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Easy Transfer Quick Start Guide

The Servicing Marketplace® Easy Transfer feature leverages the third-party, web-based file transfer application, Box, to enable
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.
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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

I‘ NOTE: Any staff that transmits loan documents to servicers can be given access to Easy Transfer.

First Time Signing into Box Single Sign-on (Preferred Method)

After your Corporate Administrator provides Box access, you will receive an email from noreply@box.com. Click the “Verify

Email” link in this email to access Box.
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box

Verify your notification email

The notification email_!anniemae.com was added to the Box account for Emfanniemae.com All future Box notifications will be sent to the notification email address

fanniemae.com. Please click on the button below to verify your email address
Verify Email

If you did not link this email to your Box account, you can disregard this email.

1. Click LogIn to open application.

Verify your notification email

Log in to verify the email address that you have specified to receive Box notifications. Once
you verify this email address:

All password, account, comment, and collaboration Box notifications will be sent to this
email address instead of your primary email address

Your primary email address will no longer continue to receive Box notifications

User notifications preferences set on the primary account would apply to the emails we
send out to the notification email

Any Box notifications sent to a secondary email alias will be sent to the notification email

2. Login using your Fannie Mae ID and password.

Fannie Mae

Sign On

USERNAME

* REQUIRED

PASSWORD

* REQUIRED

Need Help With Your User ID or Password?

© 2025 Fannie Mae

Log in to your account:

Email/lUsername: E-@fanniemae.com
@ Forgot password?

Don't have an account?

Ask your IT administrator to create one for you
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First Time Signing into Box (Alternative Method)

After your Corporate Administrator provides Box access, you will receive an email from noreply@box.com. Click the “Go

to Folder” link in this email to access Box.

box

Sarha wants to work with you on Fannie Mae folder1

as | Fannie Mae folder

Go to Folder

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

Signing into Box Using Single Sign-on (Preferred Method)

1. Click here to open application.
2. Select “Continue”.

Fannie Mae' © English (US) « ‘ Sionn ‘

Part of Fannie Mae?

Fannie Mae uses your network credentials to login If you are not a part of Fannie Mae, continue to log
to Box. Continue to login to Box through your in with your Box.com account.
network.

Box for Fannie Mae

Please "Continue" only if your email address is @fanniemae.com
Otherwise, click on "Not a part of Fannie Mae" to login into Box

Support: boxadmin@fanniemae.com

© 2025 Fannie Mae

Dec 2025 Page 4 of 16


https://fanniemae.box.com/
https://fanniemae.box.com/
https://fanniemae.box.com/

3. Login using your Fannie Mae ID and password.

Sign On

4. For assistance with Fannie Mae login issues, please visit the Technology Support Center.

Signing into Box with an existing Box.com account (Alternative Method)

1. Click here to access application.
2. Click “Not Part of Fannie Mae?”
/\ Please note: This login option will be discontinued starting February 2026.

@ Box| Login x  +
< C {} @ fanniemaeaccountbox.com/login Q «# W= o 2 » O

@) Fannie Mae ® English (US) v | 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?

3. Enter: Email Address used to login to Fannie Mae applications.
4. Click Next.
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Sign In to Your Account

Email Agaress

I NameEoompany 1 .com I

5. Enter Password.
6. Click Log In.

- o x
B Box|Login x  +
&« @ {Y @ accountbox.com/login?redirect url=%2F e~ @ v+ M= 0B Q8 6O

@ English (US) Box Blog Sign Up ‘

Sign In to Your Account

ompany1.com. Not you?

Reset Password

Setting up Multifactor Authentication (MFA)

1) Click the Set up button for the SMP Easy Transfer/folder.

Tt Concir. (@) Comter 8500y @) Opeaiom o b € Pox-OWP ) Fraonctfixgrovp. €9 Wi -lociGon 1 ook - At @ @ oasonc g 00 5ros U 02+ Aept (5] D0 Tt Ovom - 3K B A0 mahwerat_ () Propes| Onie ) My Coen-6x @ S - RLC €8 Troweneer £ Coge[Sohrk @ Gopars T8

e 9+
Q  Search Files and Folders =- e & ©H ‘. e

B Al Files All Files - Newealr

Recents
° ACTION REQUIRED
@ Synced Please complete the following actions to access the folders and files that have been shared with you.
T/ Notes

-— ! :
B 5P Evsy Tanster folder Two-Factor Authentication Required “ 1
Relay _&
H NAME UPDATED 4 siZE n a
My personal Box folder Today by External David 1 File selgers '"”‘°" ""“"” 0
view details.
My Collections
Bl Favorites
.1l Admin Console
</> Dev Console
2) Select Email as the 2-step verification sign in option and click Next.
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NOTE: Authentication app and SMS text message sign-in options are also available; however, email is )
recommended for the best user experience. The email used to log into Box will receive the confirmation code for sign in.

e E O E
3 @ 0 & appboxem - R N

Set Up 2-Step Verification

Select a sign in option:

Authenticator App RECOMMENDED
a from an authenticator app to sign
apps

@ Email

You will ve an email with a

3) Click Continue.

s ¢ T E
t308 s o 3 a o nD@ i

Set Up 2-Step Verification

A code will be sent to your default email address to confirm

Sl |

your identity.

4) Anemail with a confirmation code will be sent to the email address used at login. Use this confirmation code to confirm your
MFA.
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L B
o H
aur b sppos
rites [EXTERNAL] 2FA authentication code %
15
@

o [ box

Box 2-Step Verilication Code

5) Enter the confirmation code sent to the email address and click Submit.

L] FR—— » = = B
«+00 +n »0@1

Set Up 2-5tep Verification

A code will be sent to your default email address to confirm

your identity,
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6) MFAis now set up. Refresh your browser to be redirected to the Easy Transfer folder.
| NOTE: MFA is active for 8 hours. After this period, you will need to re-authenticate to access Easy Transfer.

box R o ¢ u °¢Q

Al Files All Files - Pl
Recents
NAME UPDATED J SIZE -I.I n

Synced

: F5) SMP Easy Transfe folder Today by FNMA Box Sandbox Admin 01 === [%] O

=/ Notes 3

Relay My personal Box folder Today by External David 1 File g

= Apps b
Trash Select a file or folder to

view details.

My Collections

B Favorites

.1l Admin Console

</» DevConsole
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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: /fyou use Box for other purposes, you may see additional folders.

mx Q  Sear o (2] & 7| A @ Fannie Mae 0
All Files SMP Easy Transfer > SMP Easy Transfer Demo 3@ New +
Recents

Size v H Sharing Detail
" Notes
ABC Sell
? o e.r i Today by FNMA Box Admir 1F Q FNMA Box Admin
Sign & Fannie Mae Easy Transfe
Relay 9 SG-FWG-PROD-BOX-S...
: Apps e Easy Transfer Captiva
Trash )
(") Shared Link
N Create Link
(7~ File Request P
\ZZ/ Create Link oy

Favorites

Alist of servicer folders is viewable within your seller folder.
NOTE: Do not begin using Easy Transfer to send loan documents until notified by your servicing buyer.

mx Q  Search Files and Folde e (7] fi/ [~ A @ Fannie Mae O
All Files All Files > SMP Easy Transfer > SMP Easy Transfer Demo ® 2 New +
Recents

Na Updatec Size v EHI S Sharing D
=/ Notes —_—
s DEF Servicer . . ) ) .
Ty ) Today by FNMA Box Admi I e FNMA Box Admin
Sign s Lfetiebes Dw
Relay M NOP Servicer ooy by FNMIA Box Admi e SGI-F.W‘G‘-‘PROD-BOX-S.‘.
Apps Easy Transfer Captiva
Trash i )fu Ser\n:“er : Today by FNMA Box Admi o
) Shared Link
Create Link

My Collections

>\ File Request o]

12/ Create Link &

B Favorites

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.
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| NOTE: Upload only PDF files. Any other file format will not be processed. If a file is larger than 500MB, it must be split into at
least 2 files of at least 20MB. See the naming convention section for more information.

2. Dragand drop loan document to the white space.

Q 7] & | A &%) Fannie Mae 9
nsfer Demo > ABC Seller > XYZ Servicer e BB New +
Size v HJ Sharing
e Processed ; o R
as i ¥ * FMMA Bex Admin

@ 5G-FWG-PROD-BOX-S.

e Easy Transfer Captiva

Shared Link

1
o]

Nracs srnd Nr — ~
Drag and Drop Files H

File Request

NOTE: /neach 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.

&
9
41
»

a “412345678%_123450001.pdf™ was uploaded f )| T T i
Q = r =%) Fannie Mag
mx @ successfully. L) 53 - £ e e

& AllFiles : » SMP Easy Transfer Demo > ABC Seller » XYZ Servicer e @@ New +
O r
i Size ~ - I Sharing

h 4123456789_123450001.pdf y by FNMA Box e FNMA Box Admin
Tyl Processed y IMA Box A e $G-FWG-PROD-BOX'S.
@ Easy Transfer Captiva

File Request

| NOTE: Sellers can only move, not delete, files once uploaded to Box. To delete files, contact SMP Support.

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”.
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<)

Q = 2] ) A %) Fannie Mag Q
st r De » XYZ Servicer & @ Hew+
Size I Sharing
= A e FNMA Box Admin
@ SG-FWG-PROD-BOX-S,
@ Easy Transfer Captiva
Trash
Shared Link
lections
File Request
Faverites Create Link
mx Q  Search Files an F— f‘ E A G\) Fannie Mae o
B AllFiles er XYZ Servicer & @ New +

My Collections

B Favorites

@ Climate Team

Size v +  File Upload

+  Folder Upload

e Processed ’
13 dmin
Folder
JD-BOX-S...
# Box Note
Captiva

%  Box Note From Template
Bookmark

a Word Document

B PowerPoint Presentation

B Excel Spreadsheet

3. Choose Document(s) and Click “Open”.

NOTE: See last page of this document for guidance on naming convention.
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XYZ Servicer
Size v
L+
@ Processed
S =Ev B [ SMP Easy Transfer Demo ) Q
h Box
@ Recents Name Date Modified z Kin
A Applicati... 4123456789_123450001 Today at 4:43 PM 50 KB PDF Docum:
=] Desktop
[ Documents
e @® Downloads
@ OneDrive...
“ Box
J1 Music
(@) Photos
El Movies
concel | QEEIED
Upload completes and file appears in XYZ Servicer folder.
. . 4123456789 _123450001 pdi” was uploaded = ) Ty
Q / @ successtully, Share | X 9 & E A %) Fannie Mae l.
5 SMP Easy Transfer Dema » ABC Seller > XYZ Servicer v @@ New +
/ Size « "> Sharing
h 4123456789 _123450001,pdf y by FMMA Boo A8.9 o FNMA Box Admin
B Processed ’ RMA Box A I @ 5G-FWG-PROD-BOX-S.
@ Easy Transter Captiva
Shared Link
Filie Request W
Create Link -y

NOTE: /neach 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.

Confirming Processing of Loan Files

Files uploaded to the “ABC 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:
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1. Checkthe “Processed” Folder the next business day.

box

All Files
Recents

" Notes

A Sign

Relay
25 Apps

Trash

My Collections

.;I Favorites

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

> SMP Easy Transfer Demo > ABC Seller

Nar

XYZ Servicer

Size -~

®

@ Processed

L @) Fannie Mae e

Sharing Details

Q FNMA Box Admin
Owner

e SG-FWG-PROD-BOX-S...
Co-owner

@ Easy Transfer Captiva
Edito

() Shared Link
\Z/ Create Link

."g\\-‘ File Request 1/,\
\__/ Create Link Q j

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

Easy Transfer File Naming Convention

Proceued

[u
.

000

All files uploaded to Easy Transfer must conform with the following naming convention:

. 10-digit Fannie Mae loan number assigned upon Fannie Mae delivery (e.g.
4123456789)

. Underscore (_)

. 9-digit Fannie Mae Seller Number used to commit and deliver (e.g. 123450001)
. Format: 4123456789_123450001.pdf

When sending post-closing documents, use: 4123456789_123450001_trailing.pdf

When sending documents omitted from the original loan file submission, use: 4123456789_123450001_missing.pdf

Users may include their own extension to the file name using an underscore. It must be a single word, with no spaces or special characters.

For example, 4123456789_123450001_<Text>.pdf

Please consult with your servicer partner as to whether they will allow the use of custom file name extensions.

© 2025 Fannie Mae
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When sending a document that has been split to reduce the file size, use 4123456789_123450001_1, 4123456789_123450001_2

When sending a RON Video, use 4123456789_123450001_RON.

Please consult with your servicer partner before using Easy Transfer for RON videos. Easy Transfer will support most commonly used
video file formats.

Loan File Errors

Starting on March 25, 2025, Easy Transfer will perform several validations on uploaded files, including

+  The correct file naming convention is used
« Filesarein .pdf format
+  Filesizeis less than 500MB

Uploaded files are processed by Easy Transfer four times per day, at 11am, 3pm, 6pm, and 10pm Eastern (times subject to change)
Monday through Friday. If a file fails a validation, the user who performed the upload will receive an email from noreply@box.com at the

next interval at which files are scanned throughout the day. An email referencing the name of the file will be received for each validation
error.

Files that fail the naming, format, or size validations will be automatically deleted from Box and will require a re-upload with
the correct naming, format, or size.

Here is a sample of the email that will be received for any loan file errors:
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Easy Transfer Captiva commented on
1123456789 _123450023.pdf

"Location: Sample Servicer

The file uploaded does not conform to the prescribed naming convention.
Please rename the file. The user guide may be found here:

https:/ /singlefamily.fanniemae.com/media/32991/display”

Do not reply to this email. If you have gquestions, please contact
SMP Support@fanniemae.com.

... view and collaborate on this on mobile by getting our app

Reply to Easy Transfer Captiva
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