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We will discuss these changes in more detail later in the presentation
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1. After logging in, click on the Pool Accounting – Single Family link in the RFS 
drop down menu.
2. Click Pool on the Single Family Pool Accounting menu bar.
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3. Click Pool > Pool List on the Single Family Pool Accounting menu bar.
4. Select an Issuer ID.
5. Select a Reporting Period.
6. Click ‘GO’.
7. Select a Pool ID Range. (optional)
8. Click on a ‘Not Reported’ Pool Status for the pool.
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9. Enter an Adjustment to FIC.
10. Enter a Closing FIC.
11. Enter a Weighed Average.
12. Enter a Service Fee.
13. Enter a T & I Balance.
14. Enter a P & I Balance.
15. Enter an Other Balance.
16.Enter an RPB Adjustment.
17. Enter a Reported Closing Security RPB.
18. Click on the expand icon for Custodial Bank Information.
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19. Enter a Principal Account #.
20. Enter a Principal Bank ABA #.
21. Enter an Escrow Account #.
22. Enter an Escrow Bank ABA #.
23. Click ‘Save’.
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24. Click ‘OK’.
25. Click ‘OK’.

44



Exceptions may occur at the pool level and will be displayed on the screen after 
saving the pool activity information.  The system will provide detailed information 
about the error and suggested resolutions.   

1. Update the fields which contain errors.
2. Click ‘Save’.
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3. Click ‘OK’.
4. Click ‘OK’.
5. If necessary, repeat Steps 1 - 4 until all errors are resolved.
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1. Click Pool > Pool List on the Single Family Pool Accounting menu bar.
2. Click the Pool ID reported in the section A (Report Pool Level Data for a Given 
Pool).
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4. Select a Loan Type.
5. Enter a Case #.
6. Enter a Security Int. Rate.
7. Enter an Issuer Loan ID.
8. Enter a Loan Int. Rate.
9. Enter an OPB.
10. Enter a First Payment.
11. Enter an FIC.
12. Enter a Maturity.
13. Enter a Borrower’s First Name and Last Name.
14. Enter a Borrower’s SSN.

15.   Click on the expand icon to enter Co-Borrower information.
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3. Click a Unique Loan ID number.
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16. Enter a Co-Borrower’s First Name and Last Name.
17. Enter a Co-Borrower‘s SSN.
18. Repeat Steps 16 and 17 to add multiple Co-Borrowers.
19. Enter a Borrower’s Address.

a. Street Address or PO Box information
b. City
c. State
d. Zip 

20. Enter an Original UPB.
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21. Enter an In Foreclosure Indicator.
22. Enter a Delinquent Interest.
23. Enter a Delinquent Principal.
24. Enter a Prepaid Interest.
25. Enter a Prepaid Principal.
26. Enter an Installment Interest.
27. Enter an Installment Principal.
28. Enter a Curtailment Principal.
29. Enter an Adjustments Interest.
30. Enter an Adjustments Principal.
31. Click on the expand icon to enter Loan Various Data Fields information.
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32. Select number of Living Units.
33. Select a Loan Purpose.
34. Select a Loss Mitigation.
35. Enter a Credit Score.
36. Enter a Loan to Value.
37. Enter a GEM % of Increase.
38. Enter a MIN ID.
39. Select a MOM.
40. Select a Loan Status.
41. Select a Down Payment Assistance Flag.
42. Click ‘Save’.
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43. Click ‘OK’.
44. Click ‘OK’.
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Exceptions may occur at the loan level and will be displayed on the screen after 
saving the loan information.  The system will provide detailed information 
about

the error and suggested resolutions.   

1.  Update the fields which contain errors.
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2. Click ‘Save’

3. Click ‘OK’.
4. Click ‘OK’.
5. If necessary, repeat Steps 1 - 4 until all errors are resolved.
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1. Take note of the Unique Loan ID to liquidate a loan.
2. Click Loan > Liquidate Loan on the Single Family Pool Accounting menu bar.
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3. Select an Issuer ID.
4. Enter a Unique Loan ID that was noted in the previous step.
5. Select a Report Period.
6. Click ‘GO’.
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7. Select a Loan Type.
8. Enter a Liquidation Interest.
9. Enter a Liquidation Principal.
10. Enter a Last Installment Date.
11. Select a Removal Reason.
12. Enter a Removal Date.
13. Click ‘Save’.
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14. Click ‘OK’.
15. Click ‘OK’.
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16. Update the fields which contain errors.
17. Click ‘Save’.
18. Click ‘OK’.
19. Click ‘OK’.
20. If necessary, repeat Steps 16 - 19 until all errors are resolved.
21. Repeat Loan Level steps as necessary before moving onto Summarizing Pool 
Level Data.
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1. Once logged in click on the summary tab
2. Select an Issuer ID
3. Select a Report Period
4. Click Go
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1. Click on Exceptions > Alert List on the Single Family Pool Accounting menu bar.
2. Select an Issuer ID.
3. Select a Report Period.
4. Click on the Error/Critical/High Exceptions link to view error, critical, and high 

exceptions.
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5. Click on a Pool ID or Pool Exception number.
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6. Repeat steps for Submit Pool Level Corrections.
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7. Click on Exceptions > Alert List on the Single Family Pool Accounting menu 
bar.
8. Select an Issuer ID.
9. Select a Report Period.
10. Click on the Medium/Low Pool Exceptions link to medium and low exceptions.
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11. Click on a Pool ID or Pool Exception number.
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12. Repeat steps for Submit Pool Level Corrections.
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1. Click on Exceptions > Alert List on the Single Family Pool Accounting menu bar.
2. Select an Issuer ID.
3. Select a Report Period.
4. Click on the Error/Critical/High Exceptions link to view error, critical, and high 

exceptions.
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5. Click on a Loan Exceptions number.
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6. Click on a Unique Loan ID or Loan Exceptions number.
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7. Repeat steps for Submit Loan Level Corrections.
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1. After logging in, click on the Pool Accounting - Multifamily link in the RFS 
drop down menu

2. Click Pool on the Multifamily Pool Accounting menu bar.
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3. Click Pool List on the Multifamily Pool Accounting menu bar.
4. Select an Issuer ID. 
5. Select a Reporting Period.
6. Click ‘GO’.
7. Select a Pool ID Range. (optional)
8. Take note of the Pool ID to report.
9. Click on a ‘Not Reported’ Pool Status for the pool.
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10. Enter an Adjustment to FIC.
11. Enter a Closing FIC.
12. Enter a Weighed Average.
13. Enter a Service Fee.
14. Enter a T & I Balance.
15. Enter a P & I Balance.
16. Enter an Other Balance.
17. Enter an RPB Adjustment.
18. Enter a Reported Closing Security RPB.
19. Click on the expand icon for Custodial Bank Information.
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20. Enter a Principal Account #.
21. Enter a Principal Bank ABA #.
22. Enter an Escrow Account #.
23. Enter an Escrow Bank ABA #.
24. Enter a Replace Reserve Account #.
25. Enter a Replace Reserve Bank ABA #.
26. Enter a Construction Loan Account #.
27. Enter a Construction Loan Bank ABA #.
28. Click ‘Save’ and ‘OK’. 
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29. Click ‘OK’.
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Exceptions may occur at the pool level and will be displayed on the screen after 
saving the pool activity information.  The system will provide detailed information 
about the error and suggested resolutions.   

1. Update the fields which contain errors.

.
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2. Click ‘Save’.
3. Click ‘OK’.
4. Click ‘OK’.
5. If necessary, repeat Steps 1 - 4 until all errors are resolved.
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1. Click Pool > Pool List on the Multifamily Pool Accounting menu bar.
2. Click the Pool ID reported in the section A (Report Pool Level Data for a Given 
Pool).
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3. Click a Unique Loan ID number.
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4. Select a Loan Type.
5. Enter a Case #.
6. Enter a Security Int. Rate.
7. Enter an Issuer Loan ID.
8. Enter a Loan Int. Rate.
9. Enter an OPB.
10. Enter a First Payment.
11. Enter a Company.
12. Enter a Maturity.
13. Enter an Address.
14. Enter a TIN.
15. Enter a City.
16. Enter an Orig. UPB.
17. Enter a State.
18. Enter a Zip.
19. Enter a FIC.
20. Enter an Active indicator.
21. Enter an In Foreclosure indicator.
22. Enter a Last Installment Date.
23. Enter a Delinquent Interest.
24. Enter a Delinquent Principal.
25. Enter a Prepaid Interest.
26. Enter a Prepaid Principal.
27. Enter an Installment Interest.
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33. Enter a Loan to Value.
34. Enter a MIN ID.
35. Select a MOM.
36. Enter Debt Service Ratio.
37. Click ‘Save’.
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38. Click ‘OK’.
39. Click ‘OK’.
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Exceptions may occur at the loan level and will be displayed on the screen after 
saving the loan information.  The system will provide detailed information 
about

the error and suggested resolutions.   

1.  Update the fields which contain errors.
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2. Click ‘Save’

3. Click ‘OK’.
4. Click ‘OK’.
5. If necessary, repeat Steps 1 - 4 until all errors are resolved.

92



1. Take note of the Unique Loan ID to liquidate a loan.
2. Click Loan > Liquidate Loan on the Single Family Pool Accounting menu bar.
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3. Select an Issuer ID.
4. Enter a Unique Loan ID that was noted in the previous step.
5. Select a Report Period.
6. Click ‘GO’.
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7. Select a Loan Type.
8. Enter a Liquidation Interest.
9. Enter a Liquidation Principal.
10. Enter a Last Installment Date.
11. Select a Removal Reason.
12. Enter a Removal Date.
13. Click ‘Save’.
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14. Click ‘OK’.
15. Click ‘OK’.
16. If exceptions occur, correct them in the same manner as discussed earlier until 
all errors are resolved.
17. Repeat Loan Level steps as necessary before moving onto Summarizing Pool 
Level Data.
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1. Once logged in click on the summary tab
2. Select an Issuer ID
3. Select a Report Period
4. Click Go
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1. Click on Exceptions > Alert List on the Multifamily Pool Accounting menu bar.
2. Select an Issuer ID.
3. Select a Report Period.
4. Click on the Error/Critical/High Exceptions link to view error, critical, and high 

exceptions.
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5. Click on a Pool ID or Pool Exception number.
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6. Repeat steps for Submit Pool Level Corrections.
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7. Click on Exceptions > Alert List on the Multifamily Pool Accounting menu bar.
8. Select an Issuer ID.
9. Select a Report Period.
10. Click on the Medium/Low Pool Exceptions link to medium and low exceptions.
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11. Click on a Pool ID or Pool Exception number.
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12. Repeat steps for Submit Pool Level Corrections.
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1. Click on Exceptions > Alert List on the Multifamily Pool Accounting menu bar.
2. Select an Issuer ID.
3. Select a Report Period.
4. Click on the Error/Critical/High Exceptions link to view error, critical, and high 

exceptions.
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5. Click on a Loan Exceptions number.
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6. Click on a Unique Loan ID or Loan Exceptions number.
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7. Repeat steps for Submit Loan Level Corrections.
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A.     Report Pool and Loan Level Data Using HTTPS File Upload

1.     After logging in, point your mouse cursor on ‘File Upload’.
2.     Click on the Upload File link in the drop down menu.
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3. Click ‘Browse’.
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4. Navigate to the file to upload.
5. Click ‘Open’.
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6. Click ‘Upload’.
7. Click ‘OK’.
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1. While in the GMEP navigate to RFS>Exception Feedback
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2. Click Download

121



3. If applicable, click on the file(s) under the Functional Acknowledgement List
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4. After you view your Issuer Functional Acknowledgement data click Download 
Exceptions
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5. Select All Exceptions
6. Click Download
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7. Right-click on the "Download Exceptions" link 
8. Left-click on "Save Target As" 
9. Type a new file ending with the letters ".csv" 
(example:Mar09exceptions.csv) 
10. Select a location in which to save the file and left-click the Save button 
11. Find the saved file and open it in MS Excel 
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12. Navigate to the external data storage location to download the file.
13. Click ‘OK’.
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1. Navigate to WS_FTP Pro and connect to the Ginnie Mae Enterprise Portal 
(GMEP) SFTP Server.
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2. Under the Remote System List (GMEP SFTP Server), select the destination 
directory to which the file will be uploaded into the GMEP SFTP site.
3. Under the Local System List (My Computer), select the file to upload by clicking 
on the file name.
4. Click the Upload Transfer arrow.
5. Verify the file upload process has been completed.  The file will then appear 
under the Remote System List when the file transfer has been completed.
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1. While in the GMEP navigate to RFS>Exception Feedback
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2. Click Download
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3. If applicable, click on the file(s) under the Functional Acknowledgement List
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4. After you view your Issuer Functional Acknowledgement data click Download 
Exceptions
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5. Select All Exceptions
6. Click Download
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7. Right-click on the "Download Exceptions" link 
8. Left-click on "Save Target As" 
9. Type a new file ending with the letters ".csv" 
(example:Mar09exceptions.csv) 
10. Select a location in which to save the file and left-click the Save button 
11. Find the saved file and open it in MS Excel 
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12. Navigate to the external data storage location to download the file.
13. Click ‘OK’.
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