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Uniform Collateral Data Portal Reference Series for the
Lender Admin: 4 - Managing Lender Agents

This reference is the fourth in a series of four references for the Lender Administrator, a Uniform Collateral
Data Portal® (UCDPSM) user who has authority to set up and manage the business structure within the
portal, including the access privileges of other users. This user is known as the lender admin. The focus of
this reference is on managing lender agents, which are third-party entities that a lender authorizes to
perform functions within the UCDP, such as uploading appraisals and evaluating results. The other
references in this series include:

Series 1: Lender Admin Registration

Series 2: Managing Business Units

The topics covered in this reference include:

Managing Relationships with Lender Agents Overview

Inviting a Lender Agent

Assigning and Removing Seller Numbers

Updating a Lender Agent Relationship

Finding Additional Assistance

Series 3: Managing Users

This document relates to the Uniform Mortgage Data Program, an effort undertaken jointly by Freddie Mac and Fannie Mae at the
direction of their regulator, the Federal Housing Finance Agency.
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https://www.efanniemae.com/sf/technology/commitloandel/ucdp/pdf/ucdpmanageusers.pdf

Managing A lender agent is a third-party entity that a lender authorizes to perform
. . . functions within the UCDP, such as uploading appraisals and evaluating
Relationships with results. As the lender admin, you are responsible for authorizing lender
Lender Agents agents to perform these tasks on behalf of your organization. The appraisal
. data files submitted by a lender agent on behalf of your organization become
Overview part of your business unit structure and can be viewed by the lender and

returned in lender-initiated searches and reports. Lenders may also take
actions on these appraisal data files as if they had submitted them directly.

Lender agents must be authorized by both GSEs to be listed in the UCDP
lender agent dropdown. Lender agents must complete the UCDP Lender
Agent Registration Form on either Fannie Mae’s website or Freddie Mac’s
website to request an account.

Once the lender agent completes the UCDP lender agent registration and
account setup, their name appears in the lender agent dropdown on the
Relationships page in the UCDP. From there, you can identify and select
one or more lender agents to submit appraisals on your organization’s behalf
to the UCDP.

The Relationships page provides you, the lender admin, with functionality to
manage your lender agent relationships. On this page, you may complete
the following tasks:

Functionality Description
Inviting a Lender Enables you to invite a lender agent who is in the
Agent lender agent dropdown into an established

business unit and set the permission level for the
lender agent.

Assigning and Enables you to assign and remove Seller Numbers
Removing Seller you want the lender agent to work under once the
Numbers lender agent is invited.

Updating a Lender Enables you to update the lender agent’s
Agent Relationship permission level and change the status of the
relationship from active to inactive and vice versa.

This document relates to the Uniform Mortgage Data Program, an effort undertaken jointly by Freddie Mac and Fannie Mae at the
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Inviting a Lender This section covers how to initiate setting up a relationship with a lender
agent. After you invite a lender agent to establish a relationship with your
Agent organization, the lender agent receives an email inviting them to submit

appraisal data files on your organization’s behalf. To become an active
lender agent for your organization, the agent must log in to the UCDP and
accept the invitation.

When inviting the lender agent, you must determine the permission level to
grant them. The permission levels are:

®=  Full — The full lender agent can perform all of the functions of a
lender user, including submitting appraisals, viewing results,
requesting overrides, searching for appraisals, scheduling and
viewing reports, and viewing all findings related to appraisals
submitted on your organization’s behalf. This includes UAD
Compliance Check messages, and in the future will include all
proprietary GSE findings that may be delivered as part of the
appraisal results through the UCDP.

= Limited — The limited lender agent can perform all of the functions
of the full lender agent and can see all joint GSE findings, but cannot
view GSE-specific findings. The limited lender agent can see the
overall status of the appraisals submitted on your organization’s
behalf.

Regardless of the permission level granted, lender agents can update any
appraisal data file (identified with a Doc File ID) that they submitted.

To invite a lender agent, follow these steps:
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Inviting a Lender Agent

Step Action / Result

1. From the UCDP Home
page, click the i
Account P P [ T [T (o
Administration tab
and select User and
Business Unit

(" Togout

User ID: TRAINER_1

I Uniform Collateral Data Portal™ B FannieMae®

User Account Self Care

User and Business Unit Administration
ppraisal PDF Extraction Service Help Center

Administration. ——— .
‘I A Upload appraisal data into the Locate previously submitted reports Review online documentation that offers
= UCDP system and receive a for status updates, correcting additional field-level information to
o unigue Document File Identifier h mistakes or to submit additional enhance your experience using the
that will be used at delivery with appraisal reports (if required). UCDP system.
Fannie Mae and Freddie Mac.
Reports Account

Administration

ollll q

= Receive infermation on previously
submitted reports (individually or ) & Wanage your online experience
in aggregate) to manage with the UCDP system by
workflows or identify issues that selecting a landing page and the
should be addressed recipients of electronically

delivered messages and
reports.

After you select User and Business Unit Administration, the
Administration - Home page appears.

2. From the o e : —_—
lUniform Collateral Data Portal™ PR FanmieMae® Ao’ romsorus oo

Administration — Userll;:TRA\NERJ
Home page, click
Relationships in the

left navigation bar. Training Lender

\ =| Training Lender

Privacy

—_— R —
‘ Home I Help Center

Administration - Home

Welcome Karan T

Tips for managing your business units and users:

i Users Click on £ in the view on the leftto expand an fiem and view its contents

@ Click thekd sign to display eller Numbers
the list of lender agents Fiee
associated with that
business unit.

Click on a business unit name to manage the business unit

Click on "Users” 1o manage the users in the business unit

(3

Business Units.
Expand the “Users™ item and click on a users name to modify that user.

. .
Regular users are displayed in blue & and Direct Integration users are displayed in orange ==

QL U QO QO ©

Some user operations may not take effect immediately. Click on the refresh button on the \eﬂ@tﬂ refresh the view.
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Inviting a Lender Agent

Administration -
Relationships page,
select the:

= Lender agent you
wish to invite from
the Lender Agent
dropdown.

= Permission level
(full or limited) from
the Lender Agent
Permissions
dropdown.

Click Invite!

Step Action / Result
After you select Relationships from the left navigation bar, the
Administration - Relationships page appears.
Uniform Collateral Data Portal B FunnicMae®
Adeministration . Relationshins.
Training Lendes
[ e ]
Training Lender Invite 2 Lemder Agent =
: L!::Numw Dursinerss Unit I:::;“ Lender Agent® - Select Lendes Agent - v Lender Agent Permissions’ .- Select Permison - 7
= Relationships
SRR o -
UCDP Appratsel Agency
=/ Busingss Units Update a Retationship
Select e Lersder Agent - Sk
e e | Sieatastonp | Vet .
e [ toaus
Current Relatiomhips
Felationship Name Lender Agesit Name usiness Unit Numb¢ Permissions | Status
This page allows you to invite a lender agent to establish a relationship with
your organization.
3. From the

m s

= Training Lendes ™ imvite a Lender Agent
i e Training
ol Seller Numbers etk e Lender Agent”  fen's Agency = Lender Agent Permissions™  FULL -
I Relationships
Teaining Lender Agent
UCDP Appraisal Agency =
s Business Units Update a Relationship =
Sedect Lender Agent
Relabonshipt T SHetRestonshp e T e —

Charge Status.
To

Current Relstionsbigs. =
Lender Agent Name Business Undt Number FPerminsions Satus

VOETIEI FULL L

FEQRISIS LIMITED
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Inviting a Lender Agent

Step Action / Result

After you click Invite, a You have successfully invited [name of the
lender agent] message appears. The Current Relationships section shows
a “Pending” status until the lender agent accepts or declines the relationship
invitation.

have successhully invted Jam's Agency

=i Traweng Lender
Trnvite 3 Levuder Agemt

ol Users

2l Seller Numbers Training

Businass Linit Lender AQBNC .. Salect Lerder Agerit -« v  Lender Apent Permissions’ .. Select Permewan <« ¥
= Relationships Lenzer
Training Lender Agent m
UCDP Appraisal Agency
4 Business Units
Update a Relationship
Select Lemder Agent
Select Relationship - = - status
Relationship® Frrmiinen
s ——
To
Current Relationships.

Lender Agent Name Buginess Unit Number Permissions
1 Py | FULL
FULL i
LIMITED FENDING

The lender agent then receives an email invitation. If the lender agent
accepts the invitation, the UCDP creates the relationship between your
organization and the lender agent. The status in the Current Relationships
section changes to “Active”.

@ If the lender agent has not yet accepted the invitation, you can cancel the
request by updating the lender agent’s status to “Inactive”. Refer to Updating
a Lender Agent Relationship.

Even though the lender agent has been invited into a business unit that has
active Seller Number(s), you must assign specific Seller Number(s) to
enable the lender agent to submit appraisals on your organization’s behalf.
This feature is in place to limit the exposure of your entire organization’s
activity to the lender agent. Even with that business unit and Seller
Numbers(s), the lender agent only has access to appraisal data files their
organization submitted. Refer to Assigning and Removing Seller Numbers
for more information.
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Assigning and For the lender agent to submit appraisals on your organization’s behalf, you
. must assign a Seller Number(s). For Fannie Mae, the Seller Number is your

Removing Seller Seller/Servicer Number or Non-Seller/Servicer Number ID. For Freddie Mac,

Numbers the Seller Number is your Seller/Servicer Number or Third Party Originator

(TPO) Number.

You may assign a Seller Number(s) as soon as you invite the lender agent,
even though the status may still be “Pending”. Once a lender agent accepts
the invitation and has an assigned Seller Number(s), the lender agent can
begin submitting appraisals for your organization under the assigned Seller
Number(s).

Typically, organizations submit appraisals under one Seller Number for each
GSE. If your organization submits appraisals under more than one Seller
Number for a given GSE, you have the flexibility to determine which Seller
Number(s) the lender agent uses without exposing all of your organization’s
activity.

To assign and remove Seller Numbers to and from a lender agent, follow
these steps:

Assigning and Removing Seller Numbers

Step Action / Result

1. From the UCDP

Home page, click the I Uniform Collateral Data Portal B FunnicMas® BV i
ﬁgcount i “ Home || Submit Appraisal "| Search || Reports+ : e T T | Help Center
ministration tab UserProfi

and select User and User Account Self Care

Busi ness Unit User and Business Unit Administration
ubmit Appraisal PDF Extraction c Help Center

Administration. :
\ Upload appraisal data into the

| UCDP system and receive a

Laocate previously submitted reporis Review online documentation that offers
for status updates, correcting additional field-level information to
mistakes or to submit additional enhance your experience using the
appraisal reports (if required). UCDP system.

unigue Document File Identifier
that will be used at delivery with
Fannie Mae and Freddie Mac.

Reports Account
Administration

sl

= Receive information on previously
submitted repors (individually or ) Manage yaur online experience
in aggregate) to manage with the UCDP system by
workflows or identify issues that selecting a landing page and the
should be addressed recipients of electronically

delivered messages and
repors.

After you select User and Business Unit Administration, the
Administration - Home page appears.
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Assigning and Removing Seller Numbers

Step Action / Result

2. From the ] i ——
Administration — l Uniform Collateral Data Portal™ B FannicMac® BV S e—
Home page, clickthe || e T
u |n frOI’lt Of Administration - Home
Relationships to open Training Lendsr
that node.

m il

Tips for managing your business units and users:

- Training Lender
4 Users Click on k4 in the view on the left to expand an item and view its contents
\‘ <+ Seller Numbers

elationships

I+ Business Units

Click on a business unit name to manage the business unit.
Click on "Users”to manage the users in the business unit.

Expand the "Users” itern and click on a user's name to modify that user.

. -
Regular users are displayed in blue < and Direct Integration users are displayed in orange ==

O ¢ O O U ©

Some user operations may nottake effectimmediately. Click on the refresh bution on the left Sto refresh the view.

After you click the £, the list of authorized lender agents appears.

3. Click the name of the
lender agent to which
you are assigning a

Seller Number(s)
\ =|" Training Lender

4 Users

- Seller Mumbers

elationships
= raining Lender Agent
- UCDP Appraisal Agency

+1 Business Units

After you select the lender agent, the Administration — Relationship Details
page appears for that lender agent.
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Assigning and Removing Seller Numbers

Step Action / Result
4. From the . = —
.. . Uniform Collateral Data Portal ER FannieMas® &8 i p—
Administration — ‘ e TR
Relationships Details [[ew Corin
page, CIiCk Edit to Admiresirabon - Helabonstp Details
access the ” e ———
Administration - B
Seller Numbers page. ] | - "o Bttty B :
. Relationship Name 1" Lender Agent Narme L Busness Unit Number al Permissions. a\ Satuy il
Traimumg Lender Trainamg Lender Agent Trairang Lender Agent VDST1638 AL PENDING
hm's Agency Seller Numbers
Traiming Lender Agent. Froddie Mac
UCDP Appraisal Agency
* Business Units
——

After you click Edit, the Administration — Seller Numbers page appears for
the lender agent selected. From this page you can assign or remove a Seller
Number to/from the lender agent.
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Assigning and Removing Seller Numbers

Step Action / Result
Assigning Seller e e ———————
Numbers R
5. Fromthe v P S R
Administration - iy s
Seller Numbers page, [t mm
locate the list of - B Ui e
Available Seller
Numbers' nghllght a -\ :-:nm brer HAasigned Seller Number ‘
specific Seller Number o E——— :
in the list and select A'mm
Add. it
[ Remove st

@ The Available Seller
Numbers list is
populated with the same
Seller Numbers(s)
assigned to the
business unit who
invited the lender agent
into a relationship.

The Add all button
allows you to assign
all the Available Seller
Numbers to the lender
agent at one time.

After you select Add, the Assigned Seller Numbers list shows the added
Seller Number.

Training Lender > Trairing Lender-Training Lender Agent

’

i+ Training Lender

Relaticnships
Training Lender Agent

UCDP Appeaisal Agency

Arssilable Seller Mumlers, Ansiged Seller Nusmbers,
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Assigning and Removing Seller Numbers

Step Action / Result
Removing Seller [ Training Lender > Training Leader. Training Lender Agent
Numbers: T
=i Training Lender e =

6. From the o u:, Available Seller Numbers Assigned Seller Numbers

Administration Seller f saatntes SooseT o=

= tionships
- Numbers page, Tosining Lender Agent [
H UCDP Appraisal Agency
locate the list of | g e Ao mﬁ

Assigned Seller
Numbers. Highlight a ~[T———____ | frseux

specific Seller Number Mms*m;

and select Remove. [
— e
The Remove all a==D

button allows you to
remove all the
Assigned Seller

Numbers from a lender | once you remove Seller Numbers from a business unit or a relationship, the
agent at one time. submissions in that business unit using those seller numbers are still visible to
the agent and the lender, but they become read-only (except to change the
Seller Number to an active one, if one exists). Changing those submissions
to a different active Seller Number makes the submissions read/write again.

@ A lender agent needs at
least one assigned
Seller Number to
successfully submit
appraisal data files.

After you select Remove, the Assigned Seller Numbers list shows the Seller
Number removed and now in the Available Seller Numbers list.

f
Training Lender » Training Lender-Training Lender Agent

= Temining Lender
s~ Users Available Seller Numbers Assigned Seller Numbers.
o Saller Numbers cETASET
P T— EEe
Treing Lendes Agent —
UCOP ppraisal Agency [ < remane ]
- Business Units [ << Femove ai]
Freddic Mac
Available Seller Numbers Assigned Seller Numbers.
-z
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Updating a Lender Once the lender agent has accepted the invitation, you can update their
permission level and/or status. For example, you can change the permission

Agent Relationship | jevel from “Full” to “Limited” and vice versa. You can also change the status
from “Active” to “Inactive” and vice versa.

ﬁ Unlike a user (lender admin, lender user, or read-only lender user) or business
unit, you cannot permanently delete a lender agent. You can, however, leave it
in an “Inactive” status.

To update a lender agent relationship, follow these steps:

Updating a Lender Agent Relationship

Step Action / Result

" X < Freddic® " Togot
Uniform Collateral Data Portal Bl FannicMac® A i
User ID: TRAINER_1

1. From the UCDP
Home page, click the

ACCQUnt . \ Home ”| Submit Appraisal ‘ Search ”| Reports + ‘;"mﬂﬁ | m.
Administration tab Home
and select User and e A e

User and Business Unit Administration

Business Unit

Ad L. . Help Center
: ‘I A Upload appraisal data into the Locate previously submitted reports Review online documentation that offers
‘,/ UCDP system and receive 3 for status updates, correcting additional field-level information to
’(, unique Document File [dentifier mistakes or to submit additional enhance your experience using the
that will be used at delivery with appraisal reports (if required). UCDP system

Fannie Mae and Freddie Mac

Reports Account
Administration

sl ) ;

= Receive information on previously
submitted reparts (individually or e | Manage your online experience
in agaregate) to EHERA0C ‘with the UCDP system by
workflows or identify issues that selecting a landing page and the
should be addressed. recipients of electronically

delivered messages and
reports.

After you select User and Business Unit Administration, the
Administration - Home page appears.
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Updating a Lender Agent Relationship

Step Action / Result
2. From the ) e A cade T
Administration — | Uniform Collateral Data Portal™ B FannieMae® BV ©  temsoruse aer 10 TRAER 4
Home page, click — —
. . . | Home [Hieip Center
Relationships in the Administrtion - Home

left navigation bar. e
\ Tips for managing your business units and users:
- Training Lender
3 |5
Click the ki sign to Ty il

display the list of lender e
agents associated with
that business unit.

Click on ki in the view on the left to expand an item and view its contents.

Click on a business unit name to manage the business unit.
Click on "Users”to manage the users in the business unit.

I+ Business Units
Expand the "Users” itern and click on a user's name to modify that user.

. -
Regular users are displayed in blue < and Direct Integration users are displayed in orange ==

O ¢ O O U ©

Some user operations may nottake effectimmediately. Click on the refresh bution on the left Sto refresh the view.

After you select Relationships, the Relationships page appears. The
middle section of this page, Update a Relationship, allows you to change the
relationship status and the permission level granted to the lender agent.

This document relates to the Uniform Mortgage Data Program, an effort undertaken jointly by Freddie Mac and Fannie Mae at the
direction of their regulator, the Federal Housing Finance Agency.

Reference Series 4 of 4 / May 2011 Page 13



Updating a Lender Agent Relationship

Step

Action / Result

3. From the
Relationships page,
click the Select
Relationship
dropdown to select the
lender agent
relationship you want
to update.

As applicable, click the
following dropdowns
to update the status
and/or permission
level:

= Change Status
To: Use this field
to change the
status from
“Active” to
“Inactive” and vice
versa.

= Lender Agent
Permission: Use
this field to change
the permission
level from full to
limited and vice

versa.

Click Update.

( Uniform Collateral Data Portal

B& FunnicMae®

[Thome

Admirestration - Redatonships

Training Lender

4+ Training Lendes Inwite s Lender Agqent
Fa gusiness st "2 Iy
s iness Unit ander AQENE" .. Select Lender Agent
I~ Seller Numbers. Lender 3t
o Relstionships
s~ Business Units
=
Update a Relationship
Setect Vet Aagent
Training Lender-Traininy =
Retationsbin® L Premission”
Change Stats

- Sttt - -
To

-
Current Relationships
Relationship Mame Lendér Agent Name

Jarnv's Agency

= Lender Agent Permisslons” - Select Permusion

FULL

Dusiness Unit Ny

Status

ACTIVE

Permnissions

~ -

User I0: TRAMER_1

Melp Center
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Updating a Lender Agent Relationship

Step

Action / Result

After you click Update, different messages appear based on the changes
made:

= Status Change: If you changed the status from “Active” to “Inactive”, for

example, a warning message appears asking you to confirm the action.

Windows Internet Explorer

e

9 Deactivating this relationship will prevent Training Lender Agent frorm submitting, updating, or viewing
\'\) subrnissions for Training. Are you sure you want to proceed?

| o

| (e ]

To complete the update, click OK. A Relationship Status updated

successfully message appears. The Current Relationships section then
shows an “Inactive” status for the lender agent.

m s

e Redationshep Status updated successhly,
o Trainng Lender
3 Uran Tnvite a Lender Agent =
o Seller Numbers Training
™ Business Unit Lender Agent’ |- Select Lender Agent - = Lender Agent Permissions’ - Select Dermission - =
s Relationships Lender
#1- Business Units [ e}
Upater 2 Relationabip =]
Select Lender Agent
Select Relshienibup -« = L Stntus
Relationship® Permission”
o St -_0
Ta
Current Relationships -~
Relationship Hame. P B Status
Trsining Lender-lim's Agency Jurv's Agency EVDIEL40 FULL PENDING
Training Lender-Training Lender Agent Training Lender Agent VDSTI636 FULL
Trsining Lender-UCDP Appesisal Agency UCDR Appraizal Agency FEQISLS LIMITED PENDING

@ If the lender agent’s status is changed to “Inactive”, the lender retains access and
all functionality associated with the appraisal data files.
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Updating a Lender Agent Relationship

Step Action / Result

= Permission Change: If you changed the permission level from “Full” to
"Limited”, for example, a Lender Agent Permission updated
successfully message appears. The Current Relationships section then
shows the new permission level.

R .

Lender Agent Permissions updated successhuly.

i+ Training Lender

o Users taalande bt =
u Seller Numbers Traming
Business Unit Lender Agent’ .- Select Lender Agent - * | Lender Agent Permissions” .- Select Permisgion == ¥
s Relationships Lender
=i Business Units e
Update a Relstionship m
Select Lender Agent
Select Relationship -+ = . Status
Relationship* Permissions”
s i
To
Current Relativashigs -
Relationship Name Lender Agent Name Business Unit Number Permissions Status.
Training Lender-lim's Agency Jim's Agency V18140 FULL PENDING
Tuining Lender-Training Lendes Agent Training Lerder Agent VOSTIGH Cunmic D scme
Training Lender-UCDP Appraisal Agency UCDP Appraisal Agency FEQ21515 LMITED PENDING

=  Status and Permission Change: If you changed the permission level
and the status from “Inactive” to “Active”, for example, a Lender Agent
Permission and Relationship status updated successfully message
appears. The Current Relationships section then shows the new status
and permission level.

Lender Agend Permissons and Relationship status updated successbully,
I Training Lendes
P Invite a Lender Agent -
+I Seller Numb Training
e Business Unit Lender AQent' - Select Lender Agent - Lender Agent Permissions® - Select Permuuon - 7

o Relstionships Lender

i~ Business Units e
Update a Relationship -
Select Lender Agent

Select Relstionibup -« = L Satus
Relauonship” Permissions”
s i
To
Current Relationships -
Relationship Name Lender Agent Name Business Unit Mumbee Pemissions  Status
Temining Lender- lim's Agency s Ageney FULL
Training Lender Agent FULL ]

Training Lender-UCDP Appraisal Agency UCDR Appraisal Agency FEQRISLS LIMITED PENDING

The lender agent also has the ability to change the status of the relationship
from “Active” to “Declined” at any time.
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Finding Additional For additional assistance, refer to:
Assistance * Fannie Mae’s UCDP web page

(https://www.efanniemae.com/sf/technology/commitloandel/ucdp/ind
ex.jsp)

"  Freddie Mac’s UCDP web page

(http://www.freddiemac.com/sell/secmktg/uniform_collateral data p

ortal.html
=  The UCDP Support Center at 1-800-917-9291

= UCDP Help Center (accessible after you log in to the UCDP)

© 2011 Fannie Mae and Freddie Mac. Trademarks of respective owners.
|
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