additionally, it is important to save the request prior to editing pools in the request.
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Create a New Transfer / Merger

To create a Transfer/Merger request:

1. Click the from Request Summary screen.

The Create New Request Data Entry screen displays.

Request Mumber

Document Custodian Transfer Request Summary

New Custodian Request Type

MM/DD/YYYY - MM/DD/YYYY

‘ Enter Request Number

‘ ‘ -Select- hod

‘ -Select-

~
b

{m

Status

‘ -Select-

~
v

| Clear AllFilters | Apply Filters

Total: 3 Selected: 0

Showing 1-3 outof 3

<

Effective

First < Previous

Request - Business .
[:] 9 + New Custodian ID § Request Type 1 Transfer ¢ Status 1 Actions
Number Rules
Date
Partial Portfolio Document Custodian
D 2626 000545 - ALLEGIANCE BANK 12/27/2024 Completed
Transfer
Partial Portfolio Document Custodian
D 2591 000545 - ALLEGIANCE BANK 12/26/2024 Completed
Transfer
Complete Portfolio Document Custodian (‘) !
m 1062 000545 - ALLEGIANCE BANK 08/13/2024 Completed ™V,

Figure 10: Request New Transfer/Merger

Complete Portfolio Document Custodian Transfer

A Complete Portfolio Document Custodian Transfer is a request to transfer the Issuer’s entire Ginnie Mae MBS

portfolio from one or more active Document Custodians to a New Document Custodian.

To transfer a complete portfolio transfer:

1. Click the from Request Summary screen.
The Transfer/Merger screen displays.

Effective Transfer Date

MyGinnieMae Portal | Document Custodian Transfer Request User Manual v 1.8
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My Dashboard GinnieNET

Document Custodian Transfer Request

€ Document Custodian Transfer Request

4 Transfer/Merger

Transfer/Merger®

-Collapse All / #+ExpandAll

<«

Figure 11: Request Data Entry screen

2. Select the Complete Portfolio Document Custodian Transfer option from the Transfer/Merger drop-down.

A Transfer/Merger

Transfer/Merger *

L3

Transfer

I Complete Portfolio Document Custodian Transfer

Partial Portfolio Document Custodian Transfer
Merger
Complete Portfolio Document Custodian Merger

Partial Portfolio Document Custodian Merger

3. Complete the screen as required.

Field

Number of Custodians

Figure 12: Transfer/Merger Option

Description
Required. Choose one of the following from the drop-down:

e Multiple Document Custodian to New Document

e One Document Custodian to a New Document Custodian

New Custodian

Required. Choose a Document Custodian from which Pools will be
transferring. Only one new Custodian can be selected in a request.

Effective Transfer Date

Required. This date must be at least 10 business days and no more

than 3 months from the request submission or creation date. The
Effective Transfer Date is in MM/DD/YYYY format. Using the date

MyGinnieMae Portal | Document Custodian Transfer Request User Manual v 1.8
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Field ‘ Description
picker or filling out the complete format is advised. Editing a

specific position will adjust the value to match the required
format.

Reason for Transfer Request

Required. Enter a reason for the transfer. You can enter up to 100
characters.

Table 0 Document Custodian Transfer Request Transfer Details Fields

< Document Custodian Transfer Request

€ canceL
-Collapse 8Ll ¢+ Expand All
4 Transfer/Merger
Transfer/Merger *

HNumber of Custodians *
Complete Portfolio Document Custodian Transfer

-
-

‘ Multiple Selected Document Custodians to New Document Custodian

-

Transfer Details

Effective Transfer Date *
Status Validation Status MM/ DDAYYY

‘ 04,/30/2025 ‘ D

Mew Custodian *
Mot Yet Run

DO046E - U S BANK NATIONAL ASSO... O

Reason for Transfer Request *
Maximum 100 characters

Document Custodian Ownership changing

Figure 13: Transfer/Merger & Transfer Detail

4. Click the m button to add Custodians in Select Custodian(s) section.
Note: The button is not active until you complete all the required fields.

24
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Figure 14: Selected Custodian(s)

5. Select the Custodian(s) to which you want to do a transfer in the Custodians field.
An + Add button displays.

6. Click the + Add button.
The Custodian(s) you selected display in the list.

Figure 15: Custodian(s) List

7. Click the ellipse ! in the Actions column.

8. Select Edit from the ellipse menu.
The Select Pool(s) screen displays.
9. Add/Remove pools as needed.
a. To add all pools, click the Action button in the Pool(s) on Record section, select Select All Pool(s), then
click the >> button.
b. To add specific pools, highlight the pool in the Pool(s) on Record section, then click the > button.
c. Toremove all pools, click the Action button in the Selected Pool(s) to Transfer section, select Select
All Pool(s), then click the << button.
d. To remove specific pools, highlight the pool in the Selected Pool(s) on Transfer section, then click the
< button.

Note: You must select all Custodians and all their associated valid pools for a Complete Portfolio
Document Custodian Transfer.

Note: You can import a list of pools from an external file (flat file). Refer to the Import Pools section of this

25
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guide for more information.
Select Pool(s) X

I o All actions taken on this page will be autosaved.

Custodian
000466 - U 5 BANK NATIONAL ASSOCIATION

Pool{s) on Record @

Showing L - 20outof 20 | 20

ons
Search By Pool Id

Pool 1d Issue Date Pool Type Issue Type

Single Ginnie Mae 11
UBL1906 O7/0L/2024 Family Multiple Issuer

(SF) Fool

Single Ginnie Mae |l
UBL913 07/0L/2024 Family Multiple Issuer

(SF) Paoal

Single Ginnie Mae 11
UBL1908 07/0L/2024 Family Multiple Issuer

(5F) Poal

Single Ginnie Mae |l
UBL1833 06/01/2024 Family Multiple Issuer

(SF) Paoal

Single Ginnie Mae 11
UBL901 06012024 Family Multiple Issuer

(SF) Fool

Single Ginnie Mae |l
UNOTZ9 04/01/2024 Family Multiple Issuer

(SF) Paoal

Single Ginnie Mae |l

UM50L12 04/01/2024 Family Multiple Issuer

. : ' :

Selected Pool(s) to Transfer

Search By Pool Id

¢ Previous n Mext » Last x|

Pool Issue Poal
Pool Id Issue Date Type Type Transfer
Status
Ginnie
Single Maell
UN3653 1170172023 Family Custom Valid
\5F) Issuer
Paool
Ginnie
o Buydown Mae .
UA£387 1170172023 a0 Custom Valid
Issuer
Paoal

« Flirst ¢ Previous n Mext » Last»l

Figure 16: Adding Pools

10. Click the X button at the top of the screen once all Custodians and their associated pools have been added to
the request.

The information is automatically saved by the system.
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Selected Custodian(s)

a
Custodians
-Select- s
Custodian Info
Custodian(s): 3

Custodian ID/Name Number of Pool(s) Transferred Number of Pool(s) Errored Out Actions
000143 - Wells Fargo Bank, N.A. 2 0 '

000450 - US Bank National Association 43 0 '

000466 - U S BANK NATIONAL ASSOCIATION 22 0 !

Figure 17: Selected Custodian(s ) & Custodian (s) on Records

11. Click the Validate button to run the business rules against the request.
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€ Document Custodian Transfer Request: 2686

& Transfer/Merger

Transker Marger *

e I T KT

Collagsa Al +Espand Al

Humber of Custodians *

Lomplete Portiobo Document Custodian Transher

N
-

| Multiple Selected orument Custodians to Kew Document Custodian

s

& Transfer Details

Seatus Validatian Status

Effective Tramsfer Date *
Hew Custodion ® b ¥

Drafe Hot Yet Run

000405 - DEUTSCHE BANK NATION 2

Reason for Transfer Reguest *

Docament Custodian cwnership changing

+  Sglected Custodianis)

Custoddians
Seloct =
Custodian Info
Custedianis): 3

Custadian ID/Nama

Number of Pool(s] Transferred Hismber of Paol[s) Errered Out Agtians
000142 - Wells Farpa Bark, MA. 2 ] .
000450 - US Bank National Assodiation a8 L] n

Figure 18: Validating a Request

Once the request is validated successfully without any errors on the request, you can submit the request to
the receiving Document Custodian.

@ validate

@ Submit

Figure 19: Submitting a Request

12. Click the Submit button for the request submission.

An acknowledgement pop-up message with summary information of the request displays.
13. Click the checkbox for the acknowledgement of the summary or the request.
14. Enter RSA SecurlD Passcode.

15. Click the Submit button to proceed with the submission.

28
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Summary of Complete Portfolio Document Custodian Transfer

@ Summary
The below summarizes the Transfer/Merger Reguest from the identified Document Custodian(s) to the 000405 - DEUTSCHE BANK

HATIONAL TRUST COMPANY

Selected Custodian(s)

Custodian Info

Custodian(s): 3

Number of Pool(s) Transferred

Custodian ID/Name

000149 - Wells Fargo Bank, N.A. 2

000466 - U S BAMK NATIOMAL ASSOCIATION 22
43

000450 - US Bank National Association

Custodian(s) on Record

Custodian Info

Custodianis): 1

Custodian ID/Name Humber of Pool(s) Retained

000405 - DEUTSCHE BANK NATIONAL TRUST COMPANY 116

| hereby acknowledge the summary of the above Document Custodian Transfer/Merger Request
Enter RSA SecurlD Passcode ®

m Ca”cE'

Figure 20: Acknowledgement Pop Up

Once the request is submitted to the DC for approval, the request’s status will be changed to Posted. The
issuer can also Recall the request if the Document Custodian has not approved the request.
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@& Action Success =
< Document Custodian Transfer Request: 2686 = Recall Revuleat Slibeniiited Sicces iy,
-Collapse All { + Expand All
4 Transfer/Merger
Transfer/Merger * Number of Custodians *
Complete Portfolie Document Custodian Transfer Multiple Selected Document Custodians to New Document Custodian
4 Transfer Details
Effective Transfer Date *
Status Validation Status New Custodian * MM/DDYY
Posted Passed 000405 - DEUTSCHE BANK NATIONAL 01/24/2025
TRUST COMPANY

Reason for Transfer Request *

Maximum 100 Brs

Document Custodian ownership changing

4 Selected Custodian(s)

Figure 21: Submitted Request in Posted Status

Complete Portfolio Document Custodian Merger

Complete Portfolio Document Custodian Merger is a request to merge the Issuer’s entire Ginnie Mae MBS portfolio
when a merger occurs between one or more Document Custodian Corporate Institution(s). The existing entity’s
Document Custodian Identification Number will update as the newly designated Document Custodian.

1. Click the from Request Summary screen.
The Transfer/Merger screen displays.

M GinnieMae Q — 1|o_|\33 .
My Dashboard GinnieNET Document Custodian Transfer Request
€ Document Custodian Transfer Request m
-Collapse All / #ExpandAll

4 TransferfMerger

Transfer/Merger *

<r

Figure 22: Request Data Entry Screen
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2. Select the Complete Portfolio Document Custodian Merger option from the Transfer/Merger drop-down.

“  Transfer/Merger

Transfer/Merger *

¥

Transfer -

Complete Portfolio Document Custodian Transfer

Partial Portfolio Document Custodian Transfer

Merger

I Complete Portfolio Document Custodian Merger

Partial Portfolio Document Custodian Merger =

Figure 23: Transfer/Merger Option

3. Complete the screen as required.

Field

Number of Custodians

‘ Description

Required. Choose one of the following from the drop-down:

e Multiple Document Custodian to New Document
e One Document Custodian to a New Document Custodian

New Custodian

Required. Choose a Document Custodian from which Pools will be
transferring. Only one new Custodian can be selected in a request.

Effective Transfer Date

Required. This date must be at least 10 business days and no more
than 3 months from the request submission or creation date. The
Effective Transfer Date is in MM/DD/YYYY format. Using the date
picker or filling out the complete format is advised. Editing a
specific position will adjust the value to match the required
format.

Reason for Transfer Request Required. Enter a reason for the transfer. You can enter up to 100

characters.
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< Document Custodian Transfer Request © canceL
- Collapse All ¢+ Expand All
4 Transfer/Merger
Transfer/Merger * Number of Custodians *
Complete Portfolic Document Custodian Merger - ‘ ‘ Multiple Selected Document Custodians to Mew Document Custodian -
4 Transfer Details
Status Validation Status Mew Custodian *
HNew Hot Yet Run 000405 - DEUTSCHE BANK NATION... 2 | 04/30/2025 ‘ D

Reason for Transfer Request

Maximum 100 characters

Document Custodian Ownership is changing

Figure 24: Transfer/Merger & Transfer Detail

4. Click the m button to add Custodians in Select Custodian(s) section.
Note: The button is not active until you complete all the required fields.

5. Select the Custodian(s) to which you want to do a transfer in the Custodians field.

An + Add button displays.

6. Click the + Add button.
The Custodian(s) you selected display in the list.

Figure 25: Custodian(s) List
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7. Click the ellipse H in the Actions column.

8. Select Edit from the ellipse menu.
The Select Pool(s) screen displays.
9. Add/Remove pools as needed.
a. To add all pools, click the Action button in the Pool(s) on Record section, select Select All Pool(s),
then click the >> button.
To add specific pools, highlight the pool in the Pool(s) on Record section, then click the > button.
c. Toremove all pools, click the Action button in the Selected Pool(s) to Transfer section, select Select
All Pool(s), then click the << button.
d. To remove specific pools, highlight the pool in the Selected Pool(s) on Transfer section, then click the
< button.

Note: You can import a list of pools from an external file (flat file). Refer to the Import Pools section of this
guide for more information.
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Select Pool(s) X
I o All actions taken on this page will be autosaved.

Custodian
000466 - U 5 BANK NATIONAL ASSOCIATION

Pool(s) on Record @ Selected Pool(s) to Transfer
Search By Pool Id Search By Pool Id

Showingl-20outof20 |20 2 Showingl-2outof2 |20 2
<« First « Previous n Next » Last « First ¢ Previous n Next » Last 1
Pool Id Issue Date PoolType  Issue Type Pool I Pool
Pool Id Issue Date T::e Ts::: Transfer
Single Ginnie Maa | Status
UBL305 07/0L/2024 Family Multiple Issuer L
(SF) Poal Ll
1
o Single Mae I
single Ginnie Mae I UN36S8 11012023  Family Custom  Valid
UBLO13  07/0L/2024  Family Multiple Issuer ISF) Issuer
(SF) Poal [
H Ginnie
Single Ginnie Maa | e
UB1908  07/0L/2024  Family Multiple lssuer ] o Bupdown e »
SF) Poal Usd3sT Loy Custorn  Valid
Issuer
Single Ginnie Maa | & Paoal
UBL893 06,/01/2024 Family Multiple Issuer
|5F) Poal -
Showingl-2outof2 |20 2
Simgle Ginnie Mae Il
UBL901  06/0L/2024  Family Multiple Issuer (it < Previous n et s Lasts
(5F) Poal
Sinple Ginnie Mae 11
UNOT29 04,/01,/2024 Family Multiple Issuer
|5F) Poal
Single Ginnie Mae 11
UNSD12 04,/0L/2024 Family Multiple Issuer

Figure 26: Adding Pools

10. Click the X button at the top of the screen once all Custodians and their associated pools have been added to
the request.

The information is automatically saved by the system.
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“  Selected Custodian(s)

Custodians

-Select-

¥

Custodian Info

Custodian(s): 3

Custodian ID/Name

Number of Pool(s) Transferred

Number of Pool(s) Errored Out

Actions

000149 - Wells Fargo Bank, N.A.

000450 - US Bank Mational Association

48

000466 - U 5 BANK NATIONAL ASSOCIATION

22

Figure 27: Selected Custodian(s ) & Custodian (s) on Records

11. Click the Validate button to run the business rules against the request.
Once the request is validated successfully without any errors on the request, you can submit the request to

the receiving Document Custodian.

12. Click the Submit button for the request submission.

An acknowledgement pop-up message with summary information of the request displays.

13. Click the checkbox for the acknowledgement of the summary or the request.

14. Enter RSA SecurlD Passcode.

15. Click the Submit button to proceed with the submission.
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Summary of Complete Portfolio Document Custodian Merger

@ Summary

The below summarizes the Transfer/Merger Request from the identified Document Custodian(s) to the 000405 - DEUTSCHE BANK

HATIONAL TRUST COMPANY

Selected Custodian(s)

Custodian Info

Custodianis): 3

Number of Pool(s) Transferred

Custodian ID/Name

000149 - Wells Fargo Bank, N.A. 2

000466 - U 5 BAMK NATIOMAL ASSOCIATION 22
43

000450 - US Bank National Association

Custodian(s) on Record
Custodian Info

Custodian(s): 1

Custodian ID/Name Humber of Pool(s) Retained

000405 - DEUTSCHE BANK NATIONAL TRUST COMPANY 116

| hereby acknowledge the summary of the above Document Custodian Transfer/Merger Request
Enter RSA SecurlD Passcode ®

m Ca”cE'

Figure 28: Acknowledgement Pop Up

Once the request is submitted to the Document Custodian for approval, the request’s status will be changed
to Posted status. The Issuer can also Recall the request if the Document Custodian has not approved the

request.
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-Collapse all | +Expandd
4 Transfer/Merger
Transfer/Merger * Number of Custodians *
Complete Portfolio Document Custodian Merger Multiple Selected Document Custodians to New Document Custodian
4 Transfer Details
Effective Transfer Date
Status Validation Status New Custodian * MM/ /DD
Posted Passed 000405 - DEUTSCHE BANK NATIOMNAL 01242025
TRUST COMPANY
Reason for Transfer Request
Maximum 100 characters
Document Custodian ownership changing
4  Salected Custodian(s)
Custedian Info
Custodian(s): 3
Custodian |D/Name Number of Pool(s) Transferred Actions
000143 - Wells Fargo Bank, N-A. 2 .
000450 - US Bank Mational Association 48 .

Figure 29: Submitted Request in Posted Status

Partial Portfolio Document Custodian Transfer

Partial Portfolio Document Custodian Transfer is a request to transfer selected pools/loan packages from the Issuer’s
Ginnie Mae MBS portfolio from one or more active Document Custodian(s) to a new Document Custodian.

1. Click the button on the Request Summary screen.
The Transfer/Merger screen displays.
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Dashboard GinnieNET

Document Custodian Transfer Request

€ Document Custodian Transfer Request

-Collapse &ll [+ Expand All
4 Transfer/Merger

Transfer/Merger *

Figure 30: Request Data entry screen

2. Select the Partial Portfolio Document Custodian Transfer option from the Transfer/Merger drop-down.

M GinnieMae

1050
) Heso DCTM A n

Wy Dashboard ~ GinnieNET

Document Custodian Transfer Request

< DocumentC dian Transfer Req m

-Collapse All | +ExpandAll

4 Transfer/Merger

Transfer/Merger *

Transfer

Complete Portfolio Document Custodian Transfer

I Partial Portfolioc Document Custodian Transfer I

Merger

Complete Fortlolio Document Custedian Merger

-
Partial Pactfalin Dorumant Custadian Marner

Figure 31: Transfer/Merger Option

4. Complete the screen as required.

Description

Number of Custodians Required. Choose one of the following from the drop-down:

e Multiple Document Custodian to New Document

e One Document Custodian to a New Document Custodian
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Field

New Custodian

Description

Required. Choose a Document Custodian from which Pools will be
transferring. Only one new Custodian can be selected in a request.

Effective Transfer Date

Required. This date must be at least 10 business days and no more
than 3 months from the request submission or creation date. The
Effective Transfer Date is in MM/DD/YYYY format. Using the date
picker or filling out the complete format is advised. Editing a
specific position will adjust the value to match the required
format.

Reason for Transfer Request

Required. Enter a reason for the transfer. You can enter up to 100
characters.

M GinnieMae

. 1050
Q | (mr~ = 8

GinnieNET Document Custodian Transfer Request

< Document Custodian Transfer Request

-Collapse All / +Expand All
4  Transfer/Merger
Transfer/Merger * MNumber of Custodians *
Partial Portfolic Document Custodian Transfer - One Selected Document Custodian to Mew Document Custedian .

4  Transfer Details

Status Validation Status

New Not Yet Run

Effective Transfer Date *
Mew Custodian * MM,/ DDYYY

| 12/26/2024 | D

000149 - Wells Fargo Bank, N.A. I

Reason for Transfer Request *
Maximum 100 characters

Fools need to be transferred

Figure 32: Transfer/Merger & Transfer Detail Sections

5. Click the m button to add Custodians in Select Custodian(s) section.
Note: The button is not active until you complete all the required fields.

39
MyGinnieMae Portal | Document Custodian Transfer Request User Manual v 1.8



SMENT o
¥ )
%

4
£
3 *
>
%

(2
% R
aw peve'

“enr o

Figure 33: Selected Custodian(s)

6. Select the Custodian(s) to which you want to do a transfer in the Custodians field.
An + Add button displays.

7. Click the + Add button.
The Custodian(s) you selected display in the list.

Figure 34: Custodian(s) List

8. Click the ellipse H in the Actions column.

9. Select Edit from the ellipse menu.
The Select Pool(s) screen displays.
10. Add/Remove pools as needed.
a. To add all pools, click the Action button in the Pool(s) on Record section, select Select All Pool(s), then
click the >> button.
b. To add specific pools, highlight the pool in the Pool(s) on Record section, then click the > button.
To remove all pools, click the Action button in the Selected Pool(s) to Transfer section, select Select
All Pool(s), then click the << button.
d. To remove specific pools, highlight the pool in the Selected Pool(s) on Transfer section, then click the
< button.

Note: You can import a list of pools from an external file (flat file). Refer to the Import Pools section of this
guide for more information.
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Select Pool(s)

I o All actions taken on this page will be autosaved.

Custodian
000350 - BANK OF NEW YORK MELLON TRUST CO.

Pool(s) on Record @ Actions > Selected Pool(s) to Transfer
Search By Poal Id Search By Pool Id n

Issue Date Pool Type Pool

Issue Pool Issue Pool Transfer
Id Date Type Type Status

Mo Selected Pool(s) to Transfer

Showing 0 - 0 out of O

< First ¢« Previous Hext » Last »

ARM [AF) Issuar
L3
5 Year CMT Single
UA4269  03/01/2020
ARM [AF) Issuar
5¥ear CMT Single
UA4244 03/01/2020
ARM [AF) Issuer
1Year CMT Multiple
UA4182  OLf0L/2020
ARM (A0} Issuer

Figure 35: Select Pool(s)
11. Click the X button at the top of the screen once all Custodians and their associated pools have been added to
the request.
The information is automatically saved by the system.
When the Issuer saves the request, it validates the request and updates the Pool Counts for Number of Pool(s)

Transferred and Custodian(s) on Record. For example, 5 pools will be transferred to New Document Custodian -
000149 - Wells Fargo Bank, N.A., while 648 pools will remain with 000350 - BANK OF NEW YORK MELLON CO.
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4  Selected Custodian(s)
Custodians

Custodian Info

Custodian(s): 1

Custedian ID/Name Number of Pool(s) Transferred Number of Pool|s) Error Out Actions

000350 - BANK OF NEW YORK MELLON TRUST CO. 5 ] .

4 Custodian(s) on Record

Custodian Info

Custodian(s): 7

Custedian ID/Name Number of Pool(s) Retained
000143 - Wells Fargo Bank, N.A. 2
I 000350 - BANK OF NEW YORK MELLON TRUST CO. 48 I

000405 - DEUTSCHE BANK NATIONAL TRUST COMPANY 113

000450 - US Bank Mational Association 48

000466 - U 5 BANK NATIOMAL ASSOCIATION 22

000536 - Wells Fargo NA 24

000335 - The Bank of New York Mellon Trust Compan v ]

Figure 36: Selected Custododian(s) & Custodian(s) on Record

12. Click the Validate button to run the business rules against the request.
Once the request is validated successfully without any errors on the request, you can submit the request to
the receiving Document Custodian.

13. Click the Submit button for the request submission.
An acknowledgement pop-up message with summary information of the request displays.

14. Click the checkbox for the acknowledgement of the summary or the request.

15. Enter RSA SecurlD Passcode.

16. Click the Submit button to proceed with the submission.
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@ summary

The below summarizes the Transfer/Merger Reguest from the identified Document Custodians) to the 000149 - Wells Fargo Banlk,
M.A.

Selected Custodian(s)

Custodian Info
Custodian(s): 1

Custodian Humber of Pool(s) Transferred

000350 - BANK OF NEW YORK MELLOMN TRUST CO. 5

Custodian(s) on Record

Custodian Info

Custodianis): T

Custodian Mumber of Pool(s) Retained
000149 - Wells Fargo Bank, N.A_ 2

000466 - U 5 BANK NATIOMAL ASSOCIATION 2

000835 - The Bank of New York Mellon Trust Compan 523

000405 - DEUTSCHE BANK NATIOMAL TRUST COMPANY 113

000536 - Wells Fargo NA 24

000450 - US Bank National Association 48

000350 - BANK OF NEW YORK MELLON TRUST CO. 48

I:‘ | hereby acknowledge the summary of the above Document Custodian Transfer/Merger Request.

Enter R3A SecurlD Passcode ®

Submit = Cancel

Figure 37: Summary of Partial Portfolio Document Custodian Transfer Acknowledgment

Once the request is submitted to the Document Custodian approval, the status of the request will be changed to
Posted. The Issuer must enter RSA token again to Recall.
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Total: 5 Selected: 0

Effective
Request . Business .
l:‘ - r+ New Custodian ID 1 Request Type 1 Transfer I Status 1 Rubes Actions
Date
Partial Portfolio D t Custodi
O 2206 000143 - Wells Farga Bank, N.A. i 12/26/2024  Posted EEE.
ransrer

Recall Request 2206

Please provide the reason for recall *

x

Enter RZA SecurlD Pazscode *

:ﬁ[.LEI

Figure 38: Recall Request

Important: The issuer can only Recall the request if the Document Custodian has not approved the request.

Partial Portfolio Document Custodian Merger

Partial Portfolio Document Custodian Merger a request to merge selected pools/loan packages of the Issuer’s Ginnie

Mae MBS Portfolio when a merger occurs between one or more Document Custodian Corporate Institution(s). The

existing entity’s Document Custodian Identification Number will update as the new designated Document Custodian.

1. Click the from Request Summary screen

The Transfer/Merger screen displays.

MB GinnieMae

NE Document Custodian Transfer Request

@) Hello DCTM 1023
r llo =%
—)\\ ID# 4042 ~] =

€< Document Custodian Transfer Request

-

Transfer/Merger

Transfer/Merger *

<

- Collapse All / #+ExpandAll
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Figure 39: Request Data entry screen

2. Select Partial Portfolio Document Cust

odian Transfer option from the Transfer/Merger drop-down.

< Document Custodian Transfer Request

4 Transfer/Merger

Tramsfer/Merger *

-Collapse All [ +ExpandAll

€3

Iranster

Complete Portfolic Document Custodian Transfer

Partial Portfolio Document Custodian Transfer

Merger

Complete Portfolic Document Custodian Merger

I Partial Portfolic Document Custodian Merger

3. Complete the screen as required.

Field

Number of Custodians

Figure 40: Transfer/Merger Option

‘ Description

Required. Choose one of the following from the drop-down:

e Multiple Document Custodian to New Document
e One Document Custodian to a New Document Custodian

New Custodian

Required. Choose a Document Custodian from which Pools will be
transferring. Only one new Custodian can be selected in a request.

Effective Transfer Date

Required. This date must be at least 10 business days and no more
than 3 months from the request submission or creation date. The
Effective Transfer Date is in MM/DD/YYYY format. Using the date
picker or filling out the complete format is advised. Editing a
specific position will adjust the value to match the required
format.

Reason for Transfer Request

Required. Enter a reason for the transfer. You can enter up to 100
characters.
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€ Document Custodian Transfer Request

A Transfer/Merger

-Collapse All [+ Expand All

Transfer/Merger *

Number of Custodians *

Partial Portfolic Document Custodian Merger

ir

-
-

| One Selected Decument Custodian to New Document Custedian

4 Transfer Details

Status Validation Status

HNew HNot Yet Run

Effective Transfer Date *

New Custedian * MM/DDAYYY

| 12/26/2024 | D

000350 - BANK OF NEW YORK MELLONZ

Reascn for Transter Request *
Maximum 100 characters

Pools needs to be transferred

Figure 41: Partial Portfolio Document Custodian Merger Data Entry

4. Click the m button to add Custodians in Select Custodian(s) section.
Note: The button is not active until you complete all the required fields.

5. Select the Custodian(s) to which you want to do a transfer in the Custodians field.
An + Add button displays.

6. Click the + Add button.

The Custodian(s) you selected display in the list.

Figure 42: Custodian Info
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7. Click the ellipse ! in the Actions column.

4  Splected Custodian(s)

Custodians

Custodian Info

Custodian(s): 1

Custodian 1D/Name Humber of Pool(s) Transferred Humber of Pool(s) Error Out

Actions

000149 - Wells Fargo Bank, M_A. 0 0

Figure 43: Edit Document Custodians

8. Select Edit from the ellipse menu.
The Select Pool(s) screen displays.

9. Add/Remove pools as needed.

a. To add all pools, click the Action button in the Pool(s) on Record section, select Select All Pool(s), then

click the >> button.

b. To add specific pools, highlight the pool in the Pool(s) on Record section, then click the > button.
c. Toremove all pools, click the Action button in the Selected Pool(s) to Transfer section, select Select

All Pool(s), then click the << button.

d. To remove specific pools, highlight the pool in the Selected Pool(s) on Transfer section, then click the

< button.

Note: You can import a list of pools from an external file (flat file). Refer to the Import Pools section of this

guide for more information.
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Select Pool(s) X

I o All actions taken on this page will be autosaved.

Custodian
000149 - Wells Fargo Bank, N.A.

Select All Pool(s) I

Pool(s) on Record @

Selected Pool(s) to Transfer

Search By Poaol Id Search By Pool Id
Export All Pool(s)
H
Pool I1d Issue Date Pool Type Issue Type Fool Issue Pool Issue Pool Transfer
- Id Date Type Type Status
i i Single
UB1475  0O7/01/2023 Single Family {SF) : Ma Selected Pool(s) to Transfer
s5uer <
_ X 5 Year CMT ARM Single i -
NE 059/01/2020 _ “ Showing0-0outofd |20 2
{AF) Issuer
« First « Previous Next » Last 1

Showing L -Zoutof2 |20 2

< First « Previous Next » Last »1

Figure 44: Adding Pools

10. Click the X button at the top of the screen once all Custodians and their associated pools have been added to
the request.

The information is automatically saved by the system.
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€< Document Custodian Transfer Request

4 Transfer/Merger

Transfer/Merger *

o [0 ]

-Collapseall / +ExpandAll

Number of Custodians *

Partial Portfolic locument Custodian Merger

One Selected Document Custedian to Mew Document Custodian

L

4 Transfer Details

Status Validation Status

New Hot Yet Run

Reason for Transfer Request *

Maximum 100 ¢ Cters

Effective Transfer Date *

Mew Custodian ® MDD/ YYYY

12/26/2024 | D

000350 - BANK OF NEW YORK MELLON

Pools needs to be transferred

4 Selected Custodian(s)

Custodians

¥

Custodian Info

Custodian(s): 1

Custedian 1D/Hame

Number of Pool(s) Transferred

Number of Pool(s) Error Dut Actions

Figure 45: Saving a Request

11. Click the Validate button to run the business rules against the request.
Once the request is validated successfully without any errors on the request, you can submit the request to

the receiving Document Custodian.

12. Click the Submit button for the request submission.

An acknowledgement pop-up message with summary information of the request displays.
13. Click the checkbox for the acknowledgement of the summary or the request.

14. Enter RSA SecurlD Passcode.

15. Click the Submit button to proceed with the submission.
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@ validate

Summary of Partial Portfolio Document Custodian Merger =
]
@ Summary
Tha b somsamiarizes the TranshiManger Regues froes the identilied Document Custadian|s) 1o the 0bE35D - BANK OF NEW
FORM MELLON TRUST €0,

Sebctind Custodisss)

:_l Custodian lnla

Custedianiil 1

Custodian Humskar of Pool[s] Transferred
i 0145 - Wil s Farge Bank, HA. 1

Cusbedians] om Record

Custodian lnla
Custedianisk & I
i '
Custodian Humber of Posks) Retained |
O0EEE - U S EA RS RATIONAL ASEOCIATION P
GO0AIS - Tha: Bk of K ok Medlon Trus Corriji 513 1
Q00405 - DEUTSOHE BANK MATIONAL TRUST COMPANY 13 |
1 G516 - Wellz Farge A 1
i Bi0E50 - US Bank Mational Asseciation L B
| BO0350 - BAMKOF NEW FORK MELLON TRUST CO. B4d I

'E ercky acknowledigs the susesary of theal

Figure 46: Acknowledge Popup for a Request Submission

Once the request is submitted to the Document Custodian for approval, the status of the request changes to
Posted.

Effective .
I:‘ uest Mew Custodian ID 1 Request Type 1 Transfer 1  Status i Business Actions
Humber Rules
Date
000350 - BANK OF NEW YORK MELLOMN Fartial Portfolio Do t Custodi
O 2207 . fa Fortioiin Bacument ustodian 12/26/2024  Posted ©
TRUST CO. Merger

Figure 47: Request Posted Status

50
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The issuer can only Recall the request if the Document Custodian has not approved the request after the request
submission. The Issuer must provide Reason for Recall and RSA SecurlD Passcode. Once the Recall is successful, the
request will be in Draft status and available for the Issuer

Recall Request 2207 X

Please provide the reason for recall *

Meed to recall

L Enter RSA SecurlD Passcode ™

Figure 48: Recall Request

Document Custodian

Document Custodians play an important role in the Ginnie Mae process. A Document Custodian must hold documents
related to the pooled mortgages on Ginnie Mae's behalf for the life of the pool or loan package. Prior to submission of
a pool or loan package for processing, it is the Issuer's responsibility to select an eligible institution to serve as
Document Custodian. The Document Custodian works directly under the Issuer. While an Issuer may use different
Document Custodians for different pools or loan packages, each pool or loan package must have only one Document
Custodian.

There are two types of Document Custodians: New and Relinquishing. A New Custodian takes on custodial duties for
transferred pools, while a Relinquishing Custodian gives up these duties.

New Custodian: A Document Custodian is responsible for following actions during pools processing or Document
Custodian Transfer request processing:

- Acknowledging / Declining a Document Custodian Transfer & Merger requests for all program types (Single
Family, Multifamily & HMBS).

Relinquishing Custodian: A Document Custodian is responsible for following actions during pools processing or
Document Custodian Transfer request processing:

- View DCTR requests, review request details, export DCTR requests or transferred pools, download request

summaries or approval letters, receive notifications about DCTR request processing.

sl
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Features

The following features are available to Document Custodians for Document Custodian Transfer Merger request
processing.

- Accessing Document Custodian Transfer Request Summary in My Ginnie Mae

- Acknowledging / Declining DCTR requests

- Export a single or multiple requests into a single flat file

- View list of all pools in a request

- Request Summary document for DCTR requests

- Portal Notifications/Emails throughout a DCTR request processing

Document Custodian Transfer Request quick access in Document Custodian‘s My Dashboard

Functional Role

A functional role is a system access profile based on the business activities used to ensure that end-users have the
appropriate level of access to be able to perform their job functions and responsibilities. There are two functional
roles associated with Document Custodian Transfer Request.

Role User Description
Users can access Document Custodian Transfer
DC-Pool Certification Basic Basic User Document | Request in MGM, view all DCTR requests which are
User Custodian submitted to the document Custodians, Export

Requests, and access Request Summary.

DC-Pool Certification and .
Users can access Document Custodian Transfer

Collateral Release . Authorized S|gner. Request in MGM, view, Approve/Decline, export
Management Authorized Document Custodian
Signer requests, and access Request Summary.

Table 0 Document Custodian Functional Roles

My Dashboard

A Document Custodian can see an overview of their pools in the "Document Custodian Transfer Request" section on
My Dashboard. This section includes three categories: Pending Requests, Approved, and Rejected, each showing the

respective pools and Issuers. Users can also switch between New Custodian and Relinquishing Custodian in the Type of

Custodian dropdown.
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My Dashboard
-

Document Custodian Transfer Requests

Type of Custadian

| Litem(s) selected H

1 10 1
Pending Requests Approved Rejected

3998: WELLS FARGO 1 AD42 QUICKEN LOANS
MULTIFAMILY CAPITAL INC.

4036 BANK OF AMERICA 1

COMPANY
4036 BANK OF AMERICA
+2 more

2
1555: GUILD MORTGAGE 2
1

Figure 49: Document Custodian Transfer Requests

To access the DCTR Application:

1. Loginto MyGinnieMae.
The Document Custodian Transfer Request displays options for navigating to the Document Custodian
Transfer Request application.

2. Click the Document Custodian Transfer Request tab at the top of the screen.

My Dashboard GinnieNET Document Custodian Transfer Request

Figure 50: Document Custodian Transfer Request Tab

New/Relinquishing Custodian

New Custodian

A New Custodian is the recipient who accepts custodian duties for a transferred pool or pools.

Document Custodian Transfer Request Summary
The following screen displays a list of requests associated with the user that logged in. The Document Custodian can:

e  Filter or search for an existing request
e Approve/decline requests
e Export requests

e Download reports

53
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Document Custodian Transfer Request Summary

Request Humber

Isguier

| Enter Reg

<t Number

| | Select

Request Type

I | | Select

Effective Transfer Date
MM/DD/YYYY - MM/DD/YYYY

Status

| Select

Type of Custodian

I | |-Se:em-

b+ | Clear all Filters Apply Filters

CORP.

Showing L- 7 outof 7 1< First ast
Total: T Selected: 0
(]  Reauest Effective ) .
b lssuerd Request Type 1 Transfer 1 Status I Type of Custodian Actions
Mumber
Date
F MULT] LY ial Py i i
D o 3998 - WELLS FARGO MULTIFAMIL! Partial Portiolio Document Custodian 06/30/2025 Posted Wew Custodian
CAPITAL Transfar
. Rejected by
_ . . Complete Portiolio Document . . L .
D 3187 1555 - GUILD MORTGAGE COMPANY ) 04/24/2025  Ginnie Mas Relinguishing Custedian
Custodian Transfer
Systern
Partial Portfolio Docurnent Custodian o )
D 25i6 3886 « CITIMORTGAGE, INC. - 12/27/2024 Completed Relinguishing Custedian .
. R Complete Portiolio Document . . "
D 1510 1555 - GUILD MORTGAGE COMPANY . 10/02/2024 Completed Relinguiching Custodian
Custodian Transfer
- GERSHMAN INVESTMENT Fartial Portioli i
0 S 2045 - GERS ESTME| artal Portlolio Documnent Custodian 1w o Relinguishing Custodian
CORP. Transfer
MAN TMENT ial P i i
D e 2045 - GERSHMAN INVESTMEN Partial Porticlio Decument Custodian 08/21/2024 Completed New Custodian
CORE. Mergar
m - 2045 - GERSHMAN INVESTMENT Partial Portiolio Document Custadian oo oo et .

Merger

Figure 51: Document Custodian Transfer Request Summary
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Filters
Document Custodians can filter or search for specific requests by selecting the following criteria:
e Request Number
e Issuer
e Request Type
e Effective Transfer Date
e Status
e Type of Custodian

After selecting the desired criteria, click the Apply Filters button to execute the search.

Document Custodian Transfer Request Summary

Effective Transfer Date

Reguest Number Issuer Request Type MM/DD/YYYY - MM/DD/YYYY

| Enter Request Number | ‘ -Select- o ‘ -Select- < | - |D
Status Type of Custodian

‘ -Select- o ‘ -Select- o Clear All Filters Apply Filters

Figure 52: Filter

Filters Definition

Request Number Unique request Ids assigned to a request during the request creation.

Issuers Issuer Name and Id.

Document Custodian Transfer Request Type. There are 4 request types in the
drop-down menu.

1. Complete Portfolio Document Custodian Merger: Complete Portfolio
Document Custodian Merger is a request to merge the Issuer’s entire
Ginnie Mae MBS portfolio when a merger occurs between one or more
Document Custodian Corporate Institution(s). The existing entity’s
Document Custodian Identification Number will update as the newly
designated Document Custodian.

Request Type

2. Partial Portfolio Document Custodian Merger: Partial Portfolio

Document Custodian Merger a request to merge selected pools/loan

MyGinnieMae Portal | Document Custodian Transfer Request User Manual v 1.8
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Filters Definition

packages of the Issuer’s Ginnie Mae MBS Portfolio when a merger
occurs between one or more Document Custodian Corporate
Institution(s). The existing entity’s Document Custodian Identification
Number will update as the new designated Document Custodian

3. Complete Portfolio Document Custodian Transfer: Complete Portfolio
Document Custodian Transfer is a request to transfer the Issuer’s entire
Ginnie Mae MBS portfolio from one or more active Document
Custodian(s) to a New Document Custodian.

4. Partial Portfolio Document Custodian Transfer: Partial Portfolio
Document Custodian Transfer is a request to transfer selected
pools/loan packages from the Issuer’s Ginnie Mae MBS portfolio from
one or more active Document Custodian(s) to a New Document
Custodian.

Transfer Effective Date range. Users can search for requests for specific Transfer

T fer Effective Dat
ranster citective Date Effective Date Range.

All Transfer Requests Statuses in the drop-down field:

1. Approved by Ginnie Mae: A Transfer/Merger request
approved/acknowledged by the AE user.

2. Pending Ginnie Mae Approval: A Transfer/Merger request has been
acknowledged by Document Custodian.

3. Declined by Custodian: A Transfer/Merger declined by a Document
Custodian.

4. Declined by Ginnie Mae: A Transfer/Merger declined by an Account
Status Executive.

5. Posted: A Transfer /Merger: A request submitted by an Issuer for DC
Approval.

6. Complete: Pools get transferred from 1 or multiple DCs to a new DC on
the Transfer Effective Date.

7. Rejected by Ginnie Mae System: A Transfer/Merger request is rejected
by Mainframe system. The request was Approved by Ginnie Mae,
however, was not processed in Mainframe due to some errors in the
request.

1. New Custodian: The new custodian receives pools from the

relinquishing custodian.
Type of Custodian
2. Relinquishing Custodian: The relinquishing custodian's pools are

transferred to the new custodian.

Clear Filters (Button) Users can clear the filter and reset it to no search criteria selection.

Apply Filter (Button) Users can apply filters after selecting one or multiple search criteria.
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Requests Summary

Table 4.6 Document Custodian Transfer Request Filters

The Requests Summary sections display all requests created by Issuers. The Issuer can open individual requests by
clicking each request number. Each column can be sorted in ascending or descending order. Columns are defined as

follows:

Field Definition

Request Number

Unique request Ids assigned to a request during the request creation.

Issuer

Issuer ID and Name.

New Custodian

Document Custodian ID and name of new custodians.

Effective Transfer Date

Dates on which the request will be completed.

Status Status for each request.
Business Rules Request Business Rules validation status.
Actions Actions that Issuers can take as per request. Refer to the Request Ellipses

section for more information.

Table 0 Document Custodian Transfer Request Summary Columns

Document Custodian Transfer Request Summary

nsler Date

Total: 7 Selected: 0

ShowingL-Toutef? | 20 32 1< First « Previous

Request Number Issuer Request Type MDDy MM/ DO

|e||:-.-| Request Number | | Select v Select b | |m
Status Type of Custodian

| Select z Select I clear All Filters Apply Filters

Effective
O | Reauesty vert Request Type 1 Transfer 1 Status 1 Type of Custodian Actions
Number
Date
FAR MULTIFAMILY ial P i i
D 2504 3998 - WELLS FARGO MULTIFAMIL Partial Portfolio Document Custodian 06/30/2025 Posted Mew Custadian
CAPITAL Transfar
Rejected by
o L N Complete Portfalio Document X I - )
D 3187 1555 - GUILD MORTGAGE COMPANY . 04/24/2025  Ginnie Mae Relinquishing Custodian
Custedian Transfer
Systern
Partial Portiolio Documnent Custodian
d 2626 3886 - CITIMORTGAGE, INC. 12/27/2024 Completed Relinguishing Custodian
Transfer
Complete Portfolio Document . "
D 1510 1555 - GUILD MORTGAGE COMPANY N 10/02/2024 Completed Relinguishing Custedian
Custodian Transfer
- GERSHMAN INVESTMENT Partial Portfoli i - -
D 1350 AEEEE Sl Sl R R 06/24/2025  Posted Relinquishing Custodian
CORP. Transfer
4 RSHMAN INVESTMENT Partial P i W i
D S 2045 - GERSHMAN INVESTMEN artial Portiolio Docernent Custodian 082112024 Compleled NMwr Custadian
CORP. Merger
2045 - GERSHMAN INVESTMENT Fartial Portfclio Document Custodian
O s : . 08/13/2024 Comploted New Custodian -
CORP Merger

Figure 53: Request Summary
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Filter

Document Custodians can filter or search for specific requests by selecting the following criteria:

e Request Number

e Issuer

e Request Type

o Effective Transfer Date
e Status

e Type of Custodian

After selecting the desired criteria, click the Apply Filters button to execute the search.

Document Custodian Transfer Request Summary

Effective Transfer Date

O

Request Number Issuer Request Type MM/DD/YYYY - MM/DD/YYYY
Enter Request Number | ‘ -Select- z ‘ -Select- ol |

Status Type of Custodian

‘ -Select- o ‘ -Select- o Clear All Filters Apply Filters

Figure 54: Filter
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Request Ellipses

The Ellipses I are under the Actions column. A Document Custodian can take actions such as approval, decline,
export view documents etc. A request’s status will determine which action can be taken. For example, if a request is in

Posted status, then the document custodian can Acknowledge, Decline, Export, and view documents.

Total: 2 Selected: 0

Effective
Request .
Issuer ¥ Request Type ¢ Transfer ¢ Status 1 Actions
Number
Date
2326 3886 - CITIMORTGAGE, INC. Partial Portfolio Document Custodian Transfer @ &3
Acknowledge | Decline
D 1062 3886 - CITIMORTGAGE, INC. Complete Portfolio Document Custodian Merger 08/13/2024 Completed .

Shewing 1-2 out of 2 < First < Previous n Next > Last »

Figure 55: Request Ellipses

Below are the actions a Document Custodian can take with request status.

Request Status Actions from Ellipses ‘

Posted Acknowledge, Decline, Export, Docs (view Request Summary Document)
Pending Ginnie Mae Docs, Export

Approval

Approved by Ginnie Mae Docs, Export

Declined by Custodian Docs, Export

Declined by Ginnie Mae Docs, Export

Completed Docs, Export

Rejected by Ginnie Mae Doc, Export

System

Acknowledge / Declining a Request
The new Document Custodian can approve or decline a request. The DC can access the posted request(s) on the

Document Custodian Transfer Request Summary screen.

To acknowledge a transfer or merger request, a new custodian can filter the "Type of Custodian" to "New Custodian"
to see all relevant requests and find the one to acknowledge.
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Acknowledge a Transfer /Merger Request

Total: 2 Selected: 0
s Effective )
4 Issuer ¢ Request Type ¢ Transfer ¢ Status 1 Actions
Number
Date
2326 3886 - CITIMORTGAGE, INC. Partial Portfolio Document Custodian Transfer @ &3
Acknowledge | Decline
D 1062 3886 - CITIMORTGAGE, INC. Complete Portfolio Document Custodian Merger 08/13/2024 Completed .
Shewing 1-2 out of 2 « First < Previous n MNext » Last »

Figure 56: Acknowledge New Transfer/Merger

To Acknowledge a request:

1. Click the Acknowledge button from the ellipse.

OR
Open the request then click the Acknowledge button.

mm

- Collapse all / +ExpandAll

€< Document Custodian Transfer Request: 2326

“  Transfer/Merger
Transfer/Merger Number of Custodians
Partial Portfolio Document Custodian Transfer One Selected D 1t Custodian to New D 1t Custodi
“  Transfer Details
Effective Transfer Date
Status Issuer New Custodian MM/DD/YYYY
Posted 3886 - CITIMORTGAGE, INC. 000545 - ALLEGIANCE BANK 12/24/2024

Reason for Transfer Request
Maximum 100 characters

test

4 Selected Custodian(s)

Figure 57: Request Acknowledge
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2. Click the checkbox for the acknowledgement of the summary or the request.
3. Enter RSA SecurlD Passcode.
4. Click the Submit button to proceed with the submission.
5.

Review the acknowledgement and enter RSA SecurlD Passcode Token and click Submit button.

Acknowledgement (Summary of Partial Portfolio Document Custodian Transfer )

© summary

The below summarizes the Transfer/Merger Request from the Issuer 3886 - CITIMORTGAGE, INC. from the identified Document
Custodian(s) to the 000545 - ALLEGIANCE BANK

Selected Custodian(s)

Custodian Info

Custodian(s): 1

Custodian Number of Pool(s) Transferred
000536 - Wells Fargo NA

I hereby acknowledge the summary of the above Document Custodian Transfer/Merger Request™

Enter RSA SecurlD Passcode *

o

w
R

Figure 58: Document Custodian Acknowledgement

Ginnie Mae Approval.

Once a request is approved by the receiving Document Custodian, the status of request changes to Pending
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€ Document Custodian Transfer Request: 2326

mm

-Collapse All / +Expand All
“  Transfer/Merger
Transfer/Merger Number of Custodians
Partial Portfolio Document Custodian Transfer One Selected D 1t Custodian to New D it Custodi
“.  Transfer Details
Effective Transfer Date
Status Issuer New Custodian MM/DD/YYYY
Pending Ginnie Mae Approval 3886 - CITIMORTGAGE, INC. 000545 - ALLEGIANCE BANK 12/24(2024
Reason for Transfer Request
Maximum 100 characters
Figure 59: Document Custodian Approved Request
Declining a Transfer/Merger Request
Total: 2 Selected: 0
Poquest Effective ]
¥ Issuer 1 Request Type 1 Transfer 1 Status 1 Actions
Number
Date
2326 3886 - CITIMORTGAGE, INC. Partial Portfolio Document Custedian Transfer X *

1] 1
Acknowledge  Decline Export

3886 - CITIMORTGAGE, INC.

Complete Portfolio Document Custodian Merger

08/13/2024 Completed

Showing 1-2 out of 2

< First

< Previous n MNext » Last»

Figure 60: Document Custodian Ellipses

To decline a request:

1. Click Decline button from ellipse.
OR
Open the request then click the Decline button.
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€ Document Custodian Transfer Request: 2326 m
-Collapse All / #ExpandAll
“  Transfer/Merger
Transfer/Merger Number of Custedians
Partial Portfolio Document Custodian Transfer One Selected Document Custodian to New Document Custodian
4 Transfer Details
Effective Transfer Date
Status Issuer New Custodian MM/DD/YYYY
Posted 3886 - CITIMORTGAGE, INC. 000545 - ALLEGIANCE BANK 1224(2024
Reason for Transfer Request
Maximum 100 characters
test
4 Sglected Custodian(s)
Figure 61: Document Custodian Decline
2. Click the checkbox for the acknowledgement of the summary or the request.
3. Enter areason for declining the request.
4. Enter RSA SecurID Passcode.
5. Click the Decline button to proceed with the submission.

63
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Summary of Partial Portfolio Document Custodian Transfer X

© Ssummary

' The below summarizes the Transfer/Merger Request from the Issuer 3886 - CITIMORTGAGE, INC. from the identified
Document Custodian(s) to the 000545 - ALLEGIANCE BANK

) Selected Custodian(s)

Custodian Info
Custodian(s): 1
Custedian Number of Pool(s) Transferred
000536 - Wells Fargo NA 1

hereby acknowledge the summary of the abowe Dacument Custedian Transfer/Merger Request”
| Please provide the reasen for decline * |

| Mare pools need to be added

‘ Enter RSA SecurlD Passcode ™

Figure 62: Document Custodian Decline Acknowledgement

Once a request is declined by the receiving Document Custodian, then the status of request changes to
Declined by Custodian The request goes back to the Issuer to take further action.
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< Document Custodian Transfer Request: 2326 m m

-Collapse All / +Expand All

“  Transfer/Merger

Transfer/Merger Number of Custodians

Partial Portfolio Document Custodian Transfer One Selected Document Custodian to New Document Custodian

“  Transfer Details

Effective Transfer Date
Status Issuer New Custodian MM/DD/YYYY
Declined by Custodian 3886 - CITIMORTGAGE, INC. 000545 - ALLEGIANCE BANK 12242024

Reason for Transfer Request
Maximum 100 characters

test

4 Sglected Custodian(s)

o

Figure 63: Document Custodian Declined Request
Relinquishing Custodian
A relinquishing custodian is the custodian whose custodial duties are being transferred to another custodian.
Document Custodian Transfer Request Summary

The following screen displays a list of requests associated with the user that logged in. The New Custodian can:
e Filter or search for an existing request
o View DCTR requests, request detail

e Export requests/transferred pools

e Download Approval report
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Request Number

Document Custodian Transfer Request Summary

Effective Transfer Date

Status

Type af Custadian

o

Total: 10 Selected: 0

Showing 1 0 autafl

F Y
Actions ‘

Custodian Merges

Effective
O Request, | cvert Request Type Tramsfer 1 Status Type of Custadian
Mumber
Date
} Partial Partfalio Docsment ) Aparoved By )
O == 4036 - BANK OF AMERICA i DeER0S Neww Custedian
= Custodian Transfer Gannie Mae
. Rejected by
[« te Portfolia D it
O 1555 - GUILD MORTGAGE COMEANY ompets oo decumen B4{24/2035  Ginnie Mae Rislinguishing Custodian
Custedian Transfer
System
- -
O == 1555 - GUILD MORTGAGE COMBANY DG AR 02/07/2025 Compieted Relinquishing Custodian
Custodian Transfer
O u= 4036 - BANK OF AMERICA Camplete Potiolin flocument L0/18/2024 Completed Relinguishing Custod:
121 ! ME Comtodin Merger 0/18/2024 Comple inquishing Custodan
Partial Partfalio Document
O 4043 - QUICKEN LOANS INC. st Fartlalia Reeume 10/08/2034  Completed New Custodian
Custodian Transfer
[« te Portfolia D it
O 1555 - GUILD MORTGAGE COMPANY pmprEe FerEe Resmen L0/0/2034  Completed New Custedian
Custodian Transfer
Partial Partfalio Docsment
[T 4042 - QUICKEN LOANS INC. st artialia Beeume 10/02/202¢ Compieted Neww Custodian
= Custodian Merger
Parti i :
O o= 4042 - QUICKEN LOANS INC. artial Partfolio Decument Compisted Relinguishing Custodian
Custodian Merger
Partial Partfalio Document
O um 4036 - BANK OF AMERICA U8/21/2024 Completed Relinguizhing Custodan

Showing1 - 10autof 1

Figure 63: Document Custodian Transfer Request Summary
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Filters
Document Custodians can filter or search for specific requests by selecting the following criteria:
e Request Number
e Issuer
e Request Type
e Effective Transfer Date
e Status
e Types of Custodian

After selecting the desired criteria, click the Apply Filters button to execute the search.

Document Custodian Transfer Request Summary

Effective Transfer Date

Request Number Issuer Request Type MM/DD/YYYY - MM/DD/YYYY
| Enter Request Number | ‘ -Select- 3 ‘ _Select- 5 | i |D
Status Type of Custodian

-Select- ol

‘ -Select- ol

Clear All Filters Apply Filters

Figure 64: Filter

Filters Definition

Request Number Unique request Ids assigned to a request during the request creation.

Issuers Issuer Name and Id.

Document Custodian Transfer Request Type. There are 4 request types in the
drop-down menu.

1. Complete Portfolio Document Custodian Merger: Complete Portfolio
Document Custodian Merger is a request to merge the Issuer’s entire
Ginnie Mae MBS portfolio when a merger occurs between one or more

Request Type Document Custodian Corporate Institution(s). The existing entity’s
Document Custodian Identification Number will update as the newly
designated Document Custodian.

2. Partial Portfolio Document Custodian Merger: Partial Portfolio

Document Custodian Merger a request to merge selected pools/loan
packages of the Issuer’s Ginnie Mae MBS Portfolio when a merger
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occurs between one or more Document Custodian Corporate
Institution(s). The existing entity’s Document Custodian Identification
Number will update as the new designated Document Custodian

3. Complete Portfolio Document Custodian Transfer: Complete Portfolio
Document Custodian Transfer is a request to transfer the Issuer’s entire
Ginnie Mae MBS portfolio from one or more active Document
Custodian(s) to a New Document Custodian.

4. Partial Portfolio Document Custodian Transfer: Partial Portfolio
Document Custodian Transfer is a request to transfer selected
pools/loan packages from the Issuer’s Ginnie Mae MBS portfolio from
one or more active Document Custodian(s) to a New Document
Custodian.

Transfer Effective Date range. Users can search for requests for specific Transfer

Transfer Effective Date
WV Effective Date Range.

All Transfer Requests Statuses in the drop-down field:

1. Approved by Ginnie Mae: A Transfer/Merger request
approved/acknowledged by the AE user.

2. Pending Ginnie Mae Approval: A Transfer/Merger request has been
acknowledged by Document Custodian.

3. Declined by Custodian: A Transfer/Merger declined by a Document
Custodian.

4. Declined by Ginnie Mae: A Transfer/Merger declined by an Account
Status Executive.

5. Posted: A Transfer /Merger: A request submitted by an Issuer for DC
Approval.

6. Complete: Pools get transferred from 1 or multiple DCs to a new DC on
the Transfer Effective Date.

7. Rejected by Ginnie Mae System: A Transfer/Merger request is rejected
by Mainframe system. The request was Approved by Ginnie Mae,
however, was not processed in Mainframe due to some errors in the
request.

1. New Custodian: The new custodian receives pools from the

relinquishing custodian.
Type of Custodians
2. Relinquishing Custodian: The relinquishing custodian's pools are

transferred to the new custodian.

Clear Filters (Button) Users can clear the filter and reset it to no search criteria selection.

Apply Filter (Button) Users can apply filters after selecting one or multiple search criteria.

MyGinnieMae Portal | Document Custodian Transfer Request User Manual v 1.8
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0 Document Custodian Transfer Request Filters

Requests Summary

The Requests Summary sections display all requests created by Issuers belonging to the relinquishing DC . The DC can
open individual requests by clicking each request number. Each column can be sorted in ascending or descending

order. Columns are defined as follows:

Field Definition

Request Number Unique request Ids assigned to a request during the request creation.

Issuer Issuer ID and Name.

New Custodian Document Custodian ID and name of new custodians.

Effective Transfer Date Dates on which the request will be completed.

Status Status for each request.

Business Rules Request Business Rules validation status.

Actions Actions that Issuers can take as per request. Refer to the Request Ellipses
section for more information.

Table 0 Document Custodian Transfer Request Summary Columns
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Document Custodian Transfer Request Summary

Request Number

Effective Transfer Date

|

Type af Custadian

Total: 10 Selected: 0

Showing 1

10autaf10

Custodian Transfer

Effective
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Figure 64: Request Summary
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Filter
Document Custodians can filter or search for specific requests by selecting the following criteria:
e Request Number
e Issuer
e Request Type
e Effective Transfer Date

e Status

After selecting the desired criteria, click the Apply Filters button to execute the search.

Document Custodian Transfer Request Summary

Effective Transfer Date
Request Number Issuer Request Type MM/DD/YYYY - MM/DD/YYYY
Enter Request Number | ‘ -Select- o ‘ ‘ -Select- 2 | B |n
Status Type of Custodian
‘ -Select- s ‘ -Select- s ‘ Clear All Filters Apply Filters

Figure 66: Filter

Request Ellipses

The Ellipses [®l are under the Actions column. A Relinquishing Custodian can take actions such export requests, view
documents for all requests status.

Total: 6 Selected: 0
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Figure 67: Request Ellipses
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Below are the actions a Document Custodian can take with request status.

Request Status Actions from Ellipses

Posted Docs, Export

Pending Ginnie Mae Docs, Export

Approval

Approved by Ginnie Mae Docs, Export

Declined by Custodian Docs, Export

Declined by Ginnie Mae Docs, Export

Completed Docs, Export

Rejected by Ginnie Mae Docs, Export

System

5 REPORTING

Document Custodian Transfer Request Documents/Report

Users can access, generate and print Document Custodian Transfer Request Documents from the m iconin

the request.

To generate the report:
1. Access the Document Custodian Transfer and Request landing screen.

2. Click the Ellipses ™ are under the Actions column.

3. Click m from the ellipse menu.

OR

Access an individual transfer the click the m icon.
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The following documents can be accessed by the Issuer:

e Request Summary: Available once a request has been saved by an Issuer, this report contains a list of all the
pools and their information that are part of the request. This document is accessible to the Issuer, New/
Relinquishing Document Custodian, GNMA Users, and BNY Operations.

e Approval Letter: Available after the Account Executive user has approved, this report is accessible to the
Issuers, New/Relinquishing Document Custodians, BNY Operations, and Account Executives.

6 GETTING HELP

This section provides information on how to search for information and resources to assist with their account,
navigating the portal and its applications, and troubleshooting issues.

Refer to MyGinnieMae Portal Getting Started Manual

e Troubleshooting and System Errors

Field-Level Validation

The Document Custodian Transfer request has two ways to indicate that there is a problem with the data being entered:
1. Field-level : The border of the field will turn red and an error will display.

2. Field-level hover-over: The border of the field will turn red and an associated error message displays when the

user hovers over the field.

Note: A field may have more than one message depending on the data entry error.
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Figure 68 Field-Level Validation Examples
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Validation Fatal Error

Once you select the

% VALIDATE

Custodian Transfer Request (field validation, valid Document Custodian, valid pools) against a list of Ginnie Mae
business rules. If issues with the data are found, the system will display the associated errors at the top of the screen
upon which the error originates. An example of request related errors are as follows:

@ Business Rules Validation Errors

DCTR_BRE_ERR_005: Mare than one Document Custodian should be selected for the Number of Custodians Multiple Selected Document Custodians to New Document
Custodian.

DCTR-02: The current request has 1 or more poals which is not ewned by Issuer. Please review invalid pools.

DCTR-12: The current request has 1 or more pools that are not issued. Please review invalid pools.

DCTR-13: The current request has 1 or more pools that does not belong to their Custedians. Please review the invalid pools.

Please review the pool error(s). View Report

Collapse All + Expand All

A Transfer/Merger

button from the Request Header menu, the system will verify the entire Document

Fatal error messages are displayed at the top of a request. These errors must be resolved before a request can be

Figure 69: Validation Errors

submitted to a Document Custodian for certification.
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Date Selection Limitations

All date fields in Document Custodian Transfer Request provide the option to select a date from a date calendar
widget. The date picker automatically only shows valid options.

The following is an example of a date picker limitation: Transfer Effective Date must be at least 10 business days from

the request creation date and cannot be on a weekend or holiday (those days will be grayed out).

Effective Transfer Date *

MM /DD/YYYY
12/24/2024 D
DEC 2024 « < >
DEC
e 2 27
0

Figure 70: Date Calendar Limitation

You can also manually enter a date. If the date is not valid (at least 10 days from the creation date), an error will

display.

Browser Back Button

While navigating the Document Custodian Transfer Request application, do no use the web- browser’s back button
because data may not be saved and any filters used may be cleared. Instead, use the back arrow buttons provided

within the application.
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my8.ga.ginniemae.gov/webcenter/portal/GMEP/dctm#new-request

C prd

Figure 71: Browser Back Button

For example, when you are on the Request Detail screen header, the application back button will be displayed. It is
recommended that you click this back button to return to the previous screen.
GinnieNET Document Custodian Transfer Request
Document Custodian Transfer Request: 1062 m m
- Collapse All [ #+ExpandAll
4 Transfer/Merger
Transfer/Merger * Number of Custodians *
Complete Portfolio D t Custodian Merger Multiple Selected Document Custodians to New Document Custodian
“  Transfer Details
Effective Transfer Date *
Status Validation Status New Custodian * MM/DD/YYYY
Completed Passed 000545 - ALLEGIANCE BANK 08/13/2024
Reason for Transfer Request *
Maximum 100 characters
Request Transfer Automation Test
Figure 72: Application Back Button

Self-Help Tools
Users should first reference the appropriate section of the My Ginnie Mae Getting Started Manual for information on
creating a User account, requesting functional roles, and managing your account. Some functions that a User may

complete without the assistance of a system administrator are as follows:
Changing a password every 90 days — Changing a Password in MyGinnieMae QRC

Resetting a forgotten password — Forgot Password in MyGinnieMae QRC

Updating profile information — Managing My Profile in MyGinnieMae QRC
Registering for mobile delivery of the OTP — Registering with the Oracle Mobile Authenticator QRC

7
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Easy reference tools like Quick Reference Video (QRV) and the Portal Help link at the bottom of each portal screen can
be used to help answer common questions.

For more help, Users can access the training sessions and materials on the Issuer Training Page of the Ginnie Mae
website at https://www.ginniemae.gov/issuers/issuer_training/screens/modernization.aspx.

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 screens, applications, processes, and general functionality pertaining to
the MyGinnieMae portal. Refer to the MyGinnieMae Portal Dictionary.

Application Acronyms and Abbreviations

Term Definition

AE Account Executive

DCTM Document Custodian Transfer & Merger

DCTR Document Custodian Transfer Request

DC Document Custodian

GNMA Governmental National Mortgage Association (Ginnie Mae)

MyGinnieMae | Ginnie Mae Portal that hosts Document Custodian Transfer Request Application
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