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Step-by-step training for loan operations team members and underwriters using the MFSTPO portal. This guide walks you through reissuing or ordering a credit report, running
Automated Underwriting System (AUS) findings, reviewing results, and handling errors.

MFSTPO PORTAL SOP CREDIT & AUS WORKFLOW|



What You'll Learn in This Training

This SOP covers the complete end-to-end process for reissuing credit and running AUS findings inside MFSTPO. By the end, you will be able to

complete each step accurately and independently.
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Access the Loan File Open Credit & AUS Workflow Order or Reissue Credit

Log in to the portal and open your active loan file  Navigate to the Credit Reissue & AUS screen Select your approved credit provider, complete
using Recently Accessed. from the left-hand menu. required fields, and submit.

04 05

Run DU and/or LP Findings Review Results & Save Report

Order underwriting for Fannie Mae DU, Freddie Mac LP, or both. Confirm findings, save the PDF to the e-folder, and set the preferred AUS

outcome.



Step 1

Access the Loan File in the Portal

Begin by logging in to the MFSTPO portal and landing on the homepage.

From there, open the specific loan file you are actively working on.

A Log In Open Your Loan File

Enter your credentials and Locate and open the file you
land on the portal homepage. are working on. Use

Recently Accessed to

Credit Information

quickly find the most recent

file without searching.

® Tip: Recently Accessed is the fastest way to return to a loan

file you were working on.



Step 2

Open the Credit & AUS Workflow

Once inside the loan file, locate the left-hand navigation menu. Click the

option labeled Credit Reissue & AUS — this is your starting point for
both reissuing credit and running AUS findings.

Left-Hand Menu Starting Point
Look for "Credit Reissue & This screen is the hub for both
AUS" in the sidebar the credit order and

Credt information navigation. underwriting workflow.

/" You must open this screen before attempting any credit or AUS
actions. Do not try to run AUS from any other menu location.



Step 3 — Critical Rule

Credit Must Be Run First
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Important Requirement AUS Options Available
The system will block AUS if you attempt to run underwriting before credit has been Once credit is successfully ordered, you can run AUS findings for either or both of the
reissued or ordered. You will receive a prompt requiring you to complete credit first. following engines:
. Fannie Mae / DU — Desktop Underwriter findings
. Freddie Mac / LP — Loan Product Advisor findings

Running both DU and LP is recommended when possible, as it enables side-by-side
comparison for pricing and eligibility decisions.




Steps 4 & 5

Select a Credit Provider & Submit the Request

Select the approved credit provider associated with the borrower's file. Complete all
fields marked with an asterisk before submitting.

1 2
Required Fields Reissue vs. New Report
. Merged Credit Report type Select Reissue Credit and enter the
. Username & Password reference number. If reissue is
. Branch ID (if required by the unavailable, choose New Credit
agency) Report instead.

[ Have your credit agency login credentials and Branch ID ready before
starting to avoid delays.

Order Underwriing




Step 6
Confirm Credit Is Successfully Ordered

After submitting the credit request, wait for the system to finish
processing. Processing time may vary depending on the credit agency,

your internet connection, and current system load.
—  Wait for Processing

Allow the system to complete the credit pull from the agency. Do

not navigate away or refresh.

— Confirmation Message

Look for: "Credit Ordered Successfully for Selected Pair" —

this confirms the report was received.

— Proceed to AUS

Click Next to advance into the AUS underwriting screens and run
findings.



Step 7

Run DU and/or LP Findings
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DU — Fannie Mae LP — Freddie Mac
Confirm that the credit from the reissued report is populated. Review DU underwriting detail For LP, you must select the property type before running. This is a required field. Failure to
fields and click Order Underwriting to submit to the DU engine. select a property type will prevent a successful LP submission.

A Do not skip the property type selection for LP — it is required and will cause an
error if omitted.



Steps 8 & 9

Review Results, Handle Errors & Save the Report

Once the AUS engines have processed, review the findings carefully. If the run is
successful, open the PDF report and confirm it saves to the e-folder.

v Successful Run X If an Error Occurs

Open the PDF findings report, Note the error message and capture

review results, and confirm the file is a screenshot immediately. Send to

saved to the e-folder for future support, your AE, customer service,

reference. or the appropriate MFS internal
contact.

® Always include a screenshot when escalating an error. This allows support to
diagnose the issue faster.

)} 4?49“!”‘3‘?5

Credit Reissue & AUS e tndaoing | Bt

Fannie Mae / DU Freddie Mac / LPA

V e




Step 10

Set the Preferred AUS Outcome & Review the Credit Report

After reviewing findings, finalize the transaction by indicating the

Miszs o preferred AUS engine outcome in the system and reviewing the credit

report directly.

Set AUS Preference Review the Credit
Report

If the transaction should

remain with DU or LP, select Use the View Credit Report

that preference in the AUS hyperlink on the screen to

Preference field. This open and review the full

determines which engine credit report directly from the

drives the loan decision. portal.

©  Process complete! Both the credit report and AUS findings are

now on file and ready for underwriting review.



Key Reminders & Best Practices | l FSTPO

A DIVISION OF MORTGAGE FINANCIAL SERVICES, LLC

Keep these critical rules and efficiency tips in mind every time you complete this workflow.

Cautionary Rules . Efficiency Tips

Credit must be completed before AUS — the system will block . Use Recently Accessed to quickly locate your loan file
underwriting without it . Run both DU and LP when possible, to support comparison and
All required fields (*) must be filled before submitting the credit pricing review

request . Have your credit agency credentials and Branch ID ready before
LP requires a property type selection — never skip this step starting

Always capture a screenshot if an error occurs before . Review the PDF findings immediately after the run and verify e-
contacting support folder storage

Test files may behave differently than live files — results and . Escalate errors with a screenshot right away for faster resolution

timing may vary

MFSTPO is a Division of Mortgage Financial Services, LLC | NMLS ID 43021 | W Kirkwood Blvd Suite 4300C, Southlake, TX 76092
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