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’]_) Fannie Mae Invoicing is a web-based Fannie Mae portal that provides servicers with a consolidated view of
. loan-level invoices and bills and the ability to resolve claims, add/retrieve documentation, and interact
Introduction with Fannie Mae. The Servicer tasks functionality provides a common platform for interacting with
servicers for all types of communications related to a loan.

Key Fannie Mae Invoicing Terms:

Term Definition
Giving money, property or other material goods to another party in exchange for
Loan future repayment of the principal amount along with interest or other finance
charges. (Standard Fannie Mae term).
Invoice A consolidation of all billing activities for a specific servicer ID.

A claim of a specific nature. May reflect an aggregation of subordinate claims,

Bill Type known as bill line items.
Bill Line Item Granular breakdown of claims where composite billing detail is reflected.
Servicer Task ?eTrjiscIZ;Actlwty requested by Fannie Mae, seeking for an action to be taken by

Currently, Fannie Mae Invoicing supports 20 distinct bill types described below:

Bill Type Description

571 Disbursement collection relates to items paid in error or the overpayment of

71 Refl ; ingi i
571 Refunds expense reimbursement, resulting in refunds due back to Fannie Mae.

Recoverable expenses that should have been collected from the borrower during the

Advances payoff, or all expenses paid out to servicers for repurchases.

Fannie Mae issues compensatory fee invoices to servicers if the servicer fails to
Comp Fees . . . L

complete a foreclosure action within the applicable state timelines.
Comp Fees Fannie Mae may assess a compensatory fee if a servicer must rescind a foreclosure
Rescission sale due to the servicer’s failure to adhere to Fannie Mae guidelines.
Deed-In-Lieu Servicers are required to collect a cash contribution from the borrower as part of
(DILS) the terms of the DIL approval.
FHA Servicer billings associated with curtailments to the claim payments made by the

government entity.

When a property suffers a loss due to damage, the Hazard Recovery vendors will
gather documentation from prior servicers to support their insurable loss claim and
file a hazard insurance claims in an attempt to recover any losses and remit to
Fannie Mae. The vendors will continue to follow up the status of the claim to ensure
fair and timely decision and settlement has been reached by the hazard insurance
Hazard Insurance | carrier. The Hazard Recovery? vendors will pursue all settled hazard insurance loss
proceeds from the hazard insurance carriers and servicers to manage the final
recovery efforts until all proceeds have been received and remitted to Fannie Mae.
The Hazard Recovery team within Fannie Mae work to identify, manage and
reconcile the hazard insurance proceeds, in addition to the ongoing recovery effort
to recuperate aged outstanding hazard proceeds.

Home.ovx./ner Billings facilitating the collection of payments for Homeowner Association
Association deficiencies paid at REO Closin

(HOA) P &

Indems Indemnification billings related to REO properties and servicing issues.

Lender Recourse | Contractual agreement by servicer to reimburse Fannie Mae for loss amount.

Servicers billing associated to MI Termination valuation request submitted via SMDU.
Valuation cost shall be remitted via CRS using remittance code 360. Please submit payment
within 30 days from the date of publishing the bill.

MI Termination
Recovery
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1)

Introduction

(continued...)
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Bill Type

Description

Modifications
(Mods)

Funds Fannie Mae previously paid to servicers when a modification is not
completed.

Notice of Defects
(NODs)

Notice of Defects (NODs) pertaining to Real Estate Owned properties and servicing
related issues.

Pool Mortgage
Insurance (Ml)

Billings associated with MI Curtailments or Denials. The Curtailment Bill includes
expenses curtailed from the Ml due to Servicer Errors or Unfiled Expenses. Denial Bills
include Billings for MI Claim Denials and incorrect Cancellations.

Primary
Mortgage
Insurance (Ml)

Billings associated with M| Curtailments or Denials. The Curtailment Bill includes
expenses curtailed from the MI due to Servicer Errors or Unfiled Expenses and Denial
Bills include Billings for MI Claim Denials and incorrect Cancellations.

REOGrams

A fee for servicers’ failure to properly report the datagram within 24 hours of the sale
date or executed DIL.

Tax

Billings facilitating the collection of payments for Property Tax deficiencies paid at
REO Closing.

Third Party Sales

Funds owed by servicer due to shortage remitted to Fannie Mae as a result of the

(TPS) property liquidating as a TPS Sale.

Veterans Affairs Servicer billings associated with curtailments to the claim payments made by the
(VA) government entity.

USDA Servicer billings associated with curtailments to the claim payments made by the

government entity.
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1.1 Servicer

The following workflow diagram displays the different Task statuses.

Task
Workflow
Diagram
PublishedTask
Task is submitted for servicer Servicer is actively working
il tion. Servi . on the task. Fannie M.
T can view the task, add > Can 2dd additonal comments ]
documents and comments
Fannie Mae user created the Servicer completed action on the Servicer not agreed to the
task and saved task and agreed with Fannie Fannie Mae request and
Mae request. Fannie Mae to completed Response =
perform follow up action.
Closed Task

Fannie Mae considers either Fannie Mae accepted the

the task is invalid based on servicer response and closed

servicer response or the task

otherwise

*

1.2 Task
Statuses The following table explains the task statuses as it moves through its life cycle.

Who Who Can

Task Status Initiates? Take What Does it Means?
Action?

Draft Fannie Mae | Fannie Mae | When atask is created it defaults to draft.

Servicer Action | Fannie Mae | Servicer Fannie Mae user selects this action when the task is

Requested ready to be published to the servicer.

Servicer Action | Servicer Servicer Servicer selects this action when the task has been

in Progress initiated or has agreed to take a task.

Rebut Servicer Fannie Mae | Servicer selects this action when the servicer
disagrees to take an action or has a question /
concern about a task.

Servicer Servicer Fannie Mae | Servicer selects this action when the servicer has

Response completed taking an action as requested by

Complete Fannie Mae.

Resolved Fannie Mae | Fannie Mae | Fannie Mae user selects this action when the
servicer validated the action and is satisfied with the
action taken by the servicer.

Cancel Fannie Mae | Fannie Mae | Fannie Mae user canceled the action.

© 2020 Fannie Mae Fannie Mae Confidential and Proprietary
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1.3 The relationship of loans, invoices, servicer tasks, bill types and line items is shown below:
Relationship

Diagram s "
Fannie Mae ..
m Servicer Tasks Bills Invoices Loans

Bill Type:

TPS N
Invoice:
Servicer 1D 123
Bill Type:

Primary MI

Loan:
Bill Line ltem 1: 1234567890

il F Y

Bill Type: o Invoice:
Advances 7| servicer ID 321

Bill Line Item 1: Servicer Task 1
Advances Loan 123456789
Bill Line Item 2:
Advances Servicer Task 2

Loan 123456789

© 2020 Fannie Mae Fannie Mae Confidential and Proprietary 9.1.2020 Page5 of 22



2) To obtain access to Fannie Mae Invoicing, submit a request for the follow the procedures from Fannie Mae
. . Technology Manager for Administrators Job Aids:

Apphcatlon https://singlefamily.fanniemae.com/media/22596/display.

Access

Also refer to the following Technology Manager for Administrators Job Aids on the Fannie Mae Invoicing
page: www.fanniemae.com/singlefamily/fannie-mae-invoicing.

e Set Up an Available Application (Specific for FNM Invoicing).

e Granta User Access to an Application (Specific for FNM Invoicing).

NOTE(s): When following the Grant a User Access to an Application (Specific for FNM Invoicing)
Job Aid:

e Remember that the “CSRS_Partner_User_Default” role is mandatory for all users to have in
their profile.

e The “CSRS_Vendor_User” role is NOT for servicers. It is only for vendors.
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3) Enter https://fanniemae-singlefamily.force.com/ in your Internet browser.

Log g ing Note: ALAUNCHAPP button is available on the Fannie Mae Invoicing page as of
In and September 25, 2017.

Out

To log into the system, follow the steps below:

3.1 Log In

1. Enter “User Name”, provided by Fannie Mae (or your SRDBS User Name).
2. Enter “Password”, initially provided by Fannie Mae (or your SRDBS Password).

Important: All users of the Servicer REAM Deficiency Billing System (SRDBS) were automatically
granted access to Fannie Mae Invoicing as of September 25,2017, based on those same
credentials. If you are a new user, contact your Technology Manager Administrator to have them
register you as a Fannie Mae Invoicing user. Fannie Mae Invoicing will be listed in Technology
Manager as of Sept. 25,2017, for administrators to assign access to staff as needed. Once
registered, users can set up their passwords and update personal profiles via Technology

Manager.
3. Click “Login”.

LOG IN

User Name:

Password

=

Need Help With Your User ID or Password?
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3.2 Log To log out of the system follow the steps below:

Out
1. Click blue box in upper-right of screen.

Search

My Settings

Logout

2. Click “Logout”.

Result:

You have logged out from the application

‘You are logged out of the application, which is hosted by an external site. However, your
"Fannie Mae Single Sign On" session is still active. If you wish to completely log out of your "Fannie Mae
Single Sign On" session, close your browser.

END FANNIE MAE SESSION || CONTINUE FANNIE MAE SESSION

3. Click “End Fannie Mae Session”.

Result:

FANNIE MAE LOGOUT CONFIRMATION CONSENT

You will be completely signed off your "Fannie Mae Single Sign On" if you click the "Confirm" button. Please

click "Cancel” to go back
CONFIRM; Cancel

4. Click “Confirm”.

© 2020 Fannie Mae Fannie Mae Confidential and Proprietary
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4) After logging into Fannie Mae Invoicing, the Home page will appear.

Navigation

CSRS Online Servicer Portal

m Servicer Tasks Billzs  Involces Loans Reports  Dashboards Accoums Contacts  Bulk Loads 2

=TT Osshooard /| setesn

Welcome to Fannie Mae s of 1171852019 11 5wl Displaying dala as Servicer Damo
Involcing !

4.1 Fannie
Mae
Invoicing
Home Page

All Bllls by Status Outstanding Bills by Menth All Bllls by Bill Type

T
8e
CTITR 3 1.

2

Rcard Count Dase Publisnad Recard Count

[(essce mencis S QR |

Servicing Guide
Technical Suppert

Training Material

Training Material

Legend

1. | Search
Navigation Tabs
Recent Items
Dashboard
Reference Materials

Will locate items within all tabs.

Allow for quick navigation to topics of interest.
Displays the 10 most recent items viewed.
Displays various status dashboards.

Section to view reference documentation.

G WS

4.2
Navigation
Tabs

W Servicer Tasks  Bills Invoices Loans Reports Dashboards Accounts Contacts Bulk Loads

Legend

Home Displays the Fannie Mae Invoicing Home Page.

Servicer Displays Tasks with detail information and the ability to agree to complete the task or
Tasks rebut.

Bills Displays bills with detail information and the ability to accept or rebut payment amount.

Invoices Displays invoices with the ability to view bills within each invoice.

Loans Provides detailed loan level information.

Reports Allows for viewing of canned reports.

Dashboards | Displays various status dashboards.

Accounts Provides access to servicer Fannie Mae account information.

© 2020 Fannie Mae Fannie Mae Confidential and Proprietary

Contacts

Provides access to users/ contacts associated with the servicer account.

Bulk Load

Allows uploading of multiple documents and response to multiple bills.
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5) Tasks Servicer Tasks are viewable from the “Servicer Tasks” or “Reports” tabs. Please refer to the “Reports” tab

51 Vi section of this guide for information on the viewable Servicer Tasks within Reports tab. Follow the steps
Sl 1ew below to view tasks:
Servicer

Tasks 1. Click “Servicer Tasks” tab.

Home| Bills Invoices Loans Repors Dashboards Accoumts Contacts Bulk Loads
Mossages and Alerts Servicer Tasks

Wielcome to Fannie Mae Home

Invoicing |

view: | A1l ¥ | [ Gal

Recent Servicer Tasks

Task00000

Razariny et v

Reference Malsrials

Senicing Gaide
 Sugpont

Tining Material

Tramng bistersi

2. Click “Go”.

Messages and Alorts

Welcome to Fannie Mao
ing 1

Invoicing

E

ns Reports Dashboards Accounts Contacts BulkLoads

v [ 41 .

Recent Servicer Tasks Ascently Viewsd *
3. Click desired task to view details.
m Bils iwoices Leans FReports Daskboards  Accounts Contacts  BulkLsads
Welcoma t3 Fannla Hoa Horme
e e
Recent Servicer Tasks Mecersy Viewed

WD ot ks dctente PP — — — .

Advencen  Fabut Expaets Fisisbasrusemars Satus [571) NG 1214 AN

5
<

TiMOUOL?  Advesces  Fabut Exporsa Fisimburssmant Stahe (571) TG 12 AN

3
“

Tak000070  Advasces  Fbut Exporss Fismburssment Status (571) KABENNG 1247 AM L]

-
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5.2 Servicer  Servicer Task Detail Screen.

Task Detail

Home Bills  Invoices

Loans Reports Dashboards Accounts Contacts  Bulk Loads

e ) s

Welcome to Fannie Mae Ta
Invoicing * Backto

00000 1

Rarvicer Task Detail

A Loan 2

Task 10
Bl Type

1 330000

Expense Rembursement Status (571

Tagk Status ) Servcer ACtion Requested
Status Date . 12472018.4:50 M

e 1222019757 PM

ed 1242018
12192010

Senicing Guide

v Update Status
Tachnical Support

Action Status

v Servicer Information

Training Material

Training Materal 5

s sderfw

[mpp—
6 Property Aclens ity

Praperty Address Stste
Properiy Addreas Postal Code.

v System Information

7

Pt

sor  Sarvicer Dema
e 12112019 1020 P

Ea

Files

B oo depter

Upload Files

p——

o records to dsplay

New Camment

Legend

1

Task ID

The system will automatically assign a Task ID number to each task.

2

Hover Over Links

Provides user the ability to view items within various sections without
the need to scroll down the page. Hover over links shown will be
specific to each individual task.

3 | Task Detail Provides a summary of task for which action is requested for.

4 | Update Status Type of action performed on task.

5 | Servicer Information | Servicer responsible for taking an action on the task.

6 | Loan Information Loan property information.

7 | System Information | Includesinformation about the user who created the task, and the user
who first viewed the task, warning message etc.

8 | Files Contains any files uploaded.

9 | Comments Includes any comments made on the task (either through new

comment or from action reason).

© 2020 Fannie Mae Fannie Mae Confidential and Proprietary
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5.2 Servicer

Task Detalil
(continued...)

© 2020 Fannie Mae Fannie Mae Confidential and Proprietary

Legend: Servicer Task Detail Screen: Section 3 Field Detail Definitions.

Action Type

Category of the servicer task being created i.e. Servicer File Supplemental Claim,
Servicer File Initial Claim, Funds Research, Expense Reimbursement Status (571),
And Document Requested.

Funds Research

Indicates the dollar amount that require research.

Action Instructions

Fannie Mae user provides additional information on the task.

Task Status

Indicates the current status of the Task. Read only field and default value is ‘Draft’
when task is created.

Task Status Date

Read only field, Indicates the Date on which the status of the task was updated.

First Published
Date

The date when the servicer action is requested for the first time. By default, it is
null and won’t change once populated.

Date Published

Latest date when the servicer action was requested (when the task republished).

Servicer Action
Expected by Date

Date the servicer is expected to respond to the request.

Servicer Timeframe
Exceeded Flag

Flag indicates the servicer has not taken an action on the task and the current
date exceeds expected by date.

FNMA Action
Expected by Date

Date Fannie Mae is expected to respond to the task.

FNMA Timeframe
Exceeded Flag

Flag indicates Fannie Mae has not taken an action on the task and the current
date exceeds expected by date.

Action Status

The action being taken by user on the task.

Servicer Action requested - Indicates Fannie Mae is requesting the servicer

to complete the action.

Resolved - Action taken by the servicer is complete and no further action is needed.
Cancelled - Servicer no longer needs to fulfill the requested action on this task.

Action Reason

The Reason provided for the action being taken. Mandatory to provide a reason for
Rebutting / Cancelling the task. Text in this field will automatically move to the
comment section of the task page and the text will be cleared when

when the save button is clicked on.

Servicer Loan
Number

Loan number unique to the servicer.

Created By

Name of the user who created the task.

Last Modified By

Name of the user who last updated the task.

First Viewed User

Name of the servicer who first viewed the task.

First Viewed Date

Date the servicer first viewed the task.

9.1.2020 Page 12 of 22




6) Files Documents related to the task can be uploaded from this section using ‘Upload Files’ button. Functionality
is similar to that of Bills. Instructions are located in the Fannie Mae Invoicing Servicer User Guide and can
be accessed through the following link and actions:
https://singlefamily.fanniemae.com/media/6761/display > Table of Contents>Bills Tab>Files.

¥ Loan Information
Property Street Address Property Address State
Praperty Address City Property Address Postal Code

¥ System Information
First Viewed User  Servicer Demo 8
First Viewed Date  12/1/2019 10:20 PM

Edit

Files | Upload Files |

No records to display

Note: The documents can be of any format with a maximum size of 2GB per file.

7) Users can add comments. Instructions are located in the Fannie Mae Invoicing Servicer User Guide and can
be accessed through the following link and actions:

Comments https://singlefamily.fanniemae.com/media/6761/display > Table of Contents>Bills Tab>Comments.
Comments | New Comment |
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8) Add Add an Action Reason while updating Action Status. Follow the steps below to add an Action Reason:

Action 1. Type actionreason in “Action Reason” field.

CIms s T
‘Welcome to Fannie Mae Task000000
Invoicing !
servicer Tosk Eait = =
Information * Requred Informalon
o Lom [guncEzTERz a Tk it Sovcer Acon Roauelo
eskin Task00000 ek St O 1438 0
E——— et e 11222075757 P
IS Action Ty Expense Reir s 1t Stabus (571 Date Publish 1242019
Toskvetne conTrm  Expana Asnbursemnt s 571 i Pubished e’
e Fumas Resaren  S300.00

BubLoad - 0000013228 [t p——

Undate Siatus.

?E

o e v Acth Test Rebut
e o

Training Matesial Servicer Hame
Servicar Loan Numer

System Information

Fiust Viewed User  Servicer Demo
First Viewsd Date  12/1/2018 10:20 P

H (13 ”
2. Click “Save”.
n_m Bils kwoices  Loans Reports Dashboords  Accounts Contects  BubkLoads
I
‘Welcome to Fannie Mae Task000000
o ==

Information

~ R i
s Lomne [piEz78a %

Task Status . Sarvicer Acton Requsstso
Recentliems Taski0 TaskO0000

S Action Tywe  Expense Reimbues sment Slatus (571) Daie Publivind 12042019

Senicing Guide Action Seus U | Rebut v Action Reason | Test Rebul

Training Matesial Servicer Information

Training Matesial Seraeer Name

Servicer Loan Rumber

System Information

First Viewsd Uses Servicer Demo
First Viewsd Dsl  12/1/2019 1020 M

© 2020 Fannie Mae Fannie Mae Confidential and Proprietary 9.1.2020 Page 14 of 22



8) Add
Action

Reason
(continued...)

Result: Reason is saved as a comment.

Servicer Task Detail £t
FNMA Loan & Task Status | Rebut
Taki TakOR0 Task Saaus Date ) 12102019 1214 AM
Bl Type  Advances First Published Date 11220018 757 PM
Action Type  Expante Rembursement Status (ST1) Date Publshed 1242019
Funds Research 5300 00 Servicer Acton Expected Dy Date
Action Instructiom Servicer Timeframe Exceeded Flag
MM Action Expected Oy Date 13172010
FMM Timeframe Excesded Flag
w Update Status
Action Status Artion Reason
* Servicer Information
Servicer i
Servicer Name
Servicer Laan Rumbes
w Loan Information
FProperty Street Address Property Address State
Property Address City Preperty Address Pastal Code
* System Information
First Viewsd User  Sanacer Domo
FirstViewed Dste 12112019 1020 PM
fuin
Files Uplaad Faes
e reconds ta Sspiny
Comments Mew Comment
Action Comment ID ‘Comment Descripgon Created Oy Last Modified By

Fdr  CMNTOOMO0000
B0t CMNTOON00]

lest comment sdded by servicer

Test Rabut

Servicer Dema. 121102019 1205 AM
Sarvicer Deme 12102019 1314 AM

Servicer Demo. 127102019 1200 AM
Sarvicer Deme. 12103019 12-14 AM
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9) Reports Userswill be able to see the data in the form of canned reports. The report is generated when the user ran

Tab the report and the information reflects the data at the time the report was run. The report can be exported
into Excel or .csv format for further analysis. Follow the steps below to view and export reports:

9.1 What's 1. Click “Reports” tab.
been added Home  ServicorTasks  Bills  Involcos Im|m| Dashboards  Accounts  Contacts  Bulk Loads

Reports & Dashboards

Foiders All Foiders
yana e Rezenty Vewed v [Ty -
AnlFoisers
Euk Response Tempiates Ao | e B | rehdar L
Dusnisard S
i Serecer Dashcoards
Sareioer Papirts

Saracar Bapss . Tatk

2. Click “Servicer Reports - Tasks” folder.
3. Click the desired “Report Name”.

Home  Servicer Tasks  Bills  Invoices  Loans QUL

Dushboards  Accounts  Contects  Bulk Losds

Reports & Dashboards

Folders Servicer Repons - Tasks

Action Wama 1

2 Falder
[ Services Tasks . AN Tasks Sunvicer Foeports - Tasks
[ Services Tasks - Closad Tasks Sanvicer Fegorts - Tasks

I Sarvices Tasks . Qutstanding Tasks Sandcar Reports - Tasks

Report Name Report Function

Servicer Tasks - All tasks List of all tasks created till date.

Servicer Tasks - Closed tasks List of all tasks which are Resolved or Cancelled.
Servicer Tasks - Outstanding Tasks List of all tasks which are not Resolved or Cancelled.
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9.1 What's 4. Click “Export Details” button.

Home  Servicer Taske  Dills  Imvoices  Loans Deshboards  Accounts  Contacts  Dulk Loads
been added
] # Servicer Tasks - All Tasks
(continued...)

Report Options:
Flun Report|Hide Details || Printable view

Fétered By:
Task Status not saualfo Drafl

SemicerTawc  BNTRE Tk AmonTye ENMALGan  Servicer!D  Servicer Name Fat Pubianes  Dme. Tawk siatus Date Action Days

Taak 10 Suana. 4 Daee Pubsnen atmitons  Oumemy  Owe Fing Dare Fag

TeskI00000 Advances Rebul  Expanss Remburssment Sistus NRIGNSTET  12H20E 12102019 1214 - o r RETLEC
571) P AN

Crand Totals (1 record)

5. Select appropriate format from “Export File Format” dropdown.

Home  Servicer Tasks  Bills  Invoices Loans m Dashboards  Accounts Contects  Bulk Loads

€ Servicer Tasks - All Tasks

Export Report * Rrqured Informateon

Fapent File Encoding | 150.8855-1 (General US & Western European. ISO-LATIN-1) *

Export File Format | | Excel Format xis v

Comma Delimited cov

Excel Format s Spory) | o

6. Click “Export” button.

Home Servicer Tasks Bills  Invoices Loans m Dashboards  Accounts  Comtacts  Bulk Loads

& Servicer Tasks - All Tasks

* Anguired Information.

Export Report

Expont File Encodie) | 150-8885-1 (General US & Westem Eurapean, ISO-LATIN-1)

Expon File Format I Comma Delimited c3v

7. Savethefile to desired location.
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9.2 Servicer Theresponse for multiple servicer tasks can be submitted through bulk upload functionality. The first step in
Task — Bulk theprocessis to generate and save the file. Follow the steps below:

Response

File Save 1. Click “Reports” tab.

2. Click “Bulk Response Templates - Tasks” folder.
3. Click “Servicer Tasks - Update Task” report.

Home Servicer Tasks  Bills Invoices Loans UESUEW Dashboards Accounts Contacts Bulk Loads

Reports & Dashboards

Folders Bulk Response Templates - Tasks
Find a folder
FEpoits and dashboais Allems v ANTypes -
All Folders
Acti Name + z Folder Created B
Buik Respanse Templates o 2 ° feaedty
& - Servicer Tasks - Update Task Bulk Response Templates - Tasks User, Deployment

Dashboard Reports

_il Senvicer Dashboards
Servicer Reports

£ Servicer Repons - Tasks

4. Export&save thereporttoa.csvfile

Home Servicer Tasks  Bills  Invoices  Laans Dashboards  Accounts  Confacts  Bulk Loads

€ Servicer Tasks - Update Task

Report Generation Status: - Complets

Aapan Opsens:
o e |

Fimared Dy;
Task 5E81Us eguls Servicer Action Requested, Servicer AChan in Progress

Sevvicar Task: Bl Type Tk Statun Action Type Funca FRMALoan 8 Sevvicer 1D Sevvicar Name Firsd Published  Diste Task Salus  Acton bsbuctions Reon Achon  Seivice Tk 1D
Tk D Rescorch  Losmilh Date Peblished  Dale Status  Remson
TaskDO0OE)  Agvances Servces hcten n eagrens cumest Baguaat ] VRS TET 124019 12902019 - - Teaht0203

7] AM

5. Enter appropriate mandatory information in the “Action Status” and “Action Reason” fields.

' ma.'lr:pe Task $tatus ‘ au-orw: Funds :csum =-1w-.:.1:r|.oar o Serv:orl') Son.'-:t:l\iame F.':lPublllsm:dDr.c Date n._.nll-sl-cns Task St:us Date Aq.:nl'\l‘.n:cn:ns 7
1 |Task0OOGES vances Servicer Action in frogress  Document Requested a 1733456789 123456783 Servicer Dema I35 10:27 10/21/2019 10237 11/21/2019 10037 Rebutted Rebut
Informational Table
User Action Status From Action Status To Comments
External Servicer Action Requested Servicer Action in Progress Action Status (Mandatory)
External Servicer Action Requested Servicer Response Complete Action Status (Mandatory)
External Servicer Response Progress Servicer Response Complete Action Status (Mandatory)
. . Action Status (Mandatory) &
External Servicer Action Requested Rebut . ( y)
Action Reason (Mandatory)
. . Action Status (Mandatory) &
External Servicer Action Progress Rebut . ( Y)
Action Reason (Mandatory)

Note: Any updates made in other fields will be ignored while processing.

6. Save as “.csv file”.
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9.3 Servicer
Task — Bulk

Upload

The next step in the Bulk Load process is to upload the file saved in 9.2 Servicer Task - Bulk Response File

Save. Follow the steps below to complete this task:

1. Click “Bulk Loads” tab and click “Create New Bulk Load” button.

Home Servicer Tasks Bills Invoices Loans Reports Dashboards Accounts Contacts |iFIRIEENEY

Messages and Alerls

Bulk Loads
Welcome to Fannie Mae Home
Invoicing !
View: | All v |[Get

Creste New Bulk Load

Record Type Status

Recent Bulk Loads

Processing® Record 1D Creatcd By

Created Date

Recent ltems.

Recently Viewed ¥

Last Modificd Date

2. Select “Servicer Task Response” record type from “Record Type of new record” dropdown.
3. Click “Continue”.

Homa  Servicer Tasks  Dills  Inwoices  Loans  Repoms  Dashboards  Accounts  Contacis m

Welcome to Fannie Mae
Invoicing |

Mew Dulk Load

Select Bulk Load Record Type

Solact a record type for the now bulk load

Select Bulk Load Record Type

Foecond Type of new record | | Sacvicar Task Response ¥

e

Avsilable Bulk Load Record Types

o Type Name Dencription

B4 Response Tras 15 usad 10 uodate te Stats of b
Document Upload

Survicer Task Response

‘Tris: recoed £yDe wil b4 usad for upinading T5p fles. And uplcading data from S shared ocation - DAt nesds by be pushed 1o DSL

This record by is Tor Servicars bo sabmt nesaense on basks frem a B for mulisle bill hpes

4. Click “Save”.

Home  Servicer Tasks  Bills Invoices Loans Reports Dashboards Accounts Contacts R:lLJIBEGEY

Messages and Alerts

Welcome to Fannie Mae
Invoicing !

Task 00004

as| 7
BILLO05466
Bulkioad - 0000013228

Bulk Laad Edit

New Bulk Load

Bulk Load Edit Save

Servicer Task Bulk File Load

RecoraType  Servicar Tack Response
sas  nilisted

Save & New  Cancel

Success Count
Failure Count
Total Record Count

5. Browse to the saved .csv file and upload the file.

Mome  Sorviesr Tasks  Bils  Inwoless  Loans  Meports  Dashboards  Accounts  Cantsets m

Welcome to Fannie Mae
Trvaicing |

Senvicing Guide
Tochnical Support

Training Maberia

Bulk Loas
BulkLoad - 0000012934

= ek 1 Lst: Bk Loads

Bulk Lead Datail

Prtatie View

w Servicor Task Bulk Fila Load

Start ipioe

 Servicer Task Bulk File Load

Frocessings  Bubdoad - DO0O013534 Success Count
Record Type  Servicer Task Fasponsa Faure Couns
Satus  Initatnd Toaal Record Count
Creased iy Last Msdiied Oy
Files Uplosd Files. I

Action Tise

B L'uI IestuliReacanse I

Lant Modified
AUTAI0T0 450 PM

Bulk Load Histary

Date Uner

Note:

© 2020 Fannie Mae Fannie Mae Confidential and Proprietary
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9.3
Servicer
Task —
Bulk

Upload
(continued...)

9.4 Servicer
Task -Bulk
Upload
Error

6. Click “Start Upload” button.

Home  Servicer Tasks  Bills  Invoices Leoans  Repens  Dashboards  Accounts  Comtacts [EERIRECCLE

Walcoma to Fannis Mas BulkLoad - 0000012934
Inveicing ! = Back o List: Bulk Leads
Bulk Load Detall

b4 iI III Iill Bulk File Load

¥ Servicer Task Bulk File Load

Relerence Maieriaks

5 BulLoad - 0000012534
Sarvicw Task Hsponse

s
¥
Tt

et = — —
Traming Matenal Bulk Lead History
Note: On completion of the process the Status will be updated to “Servicer Task File

Processing Completed”.

Note:

Servicing Task Bulk File Upload section will reflect the details of the file

processed, including the File Processing status and the record counts.

If an error occurs it can be viewed by clicking the error ID in the “Processing Errors Section”. Follow the

N

steps below to correct:

Click the “Processing Error ID”.
Identify errors and make corrections to file originally submitted.
3. Repeatstepsin “Servicer Task - Bulk Response File Save” and “Servicer Task - Bulk Upload”

sections again.

Fios (1] | Bosessing Engry Euk: Luad Hislory [T
Bulk Load Detail
w Servicer Task Bulk File Load
Start Upload
¥ Servicer Task Dulk File Load
Procesaings  BulkLoad - 0000012534 Suceesa Count 0
Record Type  Servicer Task Response Failure Count 1
Smeus  Servicer Task File Processing Compieted Tatal Reeord Count 1
Crented By Last Madified By
Files Uplad Files
Action Title Laat Maaifien Created By
Downicad | el TestBulkResoonze 172172020 459 PM
Frocessing Errors
Action Processing Lrror 1D Created By Created Date Error Description
1212020 Seavicer Task Upload Error

Bulk Load History
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’]_0) This table details the validation rules processed when responding to a task.
Validation Actor Action Validation Message Hard Reject
Rules Edit Servicer name, Review all error messages below to correct your
Servicer | Fannie Mae loan data. Hard
number. Error: No matches found. (Highlighting the field).
Change task status to Errqr: Invalid Data.
Review all error messages below to correct your
. resolved when current
Servicer action status is draft or data. Hard
rebut Task can be edited only when the Task Status is
) Draft, Rebut, Servicer Response Complete.
Edit task when current
status is Resolved/
. Cancelled / Servicer Task can be edited only when the Task Status is
Servicer . . Hard
Action Requested/ Draft, Rebut, Servicer Response Complete.
Servicer Action in
Progress.
Edit task when current
. status is Rebut/ Servicer | Task can be edited only when the Task Status is
Servicer . . Hard
Action Complete/ Draft, Rebut, Servicer Response Complete.
Cancelled/ Resolved.

The following table details the validation rules verified when a bulk task response is processed.

L UCELCL Action Validation Message Ha.rd
Type Reject
File Processing Bulk Load Please upload a file to be submitted for Hard
validation without uploading a file. processing
File More than onefile is Only one file can exist when submitting Hard
validation uploaded to the bulk load. for processing.
File File with incorrect file type Fai.led to uplgad file for processing due
validation is uploaded. to incorrect file format. Only csv files Hard
should be uploaded.
File NULL file with no data is Failed to upload. Empty file cannot be
s Hard
validation uploaded. uploaded.
Filg . File Size is more than 20MB. Failed upload file with size more than Hard
validation 20MB.
Header fields from the
\[Zalle;dation :E?E::ii:fﬁ::g;gamh to Failed to Upload. Header Data Incorrect. | Hard
uploaded.

Record level | Mandatory Fields are left Missing value for column XXX: Values for Hard
Validation blank. the row from the file is displayed.
Record level | Action Statusis not updated | Invalid value for column: Values for the Hard
Validation to the appropriate Status. row from the file is displayed.
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11) Search Servicers Tasks viewable from “Search” bar.

Feature

1. Enter Task# and click “Search” button.

CSRS Online Servicer Portal Task000000|
Search for Task000000* (starts witl

2. Click “Task#” from the search results.

Home Servicer lasks  Bills Inwoices Loans Reports Dashboards Accounts Contacts  Bulk Loads

Search Results

TeskI000K Searchagan| */ Opiions

Records Servicer Tasks (1]

12) Servicer Tasks Tab Frequently Asked Questions

1. Q
A.
2. Q
A.
3. Q
A.
4. Q
A.
5. Q
A.
6. Q
A.
7. Q
A.

© 2020 Fan

. How do I act on a task which is in my queue?
Open the task, click “Edit” on task detail page, update Action status with an Action Reason.

. When can | edit the task?
Task can be edited only when Task Status is Servicer Action Requested or Servicer Action in Progress.

. Ifl rebut a task or if | update the status to Servicer Response Complete in error how do | get it back?
A comment can be added to the task requesting Fannie Mae to push task back to Servicer Action Requested.

. How do | attach documents to the task?
Use Files section to attach documents to task.

. Can | take any action or add comments on a task which is in Resolved or Cancelled status?
No At this point no action can be taken on resolved or cancelled tasks. Need to create a new task for the work item.

. Will Tasks be deleted from view in the system?
Once a billis first published, it will always remain visible.

. When will the Servicer Timeframe Exceeded Flag be checked?
When the servicer action Expected by Date is passed.
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