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Navigation 

Freddie Mac Access Manager enables you to grant and control access to Multifamily systems, tools and 
applications. The following details how to access the different functions within Access Manager for a 
System Administrator from the homepage of the application. 
 

1. Navigation Menu Bar: The grey menu bar allows you to access your work items, track requests, 
create reports and manage settings. 

2. Quick Link Cards: Enables you to quickly access the different functions within Access Manager 
to create users and manage their access. 

3. Notification Cards: These are at the bottom of the homepage. These cards display and allow for 
quick access to all Latest Approvals, Violation Work Items, Forms and Access Reviews. 

4. Drop-down Menu: An alternative method to access the different functions within Access 
Manager that involve managing user access. 
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Here are the navigation menu bar functions: 

1. My Work: This drop-down allows navigating to recertification access reviews and other work 
items. 

2. Intelligence: Use this drop-down to generate reports regarding user access and profile 
information. 

3. Notification: This bell icon displays all notifications present for the Access Manager system 
administrator profile. 

4. Profile: Use this drop-down to manage profile preferences, access the Help function and logout 
of Access Manager. 
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Create New User Account with Access 

The following steps detail how to create an Access Manager account for new users. Your users will need 
these accounts to access Freddie Mac Multifamily systems. 

Part I – From the Home Screen 

1. Click on the Create New User with Access card 
2. Enter user information 

• Required fields are marked with a red asterisk (*) 

• Company is prepopulated and cannot be edited 
3. Click Next 

 

 

Part 2 – On the Add User Access Page 

1. Enter Access Information. 
a. Select Seller or Servicer from the Business Account Type list 
b. Choose the appropriate Functional Role (i.e., Loan Submitter or Servicing Specialist) 
c. Check Select Access to display all applications and tools associated with the Functional 

Role 

d. Click  to remove an application / role combination 
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2. Click Next. 
 

 

Part 3 – On the Confirm Request Page 

1. Review user information for accuracy. Note: Click Back to correct user information. Click Cancel 
to close request without submitting. 

2. Click Submit. 
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Add Access to Existing User Account 

The following details how to add new access to an existing Access Manager user account. Your users will 
need role-based access to complete specific functions within Freddie Mac Multifamily systems, such as 
loan submissions or investor reporting. 

Part I – From the Home Screen 

1. Click on the Add User Access card 
2. Search for desired user(s) within the Available Identities list 

a. Enter first or last name in the Filter by Identity field. 
b. Click the Search icon. 
c. Check all, part or one account from the results. 
d. Click Submit. 

 

 

Part 2 – On the Add User Access Page 

1. Enter Access Information. 
a. Select Seller or Servicer from the Business Account Type list 
b. Choose the appropriate Functional Role (i.e., Loan Submitter or Servicing Specialist) 
c. Check Select Access to display all applications and tools associated with the Functional 

Role 

d. Click  to remove an application / role combination 
2. Click Next. 
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Part 3 – On the Confirm Request Page 

1. Review user information for accuracy. Note: Click Back to correct user information. Click Cancel 
to close request without submitting. 

2. Click Submit. 
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Disable a User Account 

The following details how to disable an Access Manager access for an existing user account. 
 
First, a system administrator should remove all access from the intended user account. Next, the user 
account should be disabled to ensure the user can’t access their account and Freddie Mac applications 
managed by the Access Manager. 

Part 1 – Remove All Access 

 
1. On the home screen, click on the Remove User Access (Multifamily) card. 
2. On the Search page, search for the user by entering the MF ID, First Name or Last Name in the  

search bar. 
3. Click on the user from the search results. 

 

 
 

4. On the Select Access page, select all user access from the Access drop-down menu. Then click 
Confirm and click Next. 
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5. On the Confirm Request page, review the information and click Submit. 
 

 

Part 2 – Disable User Account 

 
1. On the home screen, click on the Disable User Accounts (Multifamily) access card. 
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2. On the Search page, search for the user by entering the MF ID, First Name or Last Name in the 
search bar. 

3. Select the checkbox next to the user account and click Submit. 
 

 
 
Note that only user accounts that are currently listed as “Active” will appear in the search results. 
 

4. On the Confirm Request page, review the user information for accuracy. You can click cancel to 
close the request without submitting. Otherwise, if everything is accurate, click Submit. 
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Notes 

• User accounts that have no entitlements associated to the profile for more than 120 continuous 
days will automatically be set to ‘Disabled’ within Access Manager. 

• User accounts that have been ‘Disabled’ for more than 150 days will automatically be set to 
‘Inactive’ within Access Manager. 

 

Create B2B System Account Profile 

The following details how to create the profile of a system account in Access Manager. Optigo lenders 
participating in Multifamily’s business-to-business (B2B) capabilities may use this feature to create system 
accounts. 

Part I – From the Home Screen 

1. Click on the Create New System Access card. 
2. Enter user information. 

a. The Required Fields are marked with a red asterisk (*). 
b. Your Company is prepopulated and cannot be edited. 

3. Click Next. 
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Part 2 – On the Add System Account Access Page 

1. Enter Access Information. 
a. Select Seller or Servicer from the Business Account Type list 
b. Choose the appropriate Functional Role (i.e., Loan Submitter or Servicing Specialist) 
c. Check Select Access to display all applications and tools associated with the Functional 

Role 

d. Click  to remove an application / role combination 
 

 
 

2. Click Next. 
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Part 3 – On the Confirm Request Page 

1. Review user information for accuracy. Note: Click Back to correct user information. Click Cancel 
to close request without submitting. 

2. Click Submit. 
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Edit B2B System Account Profile 

The following details how to edit the profile of a system account in Access Manager. Optigo lenders 
participating in Multifamily’s B2B capabilities may use this feature to update the primary point of contact’s 
name or email address. 

Part I – From the Home Screen 

1. Click on the Modify System Profiles card 
2. Search for a system account by using the Search Bar to enter the name or MF ID of the system 

account. 
3. Click on the intended system account. 

 

 

Part 2 – On the Modify System Profiles (Multifamily) Page 

1. Update profile information. You can update the Name or Email Address for the system account. 
2. Click Next. 
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Part 3 – On the Confirm Request Page 

1. Review user information for accuracy. Note: Click Back to correct user information. Click Cancel 
to close request without submitting. 

2. Click Submit. 
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Generate User Reports 

The following details how to generate user reports in Access Manager. Reports from Access Manager 
can be created in order to retrieve different details relating to user identities and relevant application 
access. 
 

1. From the home screen, click on the Intelligence drop-down and select Reports. 
 

 
 

2. On the Reports page, navigate to the Reports tab. 
3. Click on the Multifamily User Application Access Report. This report will generate a report with 

user profile information but will not state application access for given users. 
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4. On the Edit Report page, under Report Properties, enter a Report Name, select Email Recipients 

and Email Attachment Format. 
 

 
 

5. Select Applications or Identities that you would like a report generated for (i.e., Selecting ‘DLS’ 
from the application menu will generate a report with all users who have access to DLS). Click 
Next. 

a. Note that not selecting specific identities or applications from the drop-down will generate 
a report for all users within your organization. 
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6. On the Report Layout section, you have the option to modify the columns and general display of 
the report or to select nothing and use the default report layout. 

7. Click on Save and Execute when you’re ready to generate the report. 
 

 
 

8. On the Report Result page, click View Report Results to see the report or click Edit Report to 
modify the existing report. 
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