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Underwriting LST Upload Training



Welcome! This training will guide you through the myOptigo® 

Underwriting LST Upload process.

Summary:

After a loan goes under application with Freddie Mac, Optigo lenders must 
submit an updated Loan Submission Template (LST) to Freddie Mac 
Underwriting—including the latest I&E, Rent Roll, Collections, Rent 
Comparables, and Sales Comparables data for their deal. This action can be 
completed multiple times throughout the Freddie Mac underwriting process, 
ensuring the latest financials are used to make a credit decision. Optigo 
Lenders can also select their preferred quote scenario directly in the system 
instead of relying on offline communication.

Business Benefit:

Lenders can upload the LST directly to the loan record in myOptigo, 
eliminating the need to use the separate Document Management System 
(DMS).


Provides real-time visibility into the latest loan status within myOptigo.


Enables lenders to indicate their preferred quote scenario directly in the 
system.


Reduces reliance on offline communication, minimizing confusion about 
quote preferences.
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The loan must be in the "Quote Accpted" status to 
proceed with uploading the Underwriting LST.

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

After logging in, navigate to your Opportunity and 
locate the “Tasks” card on the “Summary” tab.



Expand “Underwriting Documents” to see which 
items are pending.

Note that this training is intended for guidance of Optigo 
lenders only, and is not applicable for internal users.
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Create a new task

If you do not see an existing 
“Upload Underwriting LST” task, 
continue with the training by 
clicking here.

If you already see an existing 
“Upload Underwriting LST” task 
(pictured to the right), click here 
to continue.

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 a new task

Click “Create New”.
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Note: Sensitive information has been censored throughout this training module.
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Create a new task

Scroll and select "Upload Underwriting LST" 
from the drop down.
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Note: Sensitive information has been censored throughout this training module.
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Create a new task

Click "Create" to create new task for Upload 
Underwriting LST.



(Note: this may take about 5 seconds).
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Note: Sensitive information has been censored throughout this training module.
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Upload underwriting lst

Find the "Upload Underwriting LST" task in 
"Underwriting Documents", click the 
ellipses, and select “Upload”.
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Note that you can select / deselect 
which sections to include data for. This 
is especially helpful when re-uploading 
an LST with updated data.

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

Select the appropriate file from your 
desktop. 



Title your file & click the “Upload” button.

Also note that the Rent Roll date will auto-
populate from the LST and cannot be edited in 
myOptigo. If updates are needed it must be 
edited directly in the LST prior to upload.
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Upload underwriting lst

You will see five new Underwriting tasks 
marked as “Processing Underwriting LST Data”.



You will then need to hard refresh the page.

→Click to continue

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

After refreshing the page, each of the 5 tasks 
will now say “Review Underwriting LST”.

Note: You will not be able to create a new 
“Upload Underwriting LST” parent task until all 
child tasks are closed (submitted or deleted).  

You may also re-upload an LST file for individual 
child task by clicking on the associated ellipses 
and then clicking “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.
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Review I&E

Start the review process by finding the "Review 
Underwriting LST - I&E" task in "Underwriting 
Documents". 



Click the ellipses and select “Review”.
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Edit i&e

Review your I&E data and make edits as 
needed. 



You can edit the values in any column by 
double clicking into the row.

Note that you can return to the Summary Page / Task list at anytime by 
either clicking the ‘back’ arrow on the top left above the page header, 
or the “Cancel” button on the top right next to the “Save” button.

Note: Sensitive information has been censored throughout this training module.
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Edit i&e

Once you’ve updated your value, click into the 
white space to see the field updated.

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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Edit i&e

You can also customize which columns are 
showing by clicking the “+/- Columns” button.
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Note: Sensitive information has been censored throughout this training module.
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Edit i&e

Check / uncheck the columns you 
would like to show / hide and click 
“Save” to save your view.
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Note: Sensitive information has been censored throughout this training module.
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Submit i&E

If you are not yet ready to submit you 
can click “Save” to save your changes 
before exiting the screen.
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Note: Sensitive information has been censored throughout this training module.
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Submit i&E

Once you have finished editing & reviewing the I&E 
hit “Submit”.



Note: There is no undoing this action. You will need 
to reupload an I&E after clicking “Submit” to make 
any necessary updates/corrections.
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return to task summary page

Click “Return to Task Summary Page” to 
continue the LST review process.

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 Sales comps

Find the "Review Underwriting LST - Sales Comps" 
task in "Underwriting Documents". 



Click the ellipses and select “Review”.
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Edit Sales comps

You’ll see all information about Sales Comparables 
pulled from the LST upload.



Edit an existing property’s details by clicking the 
pencil icon.

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

A pop-up will appear allowing you to edit all property details. Once you have 
finished click “Update” to see your changes reflected in the Analysis table, or 
“Cancel” to discard changes.

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

To delete a property click the trash can icon under 
the “Actions” column in the row of the property 
you’d like to delete.

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

A pop-up will appear asking you to confirm that you 
would like to delete this property.



Click "Confirm" to delete the property or click 
"Cancel" to return to the Review screen.

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

You can also add new properties to the Analysis. 
Click the “+ Add New Property” button to start.

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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Edit Sales comps

Fill in all details for the new 
property in the pop-up modal.
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Note: Sensitive information has been censored throughout this training module.
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Edit Sales comps

Click “Add Property” to update the 
analysis table with your new property.
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Edit Sales comps

Your new property will be added to 
the bottom of the list.

→Click to continue

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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Submit Sales Comps

Once you have finished editing & reviewing the 
Sales Comps hit “Submit”.



Note: There is no undoing this action. You will 
need to reupload the Sales Comps after clicking 
“Submit” to make any necessary updates/
corrections.
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return to task summary page

Click “Return to Task Summary Page” to 
continue the LST review process.

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 rent Collections

Find the "Review Underwriting LST - Rent 
Collections" task in "Underwriting Documents". 



Click the ellipses and select “Review”.
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Note: Sensitive information has been censored throughout this training module.
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Edit Rent collections

Review your Rent Collections data and make 
edits as needed. 



You can edit the values in any column by 
double clicking into the row.

Optigo Lender

 myOptigo® Adoption Materials



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

Once you’ve updated your value, click into the 
white space to see the field updated.
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Note: Sensitive information has been censored throughout this training module.
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Submit rent collections

Once you have finished editing & reviewing the 
Rent Collections hit “Submit”.



Note: There is no undoing this action. You will 
need to reupload the Collections after clicking 
“Submit” to make any necessary updates/
corrections.
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return to task summary page

Click “Return to Tasklist” to continue the 
LST review process.

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 rent comps

Find the "Review Underwriting LST - Rent Comps" 
task in "Underwriting Documents". 



Click the ellipses and select “Review”.
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Edit Rent comps

You’ll see all information about Rent Comparables 
pulled from the LST upload.



Edit an existing property’s details by clicking the 
pencil icon.

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

Add a new unit type to the property 
by filling out the top row and clicking 
“Add New Unit”.

Note: Sensitive information has been censored throughout this training module.
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Or edit an existing unit 
type by clicking the 
pencil icon.
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Edit Rent comps

After clicking the pencil icon, the details 
will appear in the card below. You can edit 
any of the fields and click “Update Unit” to 
see the changes reflected in the chart for 
that unit type.

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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edit rent comps

Click the blue “Update” button to 
save your changes of this property.

Confidential

You can see here 
the Rent/Unit Max 
is now updated 
from 1500 to 1600.
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Edit Rent comps

You can also add new properties to the Analysis. 
Click the “+ Add New Property” button to start.

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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Edit Rent comps

Fill in all details for the new 
property in the pop-up modal.

Optigo Lender

 myOptigo® Adoption Materials



Edit Rent comps

Enter at least one unit type for the 
property and click “Add New Unit”.

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

Click “Add Property” to update the 
analysis table with your new property.

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

Your new property will be added to 
the bottom of the list.

→Click to continue

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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Submit rent Comps

Once you have finished editing & reviewing 
the Rent Comps hit “Submit”.



Note: There is no undoing this action. You 
will need to reupload the Rent Comps after 
clicking “Submit” to make any necessary 
updates/corrections.
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return to task summary page

Click “Return to Task Summary Page” to 
continue the LST review process.

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 rent roll

Find the "Review Underwriting LST - Rent Roll" task 
in "Underwriting Documents". 



Click the ellipses and select “Review”.
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Rent roll errors

The card on the left allows you to click through the Rent 
Roll Summary, Unit Type, Rent Roll Analysis, and 
Commercial Rent Roll. 



The total number of errors will automatically display at the 
top of the card. If there are any errors found you will also 
see that number circled in red next to the header of the 
section that it applies to. Otherwise you will see a green 
checkmark to indicate no errors were found.

→Click to continue

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

The page will load on the “Rent Roll Summary”. This page is 
not editable, but will update and display any edits you 
make to the Unit Type, Rent Roll Analysis, and Commercial 
Rent Roll.



Click into the “Unit Type” row to see more details and edit 
information.

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

Click into any field to edit.

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

Here is an example of an error 
message when the unit type 
is changed. Changing the unit 
number back to 4.0 will 
remove these errors.

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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unit type details

You can add a new Unit Type 
to the table by clicking the 
“Add New Unit Type” button 
and filling in the details.

Confidential
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unit type details

After filling in the details you 
will notice the same error 
message below the field and 
in the total error count. Click 
into Rent Roll Analysis to view 
the Rent Roll Units and 
remedy the error.

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

Click into the Unit that 
corresponds with the new 
unit type to change it.

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

Notice that the error icons 
and notifications are now 
back to green checks, 
indicating the discrepancy 
has been resolved.



Click into the Commercial 
Rent Roll tab.

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

Commercial Rent Roll data 
will be displayed on the last 
tab if applicable.

→Click to continue

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

Once you have finished editing & 
reviewing the Rent Roll hit “Submit”.



Note: There is no undoing this action. 
You will need to reupload the Rent 
Roll after clicking “Submit” to make 
any necessary updates/corrections.

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

©2025 Freddie Mac Multifamily Confidential

Optigo Lender

 myOptigo® Adoption Materials



return to task summary page

Click “Return to Task Summary Page” to 
continue the LST review process.

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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View completed tasks

Once you have finished reviewing, editing, and 
submitting all 5 tasks, navigate to the “Completed” 
tab on the Task List.
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Note: Sensitive information has been censored throughout this training module.
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View completed tasks

You’ll find all 5 review tasks you just completed in 
“Underwriting Documents”.



Click “View” to see your submitted financials.
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View completed tasks

Note that you are able to view your submitted 
financials, but you are not able to edit.



Hit “Close” to return to the task list.

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

After the Underwriter LST is complete, a task called 
“Confirm My Scenario” will appear.



By clicking “Start” you will be able to choose your 
preferred quote scenario directly in the system 
instead of relying on offline communication.

Note: Sensitive information has been censored throughout this training module.
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12,999,000

lender scenario selection

Select a Quote from the left-hand 
side to see details.

Note: Sensitive information has been censored throughout this training module.
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12,999,000

lender scenario selection

You’ll be able to revise the Scenario by editing the 
Loan Amount, Sizing Treasury, Servicing Fee, and 
NOI Source.



Once satisfied with the scenario details, click 
“Submit”.

Note: Sensitive information has been censored throughout this training module.
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12,999,000

lender scenario selection

A pop-up modal will ask you to confirm 
your submission. Click “Submit” again.



Note: This action cannot be undone.

Note: Sensitive information has been censored throughout this training module.
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12,999,000

lender scenario selection

After submitting, click “Back to task page”.

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

You can view your uploaded LST by going to 
the “Documents” tab. 

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

You can download and view the file you 
uploaded by navigating to the Documents tab 
and clicking the download icon.



Any additional LST or financial documents you 
upload will appear here as well.

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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Re-upload underwriter lst

At this time you are able to re-upload your 
Underwriter LST if needed.



Click “Create New” Button.

Confidential
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Re-upload underwriter lst

You’ll now see the “Upload Underwriter LST” option 
is available again from the drop-down. 



Select and click “CREATE” to repeat the Underwriter 
LST upload, review, and submit process.

→Click to continue

Note: Sensitive information has been censored throughout this training module.
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You have reached the end of this training.

Click to Return to Slide 1.
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