Submitting a loan through Calyx Point

:—-’:\1 FannieMae.

Tip: To print this document, click & (Print). To get a closer look at a screen, click X,

(Zoom In) in the toolbar.

This document shows you how to work with a loan in Calyx® Point® Version 5.3 and submit it to a
sponsoring lender in Desktop Originator® (DO®) for an underwriting recommendation from Desktop
Underwriter ® (DU®). It is not intended to walk you through the 1003 section by section, but rather to
explain the overall process of creating and submitting a loan.

Step

1. To access DO through Calyx Point, you must
first indicate that you want to connect to DO.
Click Utilities, then click Fannie Mae
Connectivity.

Note: You only have to perform this setup
procedure once. The settings remain the same
until you change them. If you have already set
up your system, go to Step 3.
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Step

2. The Fannie Mae Connectivity screen appears.

a.

C.

Make sure Desktop Originator is selected
under “Connect to.”

Choose the settings that work best with your
workflow:

e If you select Skip DO/DU introduction
page, when you click the Desktop
Originator tab, you go directly to DO
and bypass the DO with Calyx Point
resources web page.

e If you select Always exit DO/DU
without confirmation prompts, you
will not receive a warning message each
time you exit DO and return to Calyx
Point, and the system will automatically
download any changes made to the
1003 back to Calyx Point when you exit
DO/DU. Any findings associated with
the loan will also be automatically
downloaded.

Important: If you do not select this
option, you can choose not to download

changes when you return to Calyx Point.

If you select this option, any changes
you make in DO/DU will always be
automatically downloaded and will
overwrite the data in Calyx Point.

e If you select Do not check for
underwriting errors, the system will
not check some of the fields required
for underwriting when sending the loan
to Fannie Mae.

Important: If you do not select this
option, the system will prompt you if
some of the fields required for
underwriting are not complete. You can
then either fix the problem or continue
and submit the loan to DO.

Enter your DO user ID and password, leave
the Institution ID field blank, and click OK.

Screen
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Step

3. Open the desired Calyx Point file. In the menu
bar, click Interfaces, select Fannie Mae, then
Loan App Pg 1.

4. Enter the type of mortgage and terms of loan.

Note: For balloon loans, select the Fixed Rate
amortization type. For a 30/15 balloon loan,
enter the Term as 360 and the Due In as 180.
(You will also need to mark the Balloon check
box on the Fannie Mae Addendum screen. Also
note that Buydown or ARM loan information
should also be completed on the Fannie Mae
Addendum screen.)

5. For atypical rate/term refinance, be sure to mark

the No Cash-Out Refi check box under the
Purpose of Loan category and select Limited
Cash Out Rate/Term from the Purpose of
Refinance list.

For investment loans, complete the Gross Rent
and Occupancy Rate fields located on the
Investment Information screen. To display the
Investment Information screen and enter this
information, click Forms, Borrower
Information, then click the Investment button
located at the bottom of the screen.

Use the Existing Lien field to enter the balance
of the existing lien for refinances, including
Construction-to-Permanent loans.

6. Enter the borrower’s marital status and present
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Step Screen

7. Open Page 2 of the Fannie Mae Loan

Loan Application W
Application by clicking Page 2 at the top of the | | I I
screen. FPage 1 Im ‘\PageB Addendum || Government
8. Enter employment data. If the borrower is self-  [f.—— ? E:::322E|NT$BFE::,HDN oot ]
employed, click Self-Emponed. Employer ® M SefEmployed | Employer I~ SefEmployed
Important: If the borrower or co-borrower o :Mm — o :
does not receive direct compensation for o | oy |
employment, be sure to leave the employment see [ zp[ see [ oz[
fields blank.
Pastion | Posiion |
If the borrower or co-borrower currently has a Bus P [T o[ BusPh [T visonwok [T
second job, enter it in the Former Employer visonigb [1 [y J6 mehs . iz = | I .
section. In the From field, enter the month, day,
and year in two-digit format (for example,
01/01/03), or enter the date with a four-digit
year (for example, 01/01/2003). In the To field,
enter the word present.
9. Enter the necessary data about the borrower’s Y, MONTHLY INCOME AND COMEINED HOUSING EXPENSE INFORMATION
monthly income at the bottom of the screen. | ety hene e
e The Base Income field should include %I: e : S : = F‘Ft&l = [
income from the borrower’s primary job, Borwses | | | o [
along with any income that the borrower Commisen | | | Hais | [ w50 [ 100
receives from second jobs that you entered Divint | | | [ Taes [ [ w0 [ 1oem0
in the Employment screen. et Fent | | | wans [ [ [ 2w
e The Other field shows the rolled-up total of E:: : p— : : — il —
the amounts entered in the Describe Other Tod [ gmom | G700 | G000 Tael [ @O | 1a2e
Income section of the screen. To place an
amount in the Other field, you’ll first need o oot
to scroll down to the Describe Other Income = 2000
section and enter the data there. Type a B F butenble e Accou Incone —
for borrower in the B/C field. Make sure to o e e
select a description from the Description Hiliay Elaes Hlonance
list: do not type a description. Enter the
amount in the Monthly Inc field.
10. Click Page 3 at the tOp of the screen. Loan Application Desktop Originator Results
Fage 1 I FPage 2 Im#\ddenduml Govemmentl
I
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11.

12.

13.

Step

In the upper-right corner of the Assets and
Liabilities section, indicate whether the
application is being completed Jointly or Not
Jointly.

Refer to the Calyx Point User’s Guide for
detailed instructions for entering assets.

Important: You must select an asset type for
every asset. To do this, use the list box to the
left of the From VVOD button. If you do not
select an asset type, a message appears when
you try to submit the loan.

We recommend that you request a credit report
now and allow the system to copy the liabilities
from the credit report to the loan application.

Click Request Credit in the Liabilities section.

Note: If you have not yet named your Calyx
Point file, you must do so before you request
credit. In the menu bar, click File then click
Save As. Enter the file name you want to use,
then click OK.

The Credit Report Request screen appears.
Fannie Mae requires a three in-file merged
credit report, so make sure a check mark
appears next to all three selections in the Report
Type section.

Order a joint credit report if the borrower and
co-borrower appear on the same 1003, or an
individual credit report for each borrower that
appears on a separate 1003.

Make sure Order New Report is selected in the
Request Type section and make sure a check
mark appears on the Copy credit report
liabilities to the 1003 field. Enter the
appropriate selections in the remaining fields
and click Submit.
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IW' :ﬁ:ﬂz ?taa;'izl ¥ Maried [~ Urmaried [~ Separated
Copy from Bormower
:fdedse"t |44an Douglas Ave Credit FIN |
ress
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Former I
Address
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¥ Copy credit report lisbilties to this 1003

PIESJ%’DI help
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Step Screen

14. Enter the user 1D and password that were given x|

to you by your credit provider, then click OK. poconett [ Need Help?

H Test Credit A
Tip: If you do not want to re-enter your T Bet LIBELAGENEY
password each time you log in to the credit _ : 1-800-555-5555

. o User I0: Iteslcredld ;

provider, click Save Password to put a check Getting Started
mark in the box. Passward: I ””””””””” Administration

¥ Save Password

Ok Cancel |
)

15. SCI’O” to the liabilities SeCti_On in the_ 1003. The LIABILITIES Request Credlt || iew Credit | |Populate Lisb. |
Ilablllty data from the Credlt report IS now Company ® [ Resubordinated |~ Omitted IHevnIving Charge j FromVDM:’Ll
available for you to edit. BURSTING CREDIT RANMM Balarce Payment Mo left

. [F [ 13w | a7 [m

Use the list box to make any necessary changes I willbe paid off (1

to the liability type. You do not need to change fectho [f71a MoreEnties.. [J o7 [[ShorAl]

the entry in the R/L(I)/M field, because DO does |~ Hos Left

not use this information. ey CridSuppot | [ o[
Job Related Expenze I I

Note: Installment and revolving debts with ten | |

or fewer payments remaining are not included in el

. . Met Wworth I 428,361 Tatal I 428,361 I 452
the DO debt ratio calculations. Therefore, you

do not need to delete them from the liabilities
section.

At this time, you can also add any liabilities
disclosed by the borrower that did not appear on
the credit report.

For more information about editing liabilities,
refer to your Calyx Point User’s Guide.

16. For a refinance transaction, check the Schedule 1. ASSETS AND LIABILITIES [cont
of Real Estate Owned section at the bottom of T G TGS Deeupancy Rate [ %
Page 3 to make sure the address of the subject ﬂ;;;fg‘;dd*fSA Fram VOM |
o o o . Diouglas Ave. S/PS/R Tepe Remarks
property appears e_xactly as it does in the subj_ect |Hig|ay4m:23s [ . =l
property address fIEIdS on Page 1 Of the Fannle Market Value  Amtof Mtg  Gross Rent Mtg Payment Ins/TaxMisc  Het Hent
Mae Loan Application. | IEEE [ w2
) ) tdare Entries |1_ of 1 Shaw Al |
For example, if the subject property
address on Page 1 is 123 University Avenue and vers [ TEIW|[ G 8% | |
the property address on Page 3 is Alemate Nome Bt e S b

123 University Ave., the submission will not be | | |
successful. The two must match exactly. ! ! !

Note: An R in the S/PS/R field indicates that
the property is a rental. If the property will be
retained, leave this field blank, unless it is a
rental. (For example, you would leave this field
blank if the property is a second home.) For
detailed instructions for completing the
Schedule of Real Estate Owned section, refer to
your Calyx Point User’s Guide.
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Step Screen

17. Make any necessary changes in the Details of il DETAILS OF TRANSACTION
Transaction section on Page 4. a Purchass Price [ 14200000 j Subordinats financing [
Line D includes debts that you marked as “Will S | lklc ooty ¥ Lu;k II
be paid off” on Page 3, including any mortgages ||, g sisce | § =]
that are pending sale. For properties that are e e I =
pending sale, check the Lock box on Line D, i e clrigs | - =l
then subtract the corresponding mortgage e N P
balances from the total in Line D. hDiscomtfBononerwipey) [ | desmgCosfon [
i Total Costs 142,000.00
Use the four rows under Line L to list amounts e WL
that have already been paid by the borrower. o LI Greee][e|
Enter each type of payment in a different row. o oandnii [ e
For each entry, select the appropriate option P Cxtlentoe Lok |
from the list box, then enter a positive dollar
amount in the field to its right. For example, to
show borrower paid fees of $750, select
Borrower Paid Fees from the list box, then type
750.
Important: Do not enter any minus (-) signs in
the Details of Transaction section. The system
automatically evaluates each entry, determines
whether it should be positive or negative, then
transmits this information accordingly to DO.
18. Now you are ready to complete the Fannie Mae Loan Application Desktop Originator Results
Addendum. Click Addendum at the top of the
screen. The Fannie Mae Addendum screen Page 1| Poge 2| Poge3 moenen
appears. SdesPrice [ Emuly | Apprvaue [ 128000
Make sure that all of the basic loan data fieldsin " 1 © “e [
the top half of the screen are filled in. If you e | DIEED =l Produe Coce

Do Type I j

It Second Mortgage:  Owner of First Mtg [ FannieMae [T FreddieMac [T Seller/Other

already entered the information in another

screen, it will transfer here. Fill in any missing
data LOAN APPLICATION INFORMATION

" Balloon Signature Date I Interviev Date
Tip: Blank fields can result in error messages s | 5

when a file is submitted to Fannie Mae for ARM Index Tyos | =
underwriting. The fields accidentally left blank Index Margin % IndenValue % DualRate %
most often are Property Type and Interview

TRANSMITTAL SUMMARY INFORMATION

Date. Be sure to enter the necessary data into B Rl

both Of these flelds FRate(%]  Term(mth) Seller Provided Below Market [¥/N] I—
1:
% If Refinance,

— “will the proceeds be used to pay off an

ks equity line af credit on the property? [vAM] I—
4 Will the proceeds be used to pay off a I—
5 subordinate lien on the praperty? [v'/M]

I Escrow wil be waived

Property Type IDetached j

Project Classification [~ 441l Condo I~ EPUD [~ 1Co0p
I~ B/l Condo I~ FFUD [~ 2CoOp
I C4l Condo I~ Il PUD
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Step Screen

19 TO matCh properties Wlth thelr mortgages, SCrO" Match Liabilities with the associated RED, when appropriate:
H iliti H REOQs
d_own to the REOS/LIabIIItIeS SeCtlon SeIeCt the RED # | Property Address | MtgAmtl Cur Fesid... | Sub Prop.... |
first property listed under REOs, then click the 1 20 Douglss Ave., Higey, 427 85236 sidn X ¥
mortgage listed under Liabilities that

corresponds to that property.

Click Match. The system places a 1 nextto the | . § aen | A unmaen

property and the corresponding mortgage. RED # | Conpany [ Lisbilty Type [ MtgAne]
1 CHASE Installment Loan 91.250

Continue matching until all properties have SALLIE e pretaiment -oan o

numbers next to them. (An exception would be ey B e 18

if a property were held free and clear of any

liens.)

Note: You can complete this process only if
you requested a credit report in Step 23. If you
did not do this, you will need to match the
mortgages and properties later, when you are
working in DO.

20. You have already ordered a valid credit TR —
report and you have completed all of the

sections of the 1003 that are required for an
underwriting recommendation. You are now
ready to submit your loan for an underwriting
recommendation.

A credit report must be available within DO for
every loan that is submitted for a DU
underwriting recommendation. If you
previously requested a three-in-file merged
credit report for a loan, you can request a reissue
of the credit report in DO. By having an
existing credit report reissued, you can associate
the loan with that credit report, likely without
incurring a charge from your credit agency for
pulling new credit. (However, please note that
the credit agency may charge a fee for the
reissuance.)

Click the Desktop Originator tab.
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Step

21. The Welcome to DO with Calyx Point screen
appears. Click Submit.

22. The Fannie Mae Login screen appears. Enter
your user 1D and password for logging in to DO,
then click OK.

Tip: If you do not want to re-enter your
password each time you log in to DU, click
Save Password to put a check mark in the box.

Wait a few seconds as Calyx Point opens your

Screen

EX FunnicMar
Welcumu to Duskiop Oriyimater® (O™) with Caly® Poine®

Mo mattar if you 58 & s fima usse of & 1053 BMa USAT WA BRCEUFDR YOU 10 1ake SAvaNIags of tha
margage bioker £ppon & resources Fanne Mas has 1o ofer DO with Calyx Point customes.

Tips for Lising Desking Originator with Calyx Foist
= Simplfied Dosnkiad Process. Rather than havng to remembera click on a specifi link at Fannie

Mg 10 dowednsd yeur indngs, Pont wil sutomatically penengt you b dewnlzad your 1003 snd
fndings an oxting the Desktop Orignator tab, pravised that changes hawe bean made of new

Hew 10 Desking Oviginator
® Rugastar fur Daskans Origator
Sarvica & Support

+ Cates Traiting

St I~ I ] ki i inbachaction pags in the fubas
4

Fannie Mae Login x|

Please enter your Fannie Mae Uzer 1D and Pazgword:

User 1D: Itestuser

xxxxxxxx

FPassword:
W Save Passworg

(] 4
L

Cancel

Web browser and connects you to DO.

23. The Select Credit and Underwriting Options
screen appears. In the list box, click Credit and

Underwriting, then click Next.

Important: You may need to scroll to the
bottom of the screen to click the Next button.

Submit Loan: Select Credit and Underwriting Options

Borrower Name Loan Number Institution Name

Homeowner Caze#

Documentation Originator

Credit and Underwriting
Selectan option below...
Credit and Undenwriting
Credit Only

Underwriting nly

[

24. The Select Reissued or New Credit screen
appears. Click Reissue an existing credit
report and associate it with the casefile, then
click Next.

Note: A credit report must be available within
DO for every loan that is submitted for a DU
underwriting recommendation. If you
previously requested a three-in-file merged
credit report for a loan, you can request a reissue
of the credit report in DO. By having an
existing credit report reissued, you can associate
the loan with that credit report, likely without
incurring a charge from your credit agency for
pulling new credit. (However, please note that
the credit agency may charge a fee for the
reissuance.)

Submit Loan: Select Reissued or New Credit

Borrower Name

Loan Number Institution Name

Homeowner Caze #1

Documentation Origina:

Select one of the following options:
* Reissue an existing credit report and asscciate it with the casefile

r[%quest a new credit report

I Previous
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Step

25. The Reissue a Credit Report screen appears.
Take the following steps:

a. Inthe Credit Agency list, select the credit
agency from which you originally requested
the credit report. Enter your account
number and password for that credit agency.
(To save the password for the current
session, make sure a check mark appears on
the Remember Password for login session
check box.)

Important: If you do not know your credit
account number and password, contact the
credit provider. For a list of providers, see
the current credit provider list on
eFannieMae.com.

b. You do not need to auto-populate
liabilities when you re-issue, click No.

c. Verify that you are requesting the correct
report type (Joint or Individual). To order
joint credit, click Yes and verify that a
check appears in the check box for the
borrower and co-borrower. To order
individual credit reports, click No and verify
that a check appears in the check box for the
appropriate borrower.

Note: You can skip this step if there is only
one borrower on the loan.

d. Inthe borrower’s Reference Number field,
enter the reference number that appears on
the existing credit report. If you are
reissuing separate credit reports for the
borrower and co-borrower, you will need to
enter both reference numbers.

e. When you have finished setting up your
reissuance request, click Submit.

Screen
Submit Loan: Reissue a Credit Report

Crodit Agency : Taest Ceoan Agency (200
e ¥ Ramember Passwond for login session

AEcount Humber |

Password !

D you witnd 10 Suto-poputao tho Babilities froen th crodit repon o the 10637 T ves T s

ou want 1o retasue credit reports:

Fres Chio
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Step Screen

26. Select one of the following submission options:

Loan Nurmber Institution Name

e To obtain preliminary underwriting findings === =
before submitting the loan to a sponsoring it et o s g (0 et ing o acorerionalan pri 0 sbiting o aleer
I ende r, Se I ect the P re I i m i n ary F i n d i ngs 0;:‘E;:(CTSTJES:Q::::‘HS::‘I’;:ET'TD access the Multi-product Tool, select a submission option that begins with an asterisk ().

Select Submission Option

Option. ™ Preliminary Findings

o ct or multiple preducts.
THINEIRZI X coive either a single findings report based on one loan product or
n Lender 4 Jent 1oan
products.
* Documentation Lender 5
Documentation Lendar

= Docume
Docurnent

Note: For more information on the
Preliminary Findings Tool, see Using
Preliminary Findings and the Multi-product
Tool in DO through Calyx Point.

roduct or Multiple Products.

e To obtain an underwriting recommendation,
select the sponsoring lender to whom you
want to submit the loan.

Note: You will not be able to perform this step
if you have already submitted the loan to a
sponsoring lender. Once you submit a loan to a
sponsoring lender, you cannot select a different
lender without first obtaining a release from the
original lender.

Tip: A submission option that begins with an
asterisk (*) indicates that the option allows
multiple product recommendations with just one
submission. Go to eFannieMae.com for more
information on using the Multi-product Tool in

DO.
27. If you chose preliminary findings or a
sponsoring lender that offers submissions for r—
_bot_h single and multiple products, you must 1. Select & submission option. 7 7 o
indicate whether you want to perform a single- o st  apansorid . To a4 e U 10Lcs 101, 3151 SIS a1 o ht BB B a ST
- H H * Documentation Lender |
product submission or a multiple-product Dosuertaton Lander2 =]
Smelsslon 2. Select a single product or multiple products.

With one submission, you can receive either a single findings report based on one loan product or
multiple reports hased on different loan products.

C TO receive a Single findings report based On In the list below, select Single Product or Multiple Products.
one loan product, select Single Product. &
Single Produc |

e To receive multiple reports based on two to
five loan products, select Multiple
Products. For more information on the
Multi-product Tool in DO, see Using
Preliminary Findings and the Multi-product
Tool in DO through Calyx Point.

Note: If you chose a lender that does not
support multiple product submissions, you will
skip this step and go directly to Step 27.
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Step

28. The single products offered by the selected
lender appear in the “Select a product” list box.
To select a product, follow these steps:

a. Select the product you want to use.

b. Select the type of submission you want to
perform. The submission type denotes the
party that controls the Form 1003 data in the
electronic loan file. You have two choices:

e If you want to retain control of the Form
1003 data and continue making changes
to the data after the submission is
complete, select Interim.

o If you are ready to deliver the hard-copy
loan file to your sponsoring lender and
you want to transfer the control and
editing rights of the Form 1003 data to
the lender, select Final.

Note: You cannot perform a Final
submission if you are using the Preliminary
Findings tool.

29. A processing screen appears indicating the
status of your request. Simply wait for the
processing to complete.

30. The Loan Information screen displays the status
of your underwriting request. To send the
underwriting findings and your changes back to
Calyx Point for further processing, click the
Results tab on the Calyx Point screen. A
confirmation message allows you to download
any changes, click Yes.

Screen

Submit Loan: Select Submission Options

[

Hemesrames Dioctementation Orignato: £

1. Select 8 submission option.
i thae lissd beeloowe, ssoedenct Praslieni indi ivaral lsan i a leereher
or select a sponsoning lender. To access the Multi-product Tool, select a submission opdion that heging with an asterisk (',

* Documentation Lender 7 =

2. Select a single product or multiple products.
» e sanghe 1% 1o T s nn e Ban product o
srultiphe respurts bersaed o differend loan produss.

In the Iis1 belows, select Single Product or Mulliple Products.

Single: Product =

3. Salect a product.

A1 Year Fed Rate =]
[y
&)

& Intorim © Final

Frevious

Submit Loan: Processing

Loan Number

Borrower Name Institution Name:

Homeowner Case #1 Documentation Originator

Your request is being processed. This may take a moment.

Loan Application

Desktop Originator

Elp Center | Training | ContactUs

DOz,

Loan Information

Homeowner
— . Click Yes tareturn to Point and download the changes.

Under ok g to return ko Point withaut downloading the changes.
Comp  Click Cancel to return to Fannie Mae,

FannieMae.

Download Confirmation

You ars bolt to exlt Deskiop Orighator.
Changes have been made in your casefile at Fannie Mae, Download 1003 and Results from [

Loan Information

+ Wisw Loan
+ Wiew 1003 Yfes Ho Cancel
Under Lo

AR rOVETETTITETE

Credit Status:
Complete

Underwriting
Information
+ Submit Lo
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Step

31. To review and print the Underwriting Findings
report, double-click the report.

Screen

Desktop Originator Results

Loan Application

Cazefile ID # |5534221 B3 Edit |
Lender I
Product I Refizsh Results |

*Ta view print any document listed under the heading/section ''Dacument”’, double-click on the dacument.

| Status | Document
APPROVE/ELIGIBLE  Fannie Mae Lndenwriting
Completed John Homeowner: Credit Repor

© 2005-2007 Fannie Mae. All rights reserved: Desktop Originator, DO, Desktop Underwriter, and DU are registered trademarks
of Fannie Mae. Calyx and Point are registered trademarks of Calyx Software.
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