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Welcome! This training will guide you through Master Servicing Monthly
Reporting Submission within our myOptigo platform.
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| Before going through the steps to submit reporting, first view your Organization’s name in the top

.
i ABC National Association ;;fﬁ};i':;_—fr_'g - ' —————————————————— left corner of the landing page. Next to the Servicer name, view the determination date to confirm
the month that you are submitting reporting for.
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Training” PowerPoint deck for information on deals in “complete” reporting status.
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MONTHLY REPORTING

ABC National Association

How to Attach Reporting
Document:

T

Drop your file here or click to browse

Click inside the dotted
outlined box to open File
% & Explorer for file selection.

File Type: xlsx. xls Max Total Size: 5 MB File Name Reference: Servicer-Code_Trans|D

_YYYYMM_remit.xlsx or Servicer-Code_Various YYYYMM_remit.xlsx

View slide Attaching a file or files for upload in the “Master Servicer Reporting MVP
Training” PowerPoint deck for more information on how to attach files.

myOptigo:
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& Open X

KeyBank National Association , - ,
4k # Docum... » Monthly Reporting v |0 - Search Monthly Reporting

Upload IRP Data Organize « Mew folder B » W 9 BACK TO LANDING PAGE

m Videos 2 MName Date modified Type

E This PC @ FP Various 202310 _remit 12/6/2023 10:55 AM Microsoft Excel |
-.. 30 Objects
li.l B Desktop
Brop your file hers or click to browss | Documents
; Downloads
J‘: Music

&= Pictures
Fiki Typeie: s, ke Max Total Siza: 5 MB Fila Nams Ralaraivis: Sarvicad-Codia_TranslD

FYYYMM_semiLulsx ar Servicer-Code_Various YYYYMM_remiLxlsy m Videos

am O5Dnsk (C:)

¥ MNetwork v £ >
= File name: | FM Various 202310 _remit v | | Custom Files v
! 2[Illplerll Cancel
File Selection: /

Through File Explorer, locate

your Monthly Reporting

: document and select it for

myOptigo: upload. You can also drag
Find my System Administrator and drop files from File

Explorer into the dotted

outlined box. © 2023 Freddie Mac
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MONTHLY REPORTING

KeyBank National Association

Upload IRP Data BACK TO LANDING PAGE

ij Now that the Monthly Reporting file is visible underneath the dotted box, you

Drop your file here or click to browse are ready to upload. Upload MOI‘Ithl_V Reporting_

File:

Click the Upload button to
upload the report.

Fite Typ: alsx, aie Max Total Size: 5 MEB File Name Referemnss: Servicer-Code_TransiD

OVEYRAM_remitslsn o Servicer-Code Various YV MM _remitxlsx

File Ready for Upload:

FM_Various_202310_remit

ol
N

lex | 2023-12-046 11:58:82 ES

View that the selected file is

ready for upload underneath UPLOAD
the dotted box.
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KeyBank National Association

Upload IRP Data

BACK TO LANDING PAGE
After clicking upload, the file upload will process and you will receive a green

| T | check mark next to the uploaded file and Successfully Uploaded message.
Drop your file here or click to browse ,¢" \
et )
File Type: .xlsx, .xls Max Total Size: 5 MB File Name Reference: Servicer-Code_TransiD JRe .’ ‘||
_YYYYMAM_remit.xlsx or Servicer-Code_Warious_YYYYMM_remit.xlsx L’ ’ '|
FM_Various_202310_remit p
xlsx | 2023-12-06 14:19:31 EST . p

1
AN

Hello, just a friendly reminder that using this site means that you agree to the followin

Files have been successfully uploaded!
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- C {0 & my-sitoptigoextfhimc.com/senvicing/mfms/reporting/submission-complete;determinationDate =undefined = Y ® 0O &
All Boockmarks
wOPTIGO View slides Successfully attached files and Warning messages in the “Master Servicer o

Reporting MVP Training” PowerPoint deck for more information on managing attached files.

MONTHLY REPORTING

Submission Complete

0 Upload Confirmation Page:
Thank you for your submission! C"Ck Return to the Landing
The following deal(s) were successfully submitted: Page button to naVigate

back to your landing page.

RETURN TO THE LANDING F‘A%E <

UPLOAD NEW FILES

After clicking Next, you will be directed to this page to show that the file
upload was successful and you can return to the landing page to view the
updates.
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7 OPTIGO This is the last page of the Submit Monthly Reporting training module. S

e — ;;fﬁ};;_ég You will now see that the Re.porting Statu§ is showinq as Complete, along with the Reporting Date/Time and I:ast .
Updated By columns reflecting the reporting upload time and the user name of user who uploaded the reporting file.
DEAL < = SUB-ORGANIZATIOM < = TOTAL ACTIVE LOANS = REPORTING 5TATUS < = REPORTING DATE/TIME < = LAST UPDATED BY < =
» FREMF16K1235 1 ® Open :
> FREMFI6K1236 (] ® |nactive
> FREMF16K1234 1 ® Open
> FREMF16K1242 3 ® Open
» FREMFIG6K1243 8] ® |nactive
> FREMFi16K1240 1 ® Open
> FREMFi16KI241 1 ® Open
» FREMF16K1239 3 ® Open v Y/
v FREMFIGK1237 1 ® Complete 2023-10-30 08:52:26 EST MF102848
XYL NLA 1 ® Complete 2023-10-30 0B:52:26 EST MFI102848
» FREMF16K1238 1 ® Open
» FREMF185B123%2 1 ® Open
> FREMF185B1237 2 ® Open
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View slide Summary of reporting submission status after validation results are
1 - 19 of 19 items - displayed in the “Master Servicer Reporting MVP Training” PowerPoint deck for | 55 .  items per page
more information on reporting submission status and file management.
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myQPTIGO

This section of the training will guide you through the Monthly Reporting - Error Scenarios within our
myOptigo. platform.

Possible errors include:

Incorrect File Name error, File Size Limit error, Incorrect File Extension error, Incorrect Column Format
error, Transaction ID error, or a data entry error.
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w ST BExternal
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MONTHLY REPCHTING
Servicer-Code_TransID _-YYYYMM_remit.xlsx OR Servicer-Code_Various_YYYYMM_remit.xlsx

L £\ Warning X

Dropvour file hers of click to browss

FM_namingError_Various_202310.xlsx - The file naming is
incorrect. Please resolve and try again.

Fil Tiypea: ilne sl Was Tetal Slnei-= WE Fils Gesis Nalsiascs: Serioss-Cods_TranslD
ﬂ JITYTMM sl slis of Sarstoar-Cuths, Varinos, VTR el aioe
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w ST External

«OPTIGO a

MONTHLY REPORTING

KeyBank National Association File Size cannot exceed 5SMB.

Upload IRP Data BACK TO LANDING PAGE

T £\ Warning X

Orop Yoyur file hars of ok td browss

FM_Various_202310_remit.xlsx - The file goes over the size
limit. Please resolve and try again.

Flli Tiypei- sioe, ais Was Titol Sl 5 WME FE Fanis Talares: Sapinad=Code TrasisD oK

n TN i il o Sevvicor-Coils Various VYYMR Fusiidlas %
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“ SIT External

wOPTIGO e
MONTHLY REFORTING

Accepted File Types = .xIsx OR .xls

KeyBank National Association

Upload IRP Data

J £\ Warning X
Drap your Tile herz ar olick o browee
FM_Various_202310_remit.xlsm - The extension of the file is
incorrect. Please resolve and try again.

Fita Types: xfin, xid Whaa Total Shiee: = BB Fa s Befe e Saorelse-Coda TransiD

JFV RN sl o Bershnor-Coda Wertius Y VWY W ramiadds

HOW ARE WE DOINGT

myOptign;

Find my System Administrator
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SIT External

wOPTIGO 6

MONTHLY REPORTING

KeyBank National Association

Upload IRP Data BACK TO LANDING PAGE

If you receive a TransID error, this means that the Transaction ID on the Monthly
Reporting file being uploaded does not match the Deal that you are attempting the
upload for.

Correct errors, remove files by clicking on the trash icon, and re-
E"' upload to continue.

FM_TransiDerror_202310_remit

Jlex | 2023-12-06 150034 EST n %
Drop your file here or click to browse e e gt S oo et £ N
Filis Typeir: wilex, ks Max Total Size: 5 MB File Nams Referende: Servicer-Code_TranslD
& Transaction ID Error:
MM remitsle of Serdicer-Code Variouws YYYYMM_remit sy J

View the error message then
delete the invalid file,
~ rename the file with the

appropriate TransID and
reattempt the file upload.

myOptigo:
Find my System Administrator
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SIT External

wOPTIGO 0

MONTHLY REPORTING

KeyBank National Association

Upload IRP Data BACK TO LANDING PAGE

If you receive a column format error, this means that the columns in the file being

(i, et s, v Ms by clicng oo et e s o uploaded are incorrectly formatted. Your file should reflect the Monthly Reporting
i template provided by Freddie Mac.
FM_Various_202310_remit _
Jelex | 2023-12-06 15:07-47 EST n %‘D
L:IFI:-F- e file here ar click ta browse Cotumns within file coutd nat be identfied. Please snsure that column headers A

IeaILIOLE 3nd namad CarmecTly and ory again

Filkir Typ: mlgx, ks Max Total Size: 5 ME Fils Hame Relerante: Servicor-Coda_ToansID ‘

VRN remilslex or Servicer-Code Vardouws YEYYMM_remilolss

Incorrect Column Format
Error:

View the error message then
 delete the invalid file,

reformat the columns/rows

with the appropriate column
formatting and reattempt

o the file upload.
i _
HOW ARE WE DOING?

Find my System Administrator
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ST External

#»OPTIGO

KeyBank National Association

Upload IRP Data BACK TO LANDING PAGE

If you receive an error message after uploading the report, first view the error

CHNCOGE Smics, Tt VAR oy CELC o i S S fr avic e message, then download the Error Message File to view the file specific error
E’ upload to continue. !
message.
FM_Various_202310_remit _
flex | 2023-12-08 1522501 £21 n ! DQ!D
HETOuE file here or click to browse Errors identified. Flease downioad error fil= far more detads and reuplaad the file after
N

Filia Typa: ken, xke Max Total Size: 5 ME Fila Nams Referance: Servicor-Code_TranziD

RN remixlen of Servicer-Code Various YYMM_remilalss

Download File Error
Message:

View File Error:

View the warning box and

~ error message. Clicking the download icon

- to download the error file. . . .
View Error messages for different error scenarios slides in the “Master Servicer Reporting

MVP Training” PowerPoint deck for more information on error message types.

myOptigo:
HOW ARE WE DOING?

Find my Systam Administrator
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i FM_UariDus_EﬂEﬂ%mit_ermr (2).cov

125 B « Done

ST External

nOPTIGO
[0 Don't show when dbwnloads finish

MONTHLY REPORTING

Download File Error
Message:

Open the Error File to view
the error. M

KeyBank National Association

Upload IRP Data

Correct errors, remove files by clicking on the trash icon, and re-
E} upload to continue.

FB_Various_202310_remit n s

Xlex | 2023-12-06 1522834 ES]

Drop your file here or click to browse ) Erroee TR Blaa rhala Cr e o P Hotie doit e g T i 2

Fila Thpel: niax, s Max Total Size: 5 MB File Mame Reteramb: Servicer-Coda_TranslD

YR remitwlen of Servicer-Code Variows YYYMM_remit sy

View slide Error details downloaded in error file in the “Master Servicer Reporting MVP Training” PowerPoint
deck for more information on error causes and the downloaded error file with details of the loan and errors.
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203003356 Loan ID

TransactionIld FRELoanld Field Name Field Value Message

Loan ID must be populated, data must be 9 digit
numbers, Duplicate loan number is not allowed,
Negative value is not allowed, Loan cannot be in
a deal for which reporting has already been
submitted and reporting status is 'Complete,” all
loans in the deal must be included in the same

503003956 upload file.

~ View File Error Message:

~ View the file error message
~ and resolve the error.

______________________________

______________________________

View slide Downloadable error file in the “Master Servicer Reporting MVP
Training” PowerPoint deck for more information on the error file columns.
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81T External

/OPTIGO This is the last page of the How to Handle Monthly Report Uploading Error Scenarios training module. e

KeyBank National Association

Upload IRP Data BACK TO LANDING PAGE

Correct errors, remove files by clicking on the trash icon, and re-
G} upload to continue.

FM_Various_202310_remit

flax | 2023-12-16 1022801 ESI

Drop your file here or click to browse

Delete Invalid File:

Filis Typar: ks, ak Max Total Size: 5 MB Fila Nams Referamcs: Servicar-Code_TranslD

RN remialen or Servicer-Code Various YVYYMM_remitxlss

Click the trash can icon to
remove the invalid file and
reattempt the file upload.
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> FREMF16K1235 1 ® Open :
> FREMF16K1236 0 ® Inactive
> FREMF16K1234 1 ® Open
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i s View slide Sorting and filtering in the “Master Servicing Supplemental .
My Deals = 09/11/2023 Guidance” PowerPoint deck for more information on sort and filter features. | REPORTS 3

DEAL < = ORGANIZATION < = SUB-ORGANIZATION = = TOTAL ACTIVE LOANS < = REPORTING STATUS o = REPORTING DATE/TL... & = LAST UPDATED BY < = v =
s FREMFI6K1235 1 ® Open :
> FREMF16K1236 O ® Inactive
> FREMF16K1234 1 ® Open
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ABC National Association gog/11/2022

DEAL & = SUB-ORGANIZATION £ = TOTAL ACTIVE LOANS £ E@ REPORTING STATUS % = REPORTING DATE/TIME % = LAST UPDATED BY % =

> FREMFI6K1235 1 ™ Open :
> FREMFI6K1236 0 ® Inactive

> FREMF16K1234 1

> FREMF16K1242 1

> FREMFIE6K1243 0

> FREMFI6K1240 1

» FREMFIGK1241 1 ® Open

> FREMF16K1239 1 ® Open

> FREMF16K1237 1 ® Open

> FREMF16K1238 1 ® Open

> FREMF185B81239 1 ® Open

> FREMF185B1237 2 ® Open

> FREMF185B1238 1 ® Open
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