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Uniform Collateral Data Portal Reference Series for the
Lender Admin: 2 - Managing Business Units

This reference is the second in a series of five references for the Lender Administrator, a Uniform
Collateral Data Portal® (UCDP®) user who has authority to set up and manage the business structure
within the portal, including the access privileges of other users. This user is known as the lender admin.
The focus of this reference is on managing business units. Business units contain lender users, Fannie
Mae and Freddie Mac Seller Numbers, lender agent relationships, subordinate business units, and
aggregator setup. The other references in this series include:

Series 1: Lender Admin Reqistration

Series 3: Managing Users

The topics covered in this reference include:

Managing Business Units Overview

Assigning and Removing Seller Numbers

Creating a Child Business Unit

Renaming a Business Unit

Deleting a Business Unit

Finding Additional Assistance

Series 4: Managing Lender Agents

Series 5: Managing Aggregator Profile
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Managing Business
Units Overview

Your organization is initially set up with one business unit in the UCDP based
on the information provided during the registration process. This is the
primary, or parent, business unit. A business unit contains lender users,
Fannie Mae and Freddie Mac Seller Numbers, lender agent relationships,
subordinate business units, and aggregator setup.

Once you have access to the portal, you must complete the initial setup of
your business unit by assigning at least one Seller Number for each GSE, as
applicable. You may not submit an appraisal data file to the portal until you
assign at least one Seller Number to the parent business unit.

For most organizations, the primary business unit meets business
needs. Inthe event your organization requires additional business units to
meet your business process needs, the lender admin may add additional
units, known as child business units. With child business units, you can
further structure the amount of access other users have within the UCDP.
For example, if your organizational structure has several branches or
segments, you can optionally set up a similar structure in the UCDP and
assign users to certain business units.

You can assign users to only one business unit at a time. Individual users
can only see their assigned business unit and cannot see other business
units in your organizational structure. A lender admin at the primary business
unit level, however, has access to all business units. A lender admin in a
child business unit has access to that business unit and all child business
units.

The functionality associated with a business unit includes:

Functionality Description
Assigning and Enables you to assign or remove Seller Numbers
Removing Seller to/from a business unit.
Numbers
Creating a Child Enables you to add another business unit in the
Business Unit UCDP where you can assign Seller Numbers.
Renaming a Enables you to rename a business unit to make
Business Unit organizing business units easier and meet current

needs.

Deleting a Business Enables you to delete a business unit if it does not
Unit contain any submissions.
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Assigning and Your organization’s Seller Number(s) for each GSE is automatically entered

. into the UCDP as part of the initial setup process. For Fannie Mae, the Seller
Removing Seller Number is your Seller/Servicer Number or Non-Seller/Servicer Number ID.
Numbers For Freddie Mac, the Seller Number is your Seller/Servicer Number or Third

Party Originator (TPO) Number. You must assign the Seller Number(s) to the
parent and any child business unit(s). A Seller Number must accompany all
appraisal data files submitted through a particular business unit for each GSE
to whom the appraisal file is submitted.

Most organizations typically transact business under one Seller Number for
each GSE. If your organization uses more than one Seller Number for a
single GSE, you can assign (add) or remove Seller Numbers to/from a
business unit. This section focuses on assigning and removing Seller
Numbers(s) for a particular business unit.

To assign and remove Seller Numbers, follow these steps:

Assigning and Removing Seller Numbers

Step Action / Result
1. From the UCDP Home ~E . 5 — [ — s
: ieMae® Mac Tems ofUse | TemsofUse A
page, click the i I UserD: Taanen

Account P T P [ e e
Administration tab
and select User and
Business Unit

== Submit Appraisal ™ Search O Help Center
.. . . *
Ad m I n I St r at I 0 n " % Upload appeaisal data info the UCOP system and receive 3 S Locate peviously submitied reparts for stzus updates Review that |
‘unique Document Fie identifier that wil be used at delvery ;3 - informaiion fo enhance your experience using the UCDP system.
with Fanmie Ma and Freddie Mac ‘comecting mistakes of fo submé addonal appraisal reports (if

i Reports & ' Account Administration §* * Share Appraisal

!
Receive information on previously submted reports ] Manage your online experience with the UCDP system by ‘Share appraisals with your business pariners, search and
findeidually of in aggregate) to manage workfiows or identify v selecting a landing page and the recipients of electronically view shared appraisal submissions and results through the
ssues that should be addressed Gelivered messages and reports UCDP system.

After you select User and Business Unit Administration, the
Administration - Home page appears.
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Assigning and Removing Seller Numbers

Step

Action / Result

2. From the
Administration —
Home page, click
Seller Numbers in the
left navigation bar.

@ Training Lender is
the parent business
unit in this example.

@ Click thekd to display
the list of Seller
Numbers assigned
to the business unit
for each GSE.

\ Training Lender

N

R —
__ Logout

Uniform Collateral Data Portal™

FannieMae®

User ID: TRAINER_1

Help Center

Administration - Home

Training Lender

‘Welcome Karan T
Tips for managing your business units and users:

4 Users o Click onkEdin the view on the left to expand an item and view its contents.

Seller Numbers = Click on a business unitname to manage the business unit

]
/- Relationships

o Click on "Users"to manage the users in the business unit
-+ Business Units

Expand the "Users” item and click on a user's name to modify that user.

3 -
Regular users are displayed in blug < and Direct Integration users are displayed in orange <=

© 0 o

Soeme user operations may not take effect immediately. Click on the refresh button on the \en@m refresh the view.

r—
| Legout

Uniform Collateral Data Portal™

=

Administration - Home

P s A s
B FannieMae User ID: TRAINER_1

Help Center

Training Lender

‘Welcome Karan T
Tips for managing your business units and users:

-~ Training Lender
o[- Users Click on k3 in the view on the lefi to expand an iten and view its contents

Seller Numbers

n

Click on a business unit name te manage the business unit.
4/ Fannie Mae

i Click on "Users” to manage the users in the business unit.
+/" Freddie Mac

Expand the "Users” item and click on a3 users name to modify that user.

{73

Relationships

Business Units

m

I -
Regular users are displayed in blue « and Direct Integration users are displayed in orange «»

Some user operations may not take effectimmediately. Click on the refresh button on the \Eﬁ@m refresh the view.

¢ ¢ © ¢ ¢ ©
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Assigning and Removing Seller Numbers

Step Action / Result

After you select Seller Numbers from the left navigation bar, the Seller
Numbers page appears.

Fannie Mae -

L
o

Training Lender

+| - Users Available Seller Numbers Assigned Seller Numbers

< Seller Numbers e —
- Relationships
< Business Units Rdd> )

[
Q

Freddie Mac -

Available Seller Numbers Assigned Seller Numbers

1234123
Add all >> |

" Add > |

< Remove |

i

<< Remove all |

This page allows you to select which Seller Numbers to assign (add) or
remove from a business unit for each GSE, Fannie Mae and Freddie Mac.

Assigning Seller =

Numbers o Mae =
I Training Lender
3. From the Se”er :j s::Numbers Available Seller Numbers Assigned Seller Numbers
Numbers page, locate R e
the list of Available B
Seller Numbers.
Highlight a specific ~_|
Seller Number in the Freddic Mac =
Available Seller Available Seller Numbers Assigned Seller Numbers
Numbers list and LFE!_
select Add. > |
‘m‘,\
The Add all button
allows you to assign

all the Available Seller
Numbers to the
business unit at one
time.
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Assigning and Removing Seller Numbers

Step

Action / Result

by GSE.

=~ Training Lender
4] Users

=i~ Seller Numbers

I Fannie Mae

| 5678567

< Ereddie Mac

» i
P 1234123

+1- Relationships

+I- Business Units

Seller Numbers

Fannie Mae

Available Seller Numbers

Freddie Mac

Available Seller Numbers

l

Addall >> |

_J

Add> )

A
gz
£ ]

Q
s
2]

The Assigned Seller Numbers list now shows the added Seller Number. By
opening the left navigation, you can also see the Seller Number(s) assigned

Assigned Seller Numbers

5B678567

Assigned Seller Numbers

P ——
1234123

Removing Seller
Numbers

4. From the Seller
Numbers page, locate
the list of Assigned
Seller Numbers.
Highlight a specific
Seller Number in the
Assigned Seller
Number list to remove

and select Remove.

=

~I* Training Lender
- Users

I Seller Numbers

© S Fannie Mae

' 567867

-} Freddie Mac

~1234123

+|- Relationships

Wﬂm\

Seller Numbers

Fannie Mae

Available Seller Numbers

Freddie Mac

Available Seller NUTTS

&=

The Remove all
button allows you to
remove all the
Assigned Seller
Numbers from a
business unit at one
time.

@ Each business unit
needs at least one
assigned Seller
Number for each
GSE to successfully
submit appraisal data
files to that GSE.

e
—> Remove
T

Assigned Seller Numbers

5678567

Assigned Seller Numbers
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Assigning and Removing Seller Numbers

Step

Action / Result

The Assigned Seller Numbers list now shows that the Seller Number is
removed. It reappears in the Available Seller Numbers list. By opening or
refreshing the left navigation, you can also see the Seller Number(s) removed
from the GSE.

m setertiumbers

Fannie M. 5
= Training Lender annie Mae

S Users Avallable Seller Numbers Assigned Seller Numbers

=I Seller Numbers 5678567

_____
- Fannie Mae <

EBTB567T

pr—
P> I Freddie Mac < Remove |
ET——

4| Business Units

Freddie Mac =

Available Seller Numbers Assigned Seller Numbers

1234123
—
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Creating a Child
Business Unit

Parent Business Unit

You may create additional business units to accommodate your
organizational structure and changing business needs. Each created child
business unit contains the same components as the parent business unit
including: Users, Seller Numbers, Relationships and Business Units.

In this example, Training Lender is the parent business unit. The two child
business units underneath Training Lender are ABCDEFG Lending and
TUVWXYZ Lending. You can add more business units anywhere within this
structure.

¥ s Training Lender

Child Business Unit

4

=|~ Training Lender
+_. Users

- Seller Mumbers

+_. Relationships

=" Business Units

» -~ ABCDEFG Lending
+_. Users

1 Seller Mumbers
+_. Relationships

+1~ Business Units

Child Business Unit

v

=~ TUVWXYZ Lending
+_. Users

1 Seller Mumbers

+J Relationships

+1~ Business Units

To create a child business unit, follow these steps:
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Creating a Child Business Unit

Step Action / Result

1. From the UCDP Home . — Faseliecon | Fessocn
Uniform Collateral Data Portal B FannieMae'  @)Mic sl

page, click the

Account Tl re—
Administration tab -
and select User and ik
. . User and Business Unit Admnisrafie
BusinessUnit | e B o
Ad mini Stratl on. m Upload appeaisal data info the UCOP system and receive a S Lcale provioasy sobmilled rportsfor st pdates 0 Reen fhat el
el mr? istzkes or o subme acdsonalcoprasa epers Jafouncicn 10 FAGeRs M opediotcheing e I syelem
.[Zl' Reports “1 Account Administration §* % Share Appraisal
Q/ Reoeive information on previously submitied reporis ) Manage your online experience with the UCDP sysiem by ‘Share appraisals with your business partners, search and
(indeviduall or in aggregate) io manage workfiows of identify v lecting a land l through the
issues that shouid be addressed delivered messages and reports. UCDP system.
After you select User and Business Unit Administration, the
Administration - Home page appears.
2. From the =)
Administration — ' Uniform Collateral Data Portal” B rannicVac BV cmsoty "

Home page, click
Business Units in the

left navigation bar. Training Lender
\ Tips for managing your business units and users:

i~ Training Lender
@ +| Users Click on i in the view on the left to expand an itern and view its contents
Click the & to < Seller Numbers

Click on a business unit name to manage the business unit
display the list of
existing child
business units, if any.

Home Help Center

Administration - Home

+Ngelationships
Click on "Users” to manage the users in the business unit
+/ Business Units

Expand the “Users” item and click on a users name to modify that user.

. .
Regular users are displayed in blue & and Direct Integration users are displayed in orange <+

e 0 0 O v U

Some user operations may not take effectimmediately. Click on the refresh button on the \en@tn refresh the view.
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Creating a Child Business Unit

Step Action / Result

After you select Business Units from the left navigation bar, the
Administration — Business Units page appears.

m

Toreneny Lescrer Trarsng Lender Busness Und Numter 2204404
hen Herarre Baomesn Ut -
v Sefier Nuvden
Current Duniness Urit Name  Tinrung Lande m
u Ralstcndpe
Busress Unis Nrw Busness Ut Rame”
ABCDRFG Lending
Unens Creste (2ag Busines Unt .
Ceter furroen -
R Busness st Name
Polsnrcravpt
Bunmess Lty
TUNWYT Detete Bosmen Lint
W e ]
Users Sebect Dusisenss U m
Ceber Murrivers
Pelencrnhps | Aoyt
Mg Name
Butiners Unts ot e 0 o want €1 a5 ot poe—
[
oo o
Asrvpm VAW
s o S e . I e .

This page allows you to manage your business unit(s). You can rename,
create, or delete a business unit. This section focuses on creating a child
business unit.

@ The Aggregator Setup section at the bottom of the page allows you to
manage your aggregator profile. Refer to Series 5: Managing
Aggreqgator Profiles for information related to aggregator setup.

3. From the Create Child Budiness Unit
. . . I e I usiness Uni -
Administration —
Business Unit page, Business Unit Name* HIJKLMN Lending " Create |

locate the Create
Child Business Unit
section and enter the
name of the new
business unit in the
Business Unit Name 7]
field.

Click Create./

This communication relates to the Uniform Mortgage Data Program®, an effort undertaken jointly by Fannie Mae and Freddie
Mac at the direction of their regulator, the Federal Housing Finance Agency.

Reference Series 2 of 5/ July 2016 Page 10


http://www.freddiemac.com/learn/pdfs/uw/UCDP5_MngAggregator.pdf
http://www.freddiemac.com/learn/pdfs/uw/UCDP5_MngAggregator.pdf

UMD

UNIFORM MORTGAGE DATA PROGRAM

Fannie Mae

FreddieMac

Creating a Child Business Unit

Step

Action / Result

After you click Create, a Business Unit successfully created as HIJKLMN
Lending (name of the business unit) message appears.

T

Business Unit successfully created as HIJKLMN Lending

L
L

Training Lender ] )
i Training Lender (Business Unit Mumber: JNN34406)
4 Users

41 Seller Numbers Rename Business Unit

iy

Relationships Current Business Unit Name  Training Lender

Business Units

i
L

. New Business Unit Name®
=|" ABCDEFG Lending
© - Users

t Seller Numbers Create Child Business Unit

i Lt Relationships Business Unit Name*

i [+l Business Units
I TUVYWXYZ Lending Delete Business Unit
41 Users

Select Business Unit* -- Select Business Unit -

< Seller Numbers

P —
[ Rename

—

P —_—
- [ Delete |

You can see the business unit added to the left navigation after you click
= Business Units 5 close the navigation structure and then click ' BusinessUnits ¢4

re-open the navigation structure.

T

=I" Training Lender Training Lender (Business Unit Number: JNN34406)

4 Users Rename Business Unit

Seller Numbers

ey

Current Business Unit Hame  Training Lender
Relationships

i

Business Units New Business Unit Name’

L

+I* ABCDEFG Lending

: +I HUKLMN Lending Create Child Business Unit

i TUVWXVZ Lendi
o Eneing Business Unit Hame*

Delete Business Unit

Select Business Unit* -~ Select Business Unit --

—
(" Rename |

—

P —
- (" Detete
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Renaming a
Business Unit

Renaming a business unit is a way to help organize your user setup in
business terms and provides another way to help meet changing business
needs. When your organization makes organizational changes, you can use
this functionality to better align with those changes and update the business
unit name to something more suitable.

@ Although there are no impacts to a user’s level of access under the
business unit, be sure to communicate any business unit name
changes to your users.

To rename a business unit, follow these steps:

Renaming a Business Unit

Step

Action / Result

From the UCDP Home
page, click the
Account
Administration tab
and select User and
Business Unit
Administration.— |

1.

e

UserlD:  TRAMER 1

FannieMae com | FreddieMar com

ddie®
it

Uniform Collateral Data Portal B FannieMae' Temsltse | Temsoltse

Privacy | Privacy

' Share Appraisal v Help Center

User Profie

Uses Acooent Seff Care

User and Business Unt Administrafion
— uomit Appraisal
§

Upload appraisal data mio e UCDP system and receive a
unigue Document Fie Identiier that wil be used at delivery
‘with Fannie Mae and Freddie Mac.

Help Center

e

Review oniine documentafion that offers addifional field-evel

e d 5“:;':'“’ s e s e, infomason to enhance your experznce using e UCDP System

requred)

61 Account Administration § *  Share Appraisal

“p ., Reports

ol P

\ 3 ‘Share appraisals with your business partners, search and
view shared apprasal submissions and results through the
UCDP system.

Manage your onine experience vith the UCDP system by
selecing a landing page and the recipients of electronically
‘delivered messages and reports.

Receive information on previously submitted reports
(indwicually or in aggregate) fo manage workiows or identfy
ssues that should be addressed.

After you select User and Business Unit Administration, the
Administration - Home page appears.
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Renaming a Business Unit

Step

Action / Result

2. From the
Administration —
Home page, click on
the ki to display the
list of existing child
business units.

Then select the
business unit being
renamed.

\:J Relationships
i~ Business Units

Uniform Collateral Data Portal™ B FannicMae®

User ID: TRAINER_1

- .
l 3 ia® __ Logout

Help Center |

Administration - Home

Training Lender

m Weicomelaran
Tips for managing your business units and users:

~I Training Lender

4 Users Click on k3 in the view on the left to expand an item and view its contents

I Seller Numbers Click on a business unit name to manage the business unit
Click on "Users” to manage the users in the business unit.

Expand the "Users” item and click on a user's name to modify that user.

2
2
2
2
. -
D Reqular users are displayed in blue > and Direct Integration users are displayed in orange =
2

Soeme user operations may not take effect immediately. Click on the refresh button on the \en@m refresh the view.

m Weicome faran T
Tips for managing your business units and users:

| Training Lender

4~ Users 2 Click on &in the view on the left to expand an itemn and view its contents.

T Seller Numbers £ Click on a business unit name to manage the business unit
Relationships
% Click on "Users” to manage the users in the business unit
iness Units

ABCDEFG Lending Expand the "Users” item and click on a user's name to modify that user.

- -
Regular users are displayed in blue « and Direct Integration users are displayed in orange «

Some user operations may not take effectimmediately. Click on the refresh button on the Ieﬂ@lu refresh the view.

e 5
+/ HUKLMN Lending 5
+|" TUVWXYZ Lending

2
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Renaming a Business Unit

Step

Action / Result

After you select the business unit to be renamed from the left navigation bar,
the Administration — Business Units page appears.

Trtining Lerscler MBCDEFG Landing (Business Unit Number ZDES1121)
< Ustrs Rename Business Unit =
P Current Business Unit Hame  ABCOEFG Lending [~ Fename ]
= Relatiorships
o Moirwe Buisivnes s Lrat M
+ ABCDEFG Lending
+~ HUKLMMN Lending Create Child Business Unit =
* TUVWCTE Lending Busingss Unit Hame" [ Creste ]
Dielete Business Uinit =
Select Businass Unit Salect Business Unit - ==
Ayt ey
eigregete hare
Tte nam an o e € o AT i powr A 1
J—
fr -
Adugergaion L1
vas vam P g .
=

ke A singin /LN aleciion i reueed o s e 41

et Esased et

This page allows you to manage your business unit(s). You can rename,

create, or delete a business unit. The focus of this section is on renaming a
business unit.

@ The Aggregator Setup section at the bottom of the page allows you to
manage your aggregator profile. Refer to Series 5: Managing
Adggregator Profiles for information related to aggregator setup.
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Renaming a Business Unit

Step Action / Result
3. From the ABCDEFG Lending (Business Unit Number: ZDES1121)
Administration - Rename Business Unit

Business Units page,
locate the Rename
Business Unit section Hew Business Unit Name* OPQRS Lending
and enter the new
name in the New
Business Unit Name
field. -~

Current Business Unit Name  ABCDEFG Lending

@ If you try to rename
the business unit to
the same name as an
existing business
unit’'s name, you
receive a message
indicating you need to
use a different name.

/

Click Rename.
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Renaming a Business Unit

Step

Action / Result

After you click Rename, a Business Unit successfully renamed as OPQRS
Lending (name of the business unit) message appears.

@ Renaming a business unit has no impacts on the existing submissions

associated with the business unit. The submissions remain with the
renamed business unit.

e
Business Unit successfully renamed as OPQRS Lending
~ OPQRS Lending (Business Unit Number: ZDE&1121)
| Users
41+ Seller Numbers e Fa el =
41" Relationships Current Business Unit Name ~ OPQRS Lending
- Ei\JS\HESS Units New Business Unit Name®
+* ABCDEFG Lending
n HUKLMN Lending
L TUVWRYZ Lending Create Child Business Unit -
Business Unit Name*
Delete Business Unit -
Select Business Unit* - Select Business Unit - ™ Delete )

You can see the renamed business unit (OPQRS Lending) in the left
navigation after you click = Bein==tn= to close the navigation structure and
then click * Bu=in=s=tnis 5 re_gpen the navigation structure.

= T v OPQRS Lending (Business Unit Number: ZDE&1121}
+I- Users Rename Business Unit =
+~ Seller Numb  Rename |
o S Current Business Unit Name  OPQRS Lending
4] Relationships
- B s New Business Unit Name*
+i~ HUKLMN Lending
: +~ OPQRS Lending (Create Child Business Unit B
i TUVWRYZ Lending Business Unit Name*
Delete Business Unit fa
Select Business Unit* -- Select Business Unit --
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Deleting a Business
Unit

Deleting a business unit is another way to help manage your business units.
Only business units that have never had submissions associated with
them can be deleted. The existence of submissions in a business unit
prevents the deletion of that business unit, and you cannot transfer appraisal
submissions from one business unit to another. In addition, you cannot
delete a business unit if an aggregator profile is already created under the
business unit.

Prior to deleting a business unit, all seller numbers need to be unassigned, all
users transferred or deleted, and all relationships cancelled. You cannot
delete a parent business unit.

To delete a business unit, follow these steps:

Deleting a Business Unit

Step

Action / Result

1. From the UCDP Home
page, click the
Account
Administration tab
and select User and

Logout

FannieMae com | FreddieMac com

Freddic
Bl

TemsofUse | TemsofUse

Privacy | Privacy

Uniform Collateral Data Portal B FannieMae'

UseriD:  TRAmeR 1

Home | SubmitApprasd | Search | Reportsy | AccountAdministationv | Share Appraisaly Help Center
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After you select User and Business Unit Administration, the
Administration - Home page appears.

2. From the
Administration —
Home page, click
Business Units in the
left navigation bar.

Click on the £ to
display the list of
existing child business
units.
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Help Center
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Training Lender
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Tips for managing your business units and users:

I Training Lender

4 Users Click on kdin the view on the left to expand an itern and view its contents.

Seller Numbers Click on a business unit name to manage the business unit.

Click on "Users” to manage the users in the business unit.
-+ Business Units
Expand the "Users” item and click on a user's name to modify that user.

- -
Regular users are displayed in blue « and Direct Integration users are displayed in orange «»
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Seme user operations may not take effect immediately. Click on the refresh button on the \eﬂ@m refresh the view.
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Deleting a Business Unit

Step Action / Result

After you select Business Units from the left navigation bar, the
Administration — Business Units page appears.
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This page allows you to manage your business unit(s). You can rename,

create, or delete a business unit. The focus of this section is on deleting a
business unit.

@ The Aggregator Setup section at the bottom of the page allows you to
manage your aggregator profile. Refer to Series 5: Managing
Aggregator Profiles for information related to aggregator setup.

3. From the
Administration —
Users page, locate
the Delete Business
Unit section and select
the business unit you
wish to delete from the
from the Select

Business UV
dropdown.
Click Delete./

@ Deleting a business unit
is a permanent action
and cannot be undone.

Delete Business Unit

]
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Deleting a Business Unit
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After you click Delete, a Business Unit deleted successfully message
appears.

| Eﬁusmess Unit deleted successfully
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You can see the business unit (TUVWXYZ Lending) is removed from the left
navigation after you click = ®*n==!" to close the navigation structure and
then click * Bu=in==Unis 5 re_ogpen the navigation structure.
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Finding Additional For additional assistance, refer to:
Assistance =  Fannie Mae’s UCDP web page

(https://www.fanniemae.com/singlefamily/uniform-collateral-data-
portal)

" Freddie Mac’s UCDP web page

(http://www.freddiemac.com/singlefamily/sell/uniform collateral data
portal.html)

® The UCDP Support Center at 1-800-917-9291

= UCDP Help Center (accessible after you log in to the UCDP)
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