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Easy Transfer Quick Start Guide

The new Servicing Marketplace® Easy Transfer feature leverages the third-party, web-based file transfer application, Box, to en-
able sellers to transfer loan documents to a servicing buyer in one centralized place. Loan documents can be transferred by
dragging and dropping files in a simple, secure process. Once the Early Transfer feature is fully rolled out, this feature will
eliminate the need for sellers to manage separate transfer protocols for each servicer with the exception of FINAL DOCUMENTS*
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For additional help, contact SMP Support.

Request Access

Contact your Corporate Administrator for Fannie Mae Technology Manager to receive access to Easy Transfer.
Technology Manager profile: Servicing Marketplace Easy Transfer

NOTE: Any staff that transmits loan documents to servicers can be given access to Easy Transfer.
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First Time Signing into Box

After your Corporate Administrator provides Box access, you will receive an email from box_admin@fanniemae.com.

Click the “Go to Folder” link in this email to access Box.

box

Sarha wants to work with you on Fannie Mae folder1

ia | Fannie Mae folder1

To sign into Box after the first time follow the steps below:

Signing into Box

1. Click here to access application.
2. Click “Not Part of Fannie Mae?”

B8 Box|Login x o+

< C (1 & fanniemaeaccountbox.com/login @ sr @ =0 @ » 8O

Fannie Mae ® English (US) + ‘ Sign Up |

Part of Fannie Mae?

Fannie Mae uses your network username and password to
login to Box. Continue to login to Box through your network.

Not a part of Fannie Mae?
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3. Enter: Email Address used to login to Fannie Mae applications.
4. Click Next.

Sign In to Your Account

Email Aganess

I namegioompany 1.com I

5. Enter Password.
6. ClickLoglIn

Box | Login X +

<« C {} @& accountboxcom/loginredirect url=%2F v @ % M= 06 Q@ n»O

@ English (US) ~ Box Blog | Sign Up ‘

Sign In to Your Account

Signing in as name@company1.com. Not you?

Password

r - 1

Reset Password
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Transferring Loan Documents to Your Servicing Buyer(s)

From this screen you can move loan documents to servicing buyers quickly and easily by either using the drag and drop option or
the file upload option.

Identify the folder with your seller’s name and the Fannie Mae Easy Transfer tag.

‘ NOTE: /f you use Box for other purposes, you may see additional folders.

Q  Search Files and Folders ST . . @FannieMae Q
All Files Il Files > P Easy Transfe SMP Easy Transfer Demo &= &2 New +
Recents

Name Updat Size ~ Sharing Details
" Notes —_—

By /\6C Seller i ‘oday by FNMA Box Admir File s FNMA Box Admin
Sign " sy Transfer Ow
Relay @ SG-FWG-PROD-BOX:S...

ees Easy Transfer Captiva
Editor

Trash

(") Shared Link

\Z/ Create Link

My Collections

(m File Request f’_
) Create Li \
LI'J Favorites ./ Create Link

A

A list of servicer folders is viewable within your seller folder.

‘ NOTE: Do notbegin using Easy Transfer to send loan documents until notified by your servicing buyer.

mx Q Search Files and Folders =~ 7 / [ @) Fannie Mae 9

Al Files All Files > SMP Easy 5 SMP Easy Transfer Demo @@ New +

Recents

Na Jpdate Size v Sharing Detai

=/ Notes
e DEF Servicer

rry Today by FNMA Box Admi 1 e FNMA Box Admin
Sign “ . Y Own

Relay = NOP Servicer y A B A e S(‘EI-F\‘NG‘-‘PRDD-BOX-S..‘
B Easy Transfer Captiva
- _— Edito
W Trash 2z XVZ Servicer IAB i
Y Shared Link
) Create Link
My Collections —
" i TN
@ 2w @
B Favorites ~— Link A
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Option 1: Drag and Drop Files
To transfer loan documents to your servicing buyer using the drag and drop option, follow the steps below.

1. Navigate to the servicer’s folder.
2. Dragand drop loan document to the white space.

‘ NOTE: Only upload PDF files. Any other file format will not be processed.

Q R (7] d:l ] A &) Fannie Mae e
nsfer Demo > ABC Seller > XYZ Servicer e | @ @ Hew +
Slze ~ - Sharing
e Processed . " »
m % e FNMA Box Admin
@ 5G-FWG-PROD-BOX-5.
e Easy Transfer Captiva
Mrao amA Me r E = =]
uragand Urop ries Here Shared Link
File Request

NOTE: In each servicer folder, you will see a Processed folder. Loan documents will appear here once processed
overnight. Do not drag and drop files here. Files are purged from the Processed folder every 14 business days.

Upload is complete when the file appears in XYZ Servicer folder.

Q @ ;::Sj:f:l‘;f?_lzadsooﬂi.adl‘wasuplnaded : stare | X ) & %] a
Al Files : > SMP Easy Transfer Demo > ABC Seller > XYZ Servicer e B @ | e
—
Recénts /
. Size ~ " > Sharing
a 4123456789 _123450001,pdf v by FHMA Box ’ FHNMA Box Admin
o Frocassed y iMiA Box A @ $G-FWG-PROD-BOX:S,
e Eagy Transfer Captiva
flll:.' P_hfuuu.st

NOTE: Sellers can only move, not delete, files once uploaded to Box. To delete files, contact SMP Support.
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Option 2: Using the File Upload

To transfer loan documents to your servicing buyer using the file upload option, follow the steps below.

NOTE: Upload only PDF files. Any other file format will not be processed.

1. Click “New”.

tnx Q = e & A =%) Fannie Mag 9

B AllFiles t: » SMP Easy Tr fer Demo »* ABC Seller » XYZ Servicer R C R New + |

Size - n o) Sharing

mm Processed o FNMA Box Admin
@ 5G-FWG-FROD-BOX-5.

@ Easy Transfer Captiva

Shared Link

Trash

File Roquest

Q SearchF and Folder g . | (“)\‘ Fannie Mae' Q

All Files t SMP Easy nsfer Demc BC Seller > XYZ Servicer e B @ New + m
Recents
Narr Update Size v +  File Upload

Notes
m— Processed 4  Folder Upload
Ty day by FNMA Box Admin 1 File 4min
Sign ed C
Folder
Relay JD-BOX-S...
# Box Note
Apps
#  Box Note From Template Captiva
Trash
Bookmark
My Collections E Word Document _
\
i i (
B PowerPoint Presentation )

Lﬂ Favorites

B ci Te B  Excel Spreadsheet
L imate Team
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3. Choose Document(s) and Click “Open”.

NOTE: See last page of this document for guidance on naming convention.

XYZ Servicer - 3@

Size v
@ Processed

= [ SMP Easy Transfer Demo [ Q

]
<
<

H Box

@ Recents Name Date Modified ;| Siz Kin

A Applicati... 4123456789_123450001 Today at 4:43 PM 50 KB PDF Docum!
= Desktop

[ Documents
o ® Downloads
@ OneDrive... (e

E Box
Il Music

Photos

[ Movies

cance! | (EESHD

Upload completes and file appears in XYZ Servicer folder

Q i F . @ ;:::ff;ﬁ?_iz&!so&ni.wl‘wnsupln.‘lded @ % . 0 e a Y _JI Fannie Mas .
» SMP Easy Transfer Demo » ABC Seller » XYZ Servicer SRR C N New + m
/ Size - - I Sharing
h 4123454789 123450001 pdf ¥ x A 489 o FNMA Box Admin
- P““”'_‘""" v by ENMA Box A ! @ $G-FWG-PROD-BOX-S.
@ Easy Transfer Captiva

.Sl_un..'_t.] LI.I-Ik.
File Request Y
Create Link b

NOTE: In each servicer folder you will see a Processed folder. Loan documents will appear here once processed by Fannie Mae.

Do not drag and drop files to the Processed folder.
Files are purged from the folder by Fannie Mae everyl14 business days.
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Confirming Processing of Loan Files

Files uploaded to the “Seller Folder” by 9:00PM EST will be processed overnight and available to the servicer the following
business day.

NOTE: Files are purged from the Processed folder every 14 business days.

To confirm files were processed follow the steps below:

1. Checkthe “Processed” Folder the next business day.

mx Q  Search Files and Folders =~ ® é A @) Fannie Mae e
& AllFiles k& > SMP Easy Transfer Demo > ABC Seller > XYZ Servicer O @ New +
° Recents
Narr Updat Size v = > Sharing Details
=/ Notes P
g Processed Today by FNMA Box Adm " e FNMA Box Admin
k Sign View s ICesSH ere Owner
Y& Relay SG-FWG-PROD-BOX:S...
Co-owner
232 Apps @ Easy Transfer Captiva
Editor
W Trash
(7Y Shared Link
\_/ Create Link
My Collections _
,",1‘\-‘ File Request f.)
8 Favorites \&2) Create Link N\

2. Click into the “Processed” Folder the NEXT Business Day to view processed files.

NOTE: Box will append the file name with a time stamp.

i s
rocees oo - EEER

©0oo0e
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Easy Transfer Naming Convention
* 10-digit Fannie Mae loan number assigned upon Fannie Mae delivery (e.g. 4123456789)

* Underscore ()

*  9-digit Fannie Mae Seller/Servicing Number (SSN) used to commit and deliver.
SSID for Traditional SMP with PHH: 172510183
SSID for Quick Launch with PHH: 172518656

. Format: 4123456789_172510183.pdf or 4123456789_172518656.pdf
When sending documents omitted from the original loan file submission:
ex. 4123456789_172510183_Missing.pdf (if sending missing docs in a blob file)
ex.4123456789_172510183_First Payment Letter.pdf (example shown if sending an individual document)

*Final Documents (Title Policy & Recorded Mortgage)

Sellers will use the PHH Post Closing Application to upload final documents to PHH

Link to the PHH Post Closing Application (PCA) is: https://postclosing.phhmortgage.com/login

Please refer to the PCA user guide for upload details
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