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1 INTRODUCTION 

This manual is written to provide instructions on how to use the Ginnie Mae Central (GMC) Requests module. 

Multifamily Program Issuers will utilize the GMC Requests module to submit their Request for Reimbursement of 

Mortgage Claim Costs to Ginnie Mae for review and approval. The functional roles associated with the application 

are Financial Statements & Insurance Policy & Reimbursement Claims Basic User and Insurance Policy & 

Reimbursement Claims Authorized Signer. 

Below are links that address common topics that pertain to the Ginnie Mae Central Requests module. 

• How to Register for an Account in MyGinnieMae 

• Refer to the MyGinnieMae Getting Started Manual for System Prerequisites 

• Link to Access Ginnie Mae Central  

• MGM Portal Dictionary 

1.1 Application Overview 

The Ginnie Mae Central Requests module is an application in MyGinnieMae that Issuers use to submit their 
Request for Reimbursement of Mortgage Claim Costs to Ginnie Mae for review and approval. 

Back to Table of Contents 

 

 

https://www.ginniemae.gov/issuers/issuer_training/QRCs%20Page/QRC-GS3.1.1_Registering_Account_in_MGM.pdf
https://www.ginniemae.gov/issuers/issuer_training/Documents/mgm_getting_started_manual.pdf
https://my.ginniemae.gov/webcenter/portal/public
https://my.ginniemae.gov/webcenter/portal/public
https://www.ginniemae.gov/issuers/issuer_training/Tools%20and%20Resources/mgm_portal_dictionary.pdf
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1.2 Business Workflow 

The high-level Business Workflow of the GMC Requests module Reimbursement Claims process is shown in the 

figure below:  

Figure 1: Requests Module – Reimbursement Claims High-Level Process Flow 

 

Table 1: Requests Module – Reimbursement Claims Process Description 

Step Description User QRC 

1 Issuer uploads Reimbursement Claim information 
Basic User or 

Authorized Signer 
QRC-GMC-MF-

RC-1.0 

2 
Authorized Signer Reviews Reimbursement Claim details, 
Certifies & Submits Reimbursement Claim 

Authorized Signer 
QRC-GMC-MF-

RC-2.0 

3 

If Ginnie Mae sends the request back to the Issuer for revisions, 
the Issuer must review the comments and make the appropriate 
corrections to the previously submitted Reimbursement Claims 
information. Once completed, Issuer’s Authorized Signer must 
certify to resubmit. 

Basic User / 
Authorized Signer 

required for 
resubmission 

QRC-GMC-MF-
RC-3.0 

4 Issuer Cancels Reimbursement Claim 
Basic User or 

Authorized Signer 
QRC-GMC-MF-

RC-4.0 

 

Back to the Table of Contents 

  

https://www.ginniemae.gov/issuers/issuer_training/QRCs%20Page/QRC-GMC-MF-RC-1.0_Issuer%20Uploads%20Reimbursement%20Claim%20Information.pdf
https://www.ginniemae.gov/issuers/issuer_training/QRCs%20Page/QRC-GMC-MF-RC-1.0_Issuer%20Uploads%20Reimbursement%20Claim%20Information.pdf
https://www.ginniemae.gov/issuers/issuer_training/QRCs%20Page/QRC-GMC-MF-RC-2.0_Issuer%20Submits%20Reimbursement%20Claim.pdf
https://www.ginniemae.gov/issuers/issuer_training/QRCs%20Page/QRC-GMC-MF-RC-2.0_Issuer%20Submits%20Reimbursement%20Claim.pdf
https://www.ginniemae.gov/issuers/issuer_training/QRCs%20Page/QRC-GMC-MF-RC-3.0%20Issuer%20Completes%20Reimbursement%20Claim%20Pending%20Revisions%20Request.pdf
https://www.ginniemae.gov/issuers/issuer_training/QRCs%20Page/QRC-GMC-MF-RC-3.0%20Issuer%20Completes%20Reimbursement%20Claim%20Pending%20Revisions%20Request.pdf
https://www.ginniemae.gov/issuers/issuer_training/QRCs%20Page/QRC-GMC-MF-RC-4.0%20-%20Issuer%20Cancels%20Reimbursement%20Claim_final.pdf
https://www.ginniemae.gov/issuers/issuer_training/QRCs%20Page/QRC-GMC-MF-RC-4.0%20-%20Issuer%20Cancels%20Reimbursement%20Claim_final.pdf
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2 USING THE APPLICATION 

2.1 MyGinnieMae (MGM) Functional Roles - Accessing the Application 

The following table details the MGM functional roles required to access the GMC Requests module as an Issuer 

user. 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 business activities 

used to ensure End Users have the appropriate level of access to be able to perform their job functions and 

responsibilities. See below for the functional roles associated with the GMC application. 

The roles required for the Requests module are as follows:  

Table 2: MGM Role Mapping 

Functional Role Application Role 

MF-Financial Statements & Insurance Policy & 

Reimbursement Claims Basic User 
Request module: Basic User 

MF-Insurance Policy & Reimbursement Claims Authorized 

Signer 
Request module: Authorized Signer 

 

• The MF–Financial Statements & Insurance Policy & Reimbursement Claims Basic User role allows the 

user to draft and update the Reimbursement Claim Form but will not be able to Sign, Certify & Submit the 

claim form. 

• The MF–Insurance Policy & Reimbursement Claims Authorized Signer role allows the user to do all the 

functions of the basic user role plus the ability to Sign, Certify & Submit the claim form. 
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2.2 Navigating the Requests Homepage 

 

Figure 2: Requests Module Homepage 

 

• Create New Request: Opens a new request form and prompts users to enter the required loan and claim 

identifiers, reimbursement details (e.g., amounts and relevant dates), and supporting documentation.  

• My Resources: The panel on the left-hand side of the screen provides the user with easily accessible 

resources.  

o Platform Navigation 

▪ My Issuer Profile: This will display the Issuer’s profile, including key user information as 

well as queues for other GMC Modules. 

o System Help 

▪ User Manual: Opens link to this User Manual on Ginnie Mae website. 

▪ FAQs & Training Documentation: Opens link to training resources on Ginnie Mae 

website.  

▪ Request Help: Opens an email to draft and send to askGinnieMae@hud.gov 

o Guidelines 

▪ MBS Guide: Links the user to the digital MBS Guide. 

▪ HUD Audit Guide: Links the user to the OIG HUD Consolidated Audit Guide 

o Access Other Systems 

▪ MyGinnieMae: Links user to the landing page to log in to MyGinnieMae. 

https://amedeloitte.sharepoint.com/sites/Issuer360Portal/Shared%20Documents/BY-003%20-%20Issuer%20Management/4.%20Customer%20Adoption%20&%20Training/User%20Manuals/askGinnieMae@hud.gov
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• Requests: Displays a summary list of reimbursement requests and provides quick access to view, filter, 

and open individual items. 

2.3 Review Milestones 

The following table outlines each milestone included in the Requests review process. 

Table 3: Requests Module Review Milestones 

Milestone Main Actions in This Milestone 

Drafting 
Issuer has started a claim and is in the process of uploading 

all corresponding information 

Pending Revision 
Ginnie Mae has sent back submission to Issuer for revisions 

and resubmission 

In GNMA Review Claim is submitted and in Ginnie Mae’s review 

Complete 
The claim has been completed, and payment is processing or 

has been made 

Request Canceled Issuer takes the action to cancel the claim they started 

Request Rejected Ginnie Mae rejects a submitted claim 

2.4 Issuer Uploads Reimbursement Claim Information 

• From the Reimbursement Claims homepage, select the Create a New Request button.  

Figure 3: Create a New Request 
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• On the Create New Request screen, select Reimbursement Request. 

• Select the Continue button.  

Figure 4: Select the Reimbursement Request Type 

 

 

 

 

 

 

• If the Issuer participates in multiple programs, select the Issuer Program for reimbursement. 

• Enter the requested Mortgage Information (GNMA Pool Number, FHA Project Number, and Project 

Name). 

• Select the CONTINUE button. 

Figure 5: Issuer Program Selection and Enter Mortgage Information 
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• Complete all of the sections of the Upload and Enter FHA Claim Information form. 

 

Figure 6: Upload and Enter FHA Claim Information Form  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

• FHA Transmittal Letter 

o Upload the FHA Transmittal Letter 
o Enter the Date on the FHA Transmittal Letter 
o Select the “Yes” or “No” radio under the question Has claim interest been curtailed by FHA? 

 

Figure 7: FHA Transmittal Letter Section 

 

 

 

 

 

 

 

 

 

 

 

 

Note: Date must be in the past 60 days to be requested.  
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Final Settlement Statement 

o Upload the Final Settlement Statement 
o Enter 1% of Unpaid Principal Balance 
o Enter the date range and the amount for Partial – Interest Reimbursed by HUD 
o Enter the date range and the amount for Final – Interest Reimbursed by HUD 

Figure 8: Final Settlement Statement Section  

 

 

 

 

 

 

Liquidation Schedule  

o Upload the HUD-11710-E Liquidation Schedule 
o Enter the Last Paid Installment Date 
o Enter the Unpaid Principal Balance 
o Enter the Total Interest Due 
o Select the Reason for Removal from the drop-down menu 

Figure 9: Liquidation Schedule Section  
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• Additional Fields 

o Enter the Issue of Securities Date 
o Enter the Mortgage Default Date 
o Enter the Liquidation Date 
o Enter the Security Rate 
o Enter the Mortgage Rate 
o Enter the Interest Paid to Holders 

 

• Select the CONTINUE button. 

Figure 10: Additional Fields Section 

 

• Complete the information in the Enter ACH Banking Information form. 

• Select the CONTINUE button. 

Figure 7: Enter ACH Banking Instructions  
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2.5 Issuer Submits Reimbursement Claim Information 

2.5.1 Submit Reimbursement Claim Request – Basic User or Authorized Signer Completes 

Form 

• Upon receiving a request to complete a Reimbursement Request, select the Request ID on the Requests 

homepage.  

Figure 12: Requests ID  

 

 

 

 

 

 

• Select the UPDATE REQUEST button to review the Reimbursement Form. 

Figure 13: Update Request  

 

 

 

 

 

 

 

 

     The next steps in the Reimbursement claim are dependent on the user role.  

• Basic Users will only be able to review the Reimbursement Claim Form but will not be able to Sign and 
Certify & Submit. Basic Users will need to notify an Authorized Signer to Review the Form, Sign and 
Certify & Submit. (2.5.1 Submit Reimbursement Claim Request – Basic User or Authorized Signer 
Completes Form) 

• Authorized Signers will be able to review the Reimbursement Claim Form AND Sign and Certify & 
Submit. 
o Authorized Signers can log in to review the Reimbursement Claim Form drafted by a Basic User 

in order to Sign and Certify & Submit (2.5.2 Submit Reimbursement Claim Request – Authorized 
Signer Completes Form). 
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• Review all Steps 1-4 of the Reimbursement Form in order to Sign and Certify & Submit the form.  

 

Figure 14: Review Reimbursement Form Steps 1-4  

 

 

 

2.5.2 Submit Reimbursement Claim Request – Authorized Signer Completes Form  

 

• Once all steps in the Reimbursement Claim Request have been completed, review the Request for 

Reimbursement of Mortgage Insurance Claims Costs summary.  

• Select the SIGN button*. 

• Select the CERTIFY & SUBMIT button.  

 

Figure 15: Request for Reimbursement of Mortgage Insurance Claims Costs  

 

 

 

 

• Select the CONFIRM button to confirm the submission of the Reimbursement Request. 

Figure 16: Confirm Submission of Reimbursement Request  
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2.6 Issuer Completes Reimbursement Claim Pending Revisions Request 

2.6.1 Complete Update to Reimbursement Pending Revisions – Basic User or Authorized 

Signer Completes Form 

• Upon receiving a request to update a Reimbursement Request due to necessary revisions, select the 

Request ID on the Requests homepage.  

Figure 17: Requests ID  

 

 

 

 

 

 

• Select the ADJUST REQUEST button to review the Reimbursement Form and subsequent request for 

revisions from Ginnie Mae. 

 

Figure 18: Adjust Request Button  
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• Review the Requested Revisions from Ginnie Mae and update accordingly. 

• Select the CONTINUE button to progress through the steps and make requested/necessary revisions.  

Figure 19: Requested Revisions from Ginnie Mae  

 

 

 

 

 

 

 

 

  

     The next steps in the Reimbursement claim are dependent on the user role.  

• Basic Users will only be able to update the Reimbursement Claim Form to address pending revisions 
but will not be able to Sign and Certify & Submit. Basic Users will need to notify an Authorized Signer 
to Review the Form, Sign and Certify & Submit. 

• Authorized Signers will be able to review and/or update the Reimbursement Claim Form to address 
pending revisions AND Sign and Certify & Submit. 
o Authorized Signers can log in to review the Reimbursement Claim Form and subsequent revisions 

drafted by a Basic User in order to Sign and Certify & Submit. (2.6.2 Submit Reimbursement Claim 
Request – Authorized Signer Completes Form) 
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2.6.2 Submit Reimbursement Claim Request – Authorized Signer Completes Form 

• Once all steps in the Requested Revisions from Ginnie Mae have been updated, review the Request for 

Reimbursement of Mortgage Insurance Claims Costs summary.  

• Select the SIGN button*. 

• Select the CERTIFY & SUBMIT button.  

 

Figure 20: Requested Revisions from Ginnie Mae  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

*Please note that Authorized Signers must be active on the HUD 11702 in order to Sign, Certify, and Submit 

the Request for Reimbursement. 

 

Figure 21: Error Presented when Authorized Signer not on HUD 11702  
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2.7 Issuer Cancels a Drafting Reimbursement Claim 

• Select the Request ID on the Requests homepage that is in the “Drafting” Status.  

Figure 22: Cancel a Drafted Reimbursement Claim 

 

 

 

 

 

 

 

 

 

• Select the Related Actions tab and under Related Actions, select the Cancel option. 

Figure 23: Related Actions Tab 

 

 

 

 

 

 

 

 

• Once the cancelation has been confirmed by the user, the corresponding Request Status will label this 

claim as Request Canceled. 

Figure 24: Updated Request Canceled Status  

 

 

 

 

 

 

 

 

 

 

Back to the Table of Contents  
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3 RESOURCES 

The Resources section provides information and resources to help navigate the Ginnie Mae Central Insurance 

module. 

3.1 Training Resources 

For additional help, training sessions and materials can be found on the Issuer Training Page of the Ginnie Mae 

website at https://www.ginniemae.gov/issuers/issuer_training/pages/modernization.aspx. 

3.2 QRCs 

A Quick Reference Card or QRC is an abbreviated one to two-page reference document with step-by-step 

instructions on how to complete a specific action. A list of QRCs for the content provided in this User Manual is 

available in the Appendix. QRCs are posted to the Ginnie Mae website at 

https://www.ginniemae.gov/issuers/issuer_training/pages/qrcs.aspx. 

3.3 Help Desk Contact Information 

If assistance is needed, please contact: askGinnieMae@hud.gov 

3.4 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 pages, applications, processes, and general functionality 

pertaining to the MyGinnieMae portal. Refer to the MyGinnieMae Portal Dictionary. 

3.5 MyGinnieMae Self-Help Tools 

Users should first reference the appropriate section of the MyGinnieMae Getting Started User Manual for 

information on creating a user account, requesting functional roles, and managing a user account. Some functions 

a user may complete without the assistance of a system administrator such as: 

• 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 

• Troubleshooting Errors in MyGinnieMae – Troubleshooting and Common Errors in MyGinnieMae QRC 

To get more help, users may access the training sessions and materials on the Issuer Training Page of the Ginnie 

Mae website at https://www.ginniemae.gov/issuers/issuer_training/pages/modernization.aspx 

Back to Table of Contents 

https://www.ginniemae.gov/issuers/issuer_training/Pages/ToolsAndResources.aspx
https://www.ginniemae.gov/issuers/issuer_training/pages/modernization.aspx
https://www.ginniemae.gov/issuers/issuer_training/pages/qrcs.aspx
mailto:askGinnieMae@hud.gov
https://www.ginniemae.gov/issuers/issuer_training/Tools%20and%20Resources/mgm_portal_dictionary.pdf
https://www.ginniemae.gov/issuers/issuer_training/QRCs%20Page/QRC-GS3.6.1_Change_Password_MGM.pdf
https://www.ginniemae.gov/issuers/issuer_training/QRCs%20Page/QRC-GS3.2.2_Forgot_Password_MGM.pdf
https://www.ginniemae.gov/issuers/issuer_training/QRCs%20Page/QRC-GS4.3_Managing_My_Profile_MGM.pdf
https://www.ginniemae.gov/issuers/issuer_training/QRCs%20Page/QRC-GS3.3.3_Registering_with_Oracle_Mobile_Authenticator.pdf
https://www.ginniemae.gov/issuers/issuer_training/QRCs%20Page/QRC-GS3.3.3_Registering_with_Oracle_Mobile_Authenticator.pdf
https://www.ginniemae.gov/issuers/issuer_training/pages/modernization.aspx
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4 APPENDIX 

4.1 QRCs 

A Quick Reference card is an abbreviated one to two-page reference document with step-by-step instructions on 

how to complete a specific action. Below is a list of QRCs for the content provided in this User Manual. QRCs are 

posted to the Ginnie Mae website at https://www.ginniemae.gov/issuers/issuer_training/pages/qrcs.aspx. 

Table 4: Requests Module QRCs 

User Manual QRC# QRC Name Description 

Ginnie Mae Central 

(GMC) Requests 

module 

QRC-GMC-MF-

RC-1.0 

Upload 

Reimbursement Claim 

Information 

• Basic User or Authorized Signer 

accesses the Requests module to 

begin a Reimbursement Claim, 

completing the necessary steps by 

inputting the necessary information 

needed for the claim. 

Ginnie Mae Central 

(GMC) Requests 

module 

QRC-GMC-MF-

RC-2.0 

Submit Reimbursement 

Claim 

• Authorized Signer on the HUD-11702 

must verify that the information 

entered is correct, provide electronic 

signature and submit to Ginnie Mae. 

Ginnie Mae Central 

(GMC) Requests 

module 

QRC-GMC-MF-

RC-3.0 

Completes 

Reimbursement Claim 

Pending Revisions 

Request 

• Ginnie Mae sends back the 

Reimbursement Claim with specific 

areas that need to be addressed and 

resubmitted. 

Ginnie Mae Central 

(GMC) Requests 

module 

QRC-GMC-MF-

RC-4.0 

Cancel a Drafted 

Reimbursement 

Request 

• The Issuer decides to cancel a 

Reimbursement Claim they began 

drafting. 
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