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Conventional Small Submission Training

Optigo Lender



Welcome! This training will guide you through the myOptigo® 
process of Submitting a Conventional Small Loan.

Summary:

This myOptigo® functionality is tailored for Conventional Small loans, 

properties with loan amounts between $2M - $10M, allowing lenders to 

efficiently review, verify, and submit opportunities with all conventional 

small-specific data points required by Freddie Mac. Real-time status 

tracking and clear task management ensure that each step in the 

process is completed accurately and on time.

Business Benefit:

Streamlines the collection and validation of conventional small data.


Minimizes errors and omissions in complex conventional small 

submissions through automated checks.


Improves coordination among deal team members for conventional 

small transactions with real-time updates and task assignments.
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Note: Sensitive information has been censored throughout this training module.
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Loan pipeline

When logging in to myOptigo, you will be brought to 
the Pipeline Screen. This screen displays all loans you've 
submitted to Freddie Mac and the associated status.



This is your starting point for all loan submissions and 
reviews.

→Click to continue
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Note: Sensitive information has been censored throughout this training module.
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Loan pipeline

On the pipeline page, you can view general loan details 
such as opportunity name, opportunity ID, loan 
number, status, date submitted, deal team, branch, city, 
state, property name, and other relevant information.

→Click to continue
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Note: Sensitive information has been censored throughout this training module.
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columns

By clicking the "Columns" button on the sidebar, you 
can customize which columns are displayed in your 
pipeline view. Please note that any changes you make 
will reset to the default template after you log out.
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columns

You can also click on a specific column header to 
customize your view.



You can also rearrange the order of the columns by 
clicking and holding the header of the column you 
want to move, and dragging it to the position you 
would like.

Note: Sensitive information has been censored throughout this training module.
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Note: Sensitive information has been censored throughout this training module.
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filters

You can also filter by a specific field using the sidebar 
on the pipeline page.
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Note: Sensitive information has been censored throughout this training module.
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filters

You can also filter by hovering over a column 
header, clicking on the hamburger icon and 
clicking the middle button.
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pin columns

By clicking a column header, you can 
also choose to pin that column to either 
the far right or far left of your pipeline 
view for easier access.

Note: Sensitive information has been censored throughout this training module.
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Note: Sensitive information has been censored throughout this training module.
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grouping

You can also group columns to organize your 
pipeline data by clicking on the header; however, 
grouping is only available for certain columns, 
such as External Status, Date Submitted, and City.
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Resizing columns

To resize columns, you can use the 
autosize columns options.

Note: Sensitive information has been censored throughout this training module.
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reset columns

To reset columns to the default pipeline, 
click the "Reset Columns" option.

Note: Sensitive information has been censored throughout this training module.
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Note: Sensitive information has been censored throughout this training module.
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search

You can search for a loan by many characteristics such 
as property name, opportunity name, and loan number 
using the search bar at the top of the pipeline page.
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Note: Sensitive information has been censored throughout this training module.
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items per page

You can customize how many items you want to view 
per page at the bottom right of the pipeline. Available 
options include 50, 100, 150, 200, and 250 items per 
page.
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Note: Sensitive information has been censored throughout this training module.
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1-level sort

Sort any column from A to Z by clicking once on the 
bolded column header.



Sort from Z to A by clicking on the bolded column 
header again.



Clicking a third time will remove the sort from this 
column.
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Note: Sensitive information has been censored throughout this training module.
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2-level sort

You can also sort two levels at a time. 



After sorting one column, you can add a secondary level 
of sort by holding down shift and clicking the other 
column you want to sort.



After double sorting, you’ll notice a small 1 or 2 next to 
the arrow in the header indicating whether the column 
is the primary or secondary priority for the sort.



Remove the secondary sort by clicking on the bolded 
column header again.

→Click to continue
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Note: Sensitive information has been censored throughout this training module.
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export

You can export the pipeline screen by clicking the 
export button located on the sidebar.
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Note: Sensitive information has been censored throughout this training module.
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Create new conventional small opportunity

To create a new opportunity, click the "Create 
Opportunity" button in the top right corner and select 
"Opportunity."

Note: AON pools and supplemental loans should 
continue to go through the Origination & 
Underwriting System (OUS) for the time being.
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Create new conventional 
small opportunity

To upload a new loan, fill out all 
required fields specific to the 
Conventional Small loan on the 
submission form.

Note: Sensitive information has been censored throughout this training module.

©2025 Freddie Mac Multifamily Confidential

Optigo Lender

 myOptigo® Adoption Materials



Create new conventional 
small opportunity

Select the product type, sub-
product type (if applicable), 
funding type, specialized asset 
type (Conventional Small), loan 
type, loan sub-type, and lender 
branch and deal team. Enter a 
name for the opportunity, then 
upload the associated Loan 
Submission Template (LST) using 
the Excel upload button.

Note: Sensitive information has been censored throughout this training module.
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Note: Sensitive information has been censored throughout this training module.
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Create new conventional 
small opportunity

Once all required information has 
been input, the “Upload” button 
will be active.
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Create new conventional small opportunity

After clicking “Upload”, you will be brought to a new 
screen where you will see the opportunity details.



Here you can review all submission data and clear any 
errors before submitting to Freddie Mac. 

The number of 
errors will appear 
in red at the top 
and show which 
tabs need to be 
reviewed before 
submission.

Note: Sensitive information has been censored throughout this training module.
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transaction data

On the Transaction Data tab, enter or verify transaction 
data such as Seller Loan #, Purchase Price (for acquisitions), 
Seller of the Property, Originator data and more.

Note that the error notification has been cleared for this 
screen and the field is no longer highlighted in red.

Note: Sensitive information has been censored throughout this training module.

©2025 Freddie Mac Multifamily Confidential

Optigo Lender

 myOptigo® Adoption Materials



property data

On the Property Data tab, enter or verify 
property information including: Property 
Name, Address, Type, Unit Count, etc.

Property Name Property Address

Make sure to also populate the “Water/ Sewer 
Infastructure” field, specific to Conventional Small loans.

Note: Sensitive information has been censored throughout this training module.
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Note: Sensitive information has been censored throughout this training module.
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borrower data

On the Borrower Data tab, verify or enter details 
including: Borrower Type of Entity, Borrowing Entity 
Name, Borrowing Entity Organization Name, Type and 
Borrower Principals.



At the bottom you can review Borrower Totals for 
Percentage Interest Owned, Net Worth, Liquidity, and 
Contingent Liabilities.



Resolve all errors before moving to the next tab.
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property management data

On the Property Mgmt Data tab, review and confirm 
the property management details, including the 
Property Management Company Name and whether 
the management is Borrower-Controlled.

Note: Sensitive information has been censored throughout this training module.
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sources and uses data

On the Sources and Uses tab, review all the information 
and ensure that the Total Sources and Total Uses 
match. Note that you can add additional Sources or 
Uses on this page as needed before proceeding.

Note: Sensitive information has been censored throughout this training module.
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Note: Sensitive information has been censored throughout this training module.
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quote scenario data

On the Quote Scenario tab, review, edit, and add all quote-
related data, including Loan Terms, Interest Rate Details, 
Buydown/Buyup fees, and Escrow information. 



Make sure all information is accurate and complete.
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rent roll data

On the Rent Roll tab, review and edit the uploaded Rent Roll 
subsections: Summary, Unit Type, Analysis, and Commercial.

Note: Sensitive information has been censored throughout this training module.
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income and expense data

On the Income and Expense (I&E) tab, you can 
review and edit the uploaded I&E and value 
data to ensure accuracy.

Note: Sensitive information has been censored throughout this training module.
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collections data

On the Collections tab, you can review and edit past 
years’ data as necessary, including details such as 
Monthly Vacancy and GPR.

Note: Sensitive information has been censored throughout this training module.
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Note: Sensitive information has been censored throughout this training module.
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tax abatement data

Lastly, on the Tax Abatement tab, you can specify if a Tax 
Abatement is applicable to the loan; if so, enter the 
Abatement Type, Start Date, and Specific Program details.

→Click to continue
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submit opportunity

Once all data has been reviewed and any errors have 
been cleared, the "Check & Send" button will become 
available; click this button to submit your opportunity 
to Freddie Mac for further review.

Note: Sensitive information has been censored throughout this training module.
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submit opportunity

The submission will take 1-2 minutes to process. After 
successful submission, a loan number will be generated 
and the loan status will update to “Loan Submitted”.

Note: Sensitive information has been censored throughout this training module.
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Note: Sensitive information has been censored throughout this training module.
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post-submission opportunity page

After the loan has been submitted, you 
can click on the opportunity to view 
information about the loan.
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Note: Sensitive information has been censored throughout this training module.

©2025 Freddie Mac Multifamily

post-submission opportunity page

You can view real-time status updates with timestamps, high-level 
summary information, and deal team members.

→Click to continue
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Note: Sensitive information has been censored throughout this training module.
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tasks section

Under the “Tasks” section near the bottom of the page, 
you will find specific tasks that you are prompted to 
complete throughout the loan process. Depending on the 
status, they will fall under “Pending” or “Completed.”
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upload narrative document

Under the "Core Production Documents" subsection, 
you'll find a pending task prompting you to upload the 
Mortgage Transaction Narrative Analysis (MTNA).



Lenders will upload a narrative document that provides 
qualitative insights into the Conventional Small loan, 
offering context and additional details that may not be 
captured in their submitted data.

Note: Sensitive information has been censored throughout this training module.
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Note: Sensitive information has been censored throughout this training module.
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upload narrative documentupload narrative document

After clicking the "Upload" button next to the pending 
task, select and upload the MTNA file from your device.
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Note: Sensitive information has been censored throughout this training module.
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upload narrative documentupload narrative document

Once you have selected a file to upload, click the 
"Upload" button again to complete the process.
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Note: Sensitive information has been censored throughout this training module.
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upload narrative document

The previously pending task will now move to the 
"Completed" tab, indicating that your upload was 
successful.
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upload narrative document

narrative document

You will see both the Initial LST Submission and the 
MTNA in the “Documents” tab. You can download and 
view the files by clicking the download icon to the far 
right or by clicking “Download All”.

Note: Sensitive information has been censored throughout this training module.
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Note: Sensitive information has been censored throughout this training module.
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Upload revised financials

You have the ability to upload revised financials (Rent 
Roll, I&E, Collections) prior to going under app.

→Click to continue
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Note: Sensitive information has been censored throughout this training module.
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Updated Property Financials request

You must first reach out to the producer on the deal to 
create a task on their end to upload revised financials.



Once a Freddie Mac producer has initiated the request 
for updated financials, you will see these requests in the 
“Tasks” card under the “Core Production Documents” 
dropdown.

→Click to continue
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Note: Sensitive information has been censored throughout this training module.
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Upload updated financials

Click “Upload” to upload a new LST with 
the updated financials.
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Upload updated financials

Choose the LST you want to upload, title it, 
and click “Upload” again.

Note: Sensitive information has been censored throughout this training module.
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The system will extract the I&E, Collections and Rent Roll data from the LST, 
close the “Upload Property Financials” task, and create three new tasks.
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Review updated financials

You’ll see three new “Review” tasks to complete under the “Core 
Production Documents” dropdown. At this time you can either 
“Review” the data you just uploaded, or “Reupload”.

Note: Sensitive information has been censored throughout this training module.
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Note: Sensitive information has been censored throughout this training module.

©2025 Freddie Mac Multifamily

Review updated financials

Here you can review the data to confirm it was 
extracted correctly from the LST. You can edit values 
and add “Lender Comments” by double clicking into 
the cell.

→Click to continue
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Review updated financials

Click “Submit” when you’re ready to send the 
updated financials to the Freddie Mac producer.



Note: You cannot undo this action.

Note: Sensitive information has been censored throughout this training module.
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Note: Sensitive information has been censored throughout this training module.
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Review updated financials

Return to the “Summary” page and complete 
this same review process with the other two 
outstanding tasks.



Completion of tasks is optional; you may 
choose to complete one or several tasks based 
on which financial data is required.
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updated financials complete

Once you have finished reviewing and submitting each of 
the tasks for the desired updated financial data, you can 
view these tasks in the “Completed” tab of the “Tasks” card.



Note that this process can be repeated until the loan status 
is Quote Accepted.

→Click to continue

Note: Sensitive information has been censored throughout this training module.

©2025 Freddie Mac Multifamily Confidential

Optigo Lender

 myOptigo® Adoption Materials
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You have reached the end of this training.
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