
 
 

Uploading a loan and Reviewing Credit in  
 
 
 

1. Loan applications should be entered into by uploading a FNM 3.2 file 
from users LOS system. 

2. Select the Upload button to upload a file into .  The Upload button is 
located in multiple areas of , including on the Landing Page as well 
as the Pipeline Screen. 

 

 
 
 
 

 
 
 
 
 



3. Under Upload Fannie Mae 3.2 File, select Browse.  Choose FNM file. Select 
Upload FNM 3.2 File Now. 

 

 
4. Successful upload takes user to the Credit Tab, Tab 1, AU Submission Form. 

 

 
 
 

Ordering or Reissuing Credit 
5. Credit Reports may be ordered or reissued from this page, or the user may order 

credit from the Check Guidelines Tab, Tab 3. 
6. To Order New Credit. 
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a. Select Credit Vendor from drop down box (Set up during Admin set up by 
Broker Administrator). 

b. Select Order.  All three bureaus must be checked  
 

 
 

7. To Reissue Credit 
a. Enter Reference Number from Credit Report and select Reissue. 
b. Enter Credit Vendor Account # and Credit Vendor Password when 

prompted and select Continue. 
8. The above steps are to be followed when ordering credit for primary borrower (or 

borrower with spouse).  To order credit for separate applicant additional borrower 
must be added to loan on Tab 1 or 3 and credit ordered or reissued under that 
borrowers name. 

 
Viewing the Credit Report 

9. Select the View button on the Credit Tab 1 or the Check Guidelines Tab 3  
 

 
10. On the Loan Scoreboard on page 2 of the 1003 tab. 
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11. On the Pipeline screen, select the date hyperlink under the Credit Column 

 

 
 

 
12. All credit reports regardless of vendor will be formatted in an identical manner 

when displayed in .  A summary of 15 sections of the credit report 
can be found at the top of the page, hyperlinks will move user to specific sections 
of report. 
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All 
derogatory 
trades are 
highlighted 
in red 

Print button 
displayed at 
beginning of 
each section.  
Selecting will 
print entire 

Contents 
button 
returns to the 
Contents of 
the Report at 
top of page.  
X closes 
entire credit 
report. 



13. Significant derogatory information on the Credit Report may prevent the user 
from running DU, pricing the loan or submitting through . If the user 
has supporting documentation that proves derogatory information is inaccurate, 
the user may modify the Credit Report in  , provide supporting 
documentation, and continue to process the loan.  The underwriter will validate 
the supported documentation when the loan is submitted for underwriting. 

a. User may use the link by the listed liability with questionable data to 
access the detail for modification. 

 
 
 

b. The Override for Decisioning Window will pop up, allowing the user to 
modify portions of the reporting information.  The user must add a reason 
for the modification.  Once information is entered into pop up screen 
select Save. 
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Users may access the link to modify 
inaccurate liabilities on the credit report by 
selecting the Liability Name hyperlink.  
Links that appear with red highlight have 
been modified. 



c. The modified liability will appear with a red highlight alerting those who 
view the Credit Report that it has been modified. 

d. User may continue processing loan through . 
e. The HSOA Underwriter will review for supporting documentation, 

including the original credit report, submitted with the loan during their 
initial review.  Loan approval will be subject to this review and approval. 
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