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‘ OVERVIEW

This Job Aid contains information about repair tasks you will receive in Equator for a
Fannie Mae property, including scoping, obtaining bids, and monitoring repair
status.

Equator® is a task based workflow system. It tasks you to provide information to
Fannie Mae throughout the REO process.

Task routing is based on the Fannie Mae REO workflow, which may include
authority levels, internal business rules, state specific regulations, etc. Tasks may be

Minimum System Requirements

Microsoft Windows XP SP3+
(Recommended ) Internet Explorer
v.7.0

Adobe Reader v. 8.0

Adobe Flash Player v. 9.0
JavaScript Enabled

Acceptable Upload Formats

triggered by various methods: e Adobe .pdf
e Completion of a preceding task * Word .doc or .docx
e By date (scheduled tasks) ° E_XCE| Xls or .xlsx
e  Manually triggered (called Ad Hoc tasks) * .jpg (under 400 kb)
Note: Any field that is required will be prefixed by a red asterisk.
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| ScoPe REPAIRS (AGENT)

Task Overview

The Scope Repairs (Agent) task is assigned to the Agent to create a list of repairs that needs to be performed on the property. The
Agent provides the general category of the repair as well as a specific sub-category; the location of the item that needs repair, the
type of repair and the quantity. For certain sub-categories, additional description of the repair may be required; also, for certain
sub-categories, an image file may be required.

This task is for repair items only. For items not covered by the Form 1093, such as preservation and maintenance, use the Expense
Reimbursement process. See the Equator Agent User Manual section on Expenses for further detail.

This task can be triggered when:

e The Sales Representative completes an Initial or Review Marketing Plan task with a Repaired strategy. (The Sales
Representative may also message the Agent in Equator with further details about bid items to include or inspections
required.)

e The Sales Representative completes the Request Repair Bids task. (Comments will show in the Scope Repairs (Agent) One
View.)

e Thereis an Ml (Mortgage Insurance) bid (when the property is marketed As Is).

e The Sales Representative requests a rescope because the scope is not sufficient.

e The Agent triggers manually via ad hoc. (See the “Important” section on page 6 for ad hoc guidelines.)

Note: The Repair Scopes tab displays all repair tasking. The repairs tasks are appended with a scope number to help link tasks
together.

Use the Repair Scopes tab to see all repair tasks/deliverables, even those not assigned to you (such as the Repair Company/SAM,
Fannie Mae, & Ml).

You can add multiple repairs items through this task. (Also, once an item has been added to the list, you can delete items from the
list prior to submitting the task.) Upon completion of the task, the SAM/Non-SAM matrix triggers which will determine for each
repair item whether the repair item should be assigned to a SAM or to you (the Agent).

1. Click Scope Repair (Agent). Tasks (20) || offers (12) |[ Expenses || Messoges (25) || Photos |[ ubrary |[ En || Repair Scopes |
e The Scope Repair (Agent) screen 3
a ears Repair Scopes
pp . [=] |scope1
5> Information from th |
. Information from the Request Repair == s = Eastice e Vo oot
Bids and the Review scope RepalrS Scope Repairs (Agent) - Scope 1 Agent 1. AGENTOZ Fannie Mae | 09/15/2016 8:35 (4) _
task will be displayed in the one-view | 5 .
section above the task.
Task Name Role Person Servicer Open Date Due/Completed
Scope Repeits (Agent) - Scope 2 Agent 1. AGENTOZ Fannie Mae | 09/15/2016 10:38 (4) _
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Using the Repair Bid Type drop-down, select one of the following:

Fannie Mae
Agent Job Aid — Repairs

®  Lender Required

e  Marketing Repairs

Select One -

Repair Bid Type *
: :
e Vandalism Approximate Square Footage B
. . . N Marketing Repairs
e  Valuation (bids to validate the Spamties Vandaism

Category *

total cost of repairs to assist with

Mi Bids
‘Valuation

determining the As Is value)

Note: If this task triggers from the Request Repair Bids task or an Ml bid, this field will be pre-populated.

4. (Optional) Enter the Approximate Square Footage.

Note: If there is a completed and approved Complete Appraisal order or a completed and approved Initial BPO order in the

workflow, the system will pre-populate this field.
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ScoPe REPAIRS (AGENT) (CONTINUED)

5. Any negative responses to the _
guestions require comments and will rwwoaime s:h = |
turn red. e

6. Scope Performed By — General
comments are required if Agent is e g —_
selected instead of Scope Writer. e

7. Use the following drop-downs to . (o
select the following required fields to [statesiedd g
add a Repair item:

e Category - =
e Sub-Category AR .
e Service Type L o

Quantity — This field defaults to “1” but is e —

editable. Do not zero out the quantity.

Description — This field is required if Other e e

is selected from the Category drop-down. s

Note: Add a detailed description noting | |

location of the repair. R =

|_":'—__ e |

8. Click Add Item. e e

e The new item appears in the ‘::”____ |
Repair Item(s) section. [t

9. To add additional repair line items, ' e |
repeat steps 3-6.

10. To Upload a Photo, click Browse, | I o S
enter a Description, and click Upload. I

11. Click Save and Submit Now. BAmARING ulsu
e The Review Scope Repairs task

triggers to the Sales
Representative.
Note: At least one repair item must
be submitted in order for this task to
be completed.

Note: To remove Repair Item(s), click the

check box on the item(s) that you wish to

remove and click Remove Item(s).
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ScoPe REPAIRS (AGENT) (CONTINUED)

Once the Sales Representative selects to
proceed with the repair items, you will
receive a message in Equator with the
SAM(s) assigned to provide bids.

Scope Repairs Upload Sheet Process:
To use the Fannie Mae Excel spreadsheet Scope Repairs (Agent)

(Scope Repairs Upload Sheet) to Scope Performed By *

complete the Scope Repair task: — T Agent

1. Using the Scope Performed By drop- Repair Bid Type Scope Vrter hd
down, select Scope Writer. Approximate Square Footage 938

e Information from the Request
Repair Bids and the Review Scope
Repairs task will be displayed in

Agent - Scoped Repair Items

the one-view section above the Category *
task.
sub-Category *
2. Using the Repair Bid Type drop-down, Service Type *
select one of the following: Quantity I:l
e Lender Required
e  Marketing Repairs Unit of Measure
e Vandalism Description

e Ml Bids

e  Valuation

Note: If this task triggers from the
Request Repair Bids task or an Ml bid, {1000 characters remaining)
this field will be pre-populated.

Add Item

3. Enter the Approximate Square
Footage.

Note: If there is a completed and
approved Complete Appraisal order or
a completed and approved initial BPO
order in the workflow, the system will
pre-populate this field.

e Scope Upload
You must use the Scope Repairs
Upload Sheet provided by Fannie
Mae to complete the Excel
Spreadsheet upload for the Scope
Upload. See Scope Repairs
Upload Sheet — Scope Writer
instructions, next page.
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| ScoPE REPAIRS UPLOAD SHEET — SCOPE WRITER

Tips to Avoid Rejection Errors

Here are a few things you need to know when using the Scope Repairs Upload Sheet (Scope Writer).
e  You will need Microsoft Excel or a program that can read .XLSX extensions.
e The first row under each column title in the spreadsheet is a dropdown menu. (Category, Sub-Category, and Service Type)
e  When you select a Category, the Sub-Category dropdown menu should only give you selections for the Category selected.
e Service Type is a dropdown menu. Select the appropriate service type.
e  Quantity must me a whole number. Enter the number “1”. Do not leave blank.

e Comments feed through to the Sales Representative. You can use this section to communicate to the Sales Representative
and to provide additional information to help the repair decision.

e If you start a Category and do not finish it, you will receive an error message when you try to upload the spreadsheet. Do
not leave any rows incomplete. Either complete it or remove the line item.

4. Open the Scope Writer (Scope Repairs [ = o o o oo o o T
Upload Sheet). T e AR
e The spreadsheet opens and may ——— e e
display the Enable Editing button.
Click this button to edit the m .—d m R
spreadsheet' akrprtsiem i et e R ptrettnn et T e ey e et Ykt Wl S b s
aagery B e Catageey SyuaTipe Sy Senmer
5. The blank Scope Writer will be ready T S T
for editing after y0u click the Enable HOA INSERT PAGE .-'.:.‘I! FORMIRAS — DATA REVIEW  VIEW  ACRORA
. Print_Tithes - #1_; Category
Editing button. , ; ; : . :
PR FannieMae HomePath
S i Gl b
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\ Scope WRITER (CONTINUED)

6. Complete the Scope Writer line item Category Dropdown Menu:
by line item, using each dropdown -_
menu to complete: HomePath
® category Instructions: Selact xhnm:nu::tx::ﬂ?:mlnmmlt then be auailahle
e  Sub-Category
. Catogary Sub-Category Sarvico Type Quantity Commants
e Service Type -
carpeoy 0
| Electrical
. . [Flaorirg
7. Quantity: Enter the quantity needed. e
Il_:‘":mﬂm i
8. Comments: Write any comments
needed .to help the decision process Sub-Category Dropdown Menu:
for the line item. Remember your
Sales Representative will be able to
see this comment. Seope Repairs Upload Sheet
Instructians: Select the correct Category and subsequent fields will then be available.
9. Continue entering each line item until | creron Sub Cotegory | sonee ime Quantiy Comments
all repairs are listed. P
Labar for Fi
Labor Garbege Disposal
Labor Range Hood
h.bvrhn‘\fm
Microwave »
Service Type Dropdown Menu:
| -
& FannieMae
Scope Repairs Upload Sheet
Instructions: Soloct the correct Category and subsequent fields will then be available.
Category Sub-Categary Comments
Appliacsce Lalsor e Package
Quantity:
§ FannieMae
Scope Repairs Upload Sheet
Instructions: Soloct the correct Category and subsequent fiolds will then be available.
WI:’I:WV Labar for Packnge Replace e & “
Comments:
PR FannieMae =" HomePath
Scope Repairs Upload Sheet
Instructions: Solect the correct Category and subsoquent fielde will then be available.
Category Sub-Category Service Type Quantity Comments
Aoplance Labor for Package Replace L0 HANGE, MICKOWAVE HOOD, DISHWASHER, GAHBAGE DISFUSAL - STAIN
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\ Scope WRITER (CONTINUED)

10. Here’s an example of what the Scope -
Writer will look like once completed. PR FannieMae HomePath

Save to a location you will be able to 1 s LA R G A MR St
find quickly. It may help to save as
Service Type Omml'lv. Comments

PAICHENAVE HOOD, DISHWASHER, GARBAGE DISPUSAL - $141M
b

“REO-Scope Writer” to quickly locate.

11. Find the Scope Repairs (Agent) task

for your property and open it. agere | e e owazatie 120 6) T wmswime
agert Fanre Mo 4222016231 (0 R T .
[rES——— P [ anree e [REse———— R ET
Sungty BrokeAgent Apgicaton | Agent Fannie bas CAZHNG T 20 (0) T smsmowrmen |
(st st o rame e ) L samerma
[ I
12. Find the Scope Performed By field
. Tash Name Date Compieted Foaid | Value
and select Scope Writer from the et Reper B2 [ouzzzoie rany [Repar BT iy Repers
Requed! Hepar Bas 016 141 Comments Pledie 80008 84 Pt The MSG Fully Repaned

dropdown menu.
Note: If you select Agent it will not scopa Partormas oy Soecione [v
Repair Bia Type * m:t“ v

work. T Im
e A Scope Upload section will then - :
display with the following fields: ey [[somtom

0 Scope Writer Company mmnals S
Name = |

0 Scope Writer Company —
Email

O Scope Writer Company I
Phone Number T '

O Scope Upload
Complete this section with your
contact information. S o R T e e —

For mullipss documents ry our Bulk File Uploader (Roquices Adcbe Flash § of hgher)

TRATE Are CUMENly NG SCCRE REDAIr Rame

13. Select Browse to find the Scope

Writer spreadsheet you saved. [Tk e ete Gocpletes [Finid [vaion .
FRequesst Fequr Bads OLTH0ME 1831 Flepaar B Type | Mkt Fepain,
| Request Repar By |owz2206 1431 | Comments | Piease seope a5 per e W50 Fusy Repares |

b by b Boope Wiker v
Ropai B34 Type * Makehng Repars v
Appreaimate Square Fostage |22 )
SEODE WITHRT COMDARY Name
Scope Writer Company Email
Scope Writer Company Phons Number
Scope Upload @ files have bean uploaded, | more (£
DN URoad 3t & Time: Fibs m " Dascription: frorey
| A B
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\ Scope WRITER (CONTINUED)

14. Locate your saved Scope Writer and
click Open.

15. Label the Description and click the
Upload button.
e The Scope Writer spreadsheet is

now uploaded to Equator.

16. Click the Add Scope button to start

the script.

e Theline items from the Scope
Writer will then transfer.

e Scroll to the bottom of the screen

to see the line items.

. File Uplesd

o -t Agent docs + SOPE WRITER EXAMPLE

0 L9600 - Scope Winterats

Scope Writer Company Name

COMPANY NAME

Scope Writer Company Email

Your_Emai@Ema

Scope Writer Company Phone Humber

626-867-5300

Scope Upload

Add Scope

0 files have been uploaded, 1 more required.
One upload at a time: File: | Browse. | L1600XX - Scope Writer. x\sil Description: | 5cope Writer

Upioad

| Scope Upload

Scope Writer Company Name

YOUR COMPANY

Scope Writer Company Emall

Your_Email@Ema

Scope Writer Company Phone Number

626-867-5300

Scope Upload

1 files have been uploaded, 0 more required.
‘You have uploaded the maximum number of allotted files for this category.

e

Scope Writer

I Add Scope I

= Repair tems

| | |Level|Location Category | Sub-Category SIS uantity [ O Additional Description
Type Measure
Appliance | Labor for Package Replace 10 Each RANGE, MICROWAVE HOOD. DISHWASHER| GARBAGE DISPOSAL
~STAINLESS STEEL
Carpentry Exterior Door - S‘Il Panel15 |Replace 50 Each Interior Doors o match
Light
Elecirical Ceiling Fan wiLight fidure | Replace 30 Each Al rooms
Flooning Carpet Replace 10 Square Yards | All Rooms with carpet
Fiooring Vinyl Replace 10 Square Yards | All wet areas including kitchen and bathroomg.
Maintenance | Final Clean Service 10 Each Final Clean
Paint Interior Walis & Ceiling - Replace 10 Square Foot | Interior Paint and ceilings
Upgrade
Plumbing | Shower Replace 10 Each Replace Master Shower
Termite Termite Service 10 Each As per attached termile report
Downioad to Excel

Remove Selected Repair ltems

Picture Upload ) 0 files have been uploaded, 0 more required.
One upload ata time: File: growse_ o flie selected. Description: Upload
For multiple try our Bulk File Uploader. (Requires Adobe Flash 9 or higher)

Comments
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Scope WRITER (CONTINUED)

Bulk File Uploader
Next you will need to use Bulk File
Uploader to upload any attachments:
e Any file other than JPG format
e Inspection reports in PDF format
e  Picture addendums in PDF Format
e  Pictures

Note: Adobe Flash software is required to
use the Bulk File Uploader, so update
Adobe Flash as needed.

1. Click the Bulk File Uploader link.
e The Picture Upload window will
open.

2. Select Browse For Files to find the
files you will need to upload.

3. Select the files and use a descriptive
label for each attachment.

4. Click the Upload button.
e The file upload will begin and the
Picture Upload window will close
when completed.

Picture Upload

0 files have been uploaded, 0 more required.
One upload at a time: File:  growee

r For multiple documents try our Bulk File Uploader. (Requires Adobe Flash © or higher) I
t

No file selected Description: | Upload

Comments

Save and Complete Later

| (1000 characlers remaining)

Save and Submit Now

Picture Upload - 0 more file(s) required. 50 to maximum.

File File Size

Description

- Equator Bulk File Uploader

Picture Upload - 0 more file(s) required. 50 to masimum.

File File Size
L1600XX - Tarmita Inspaction Rep 33 kb
L1600X%- PHOTO EXAMPLES (1).jp 24 kb
L1600X- PHOTO EXAMPLES (2).jp 24 kb

L1600XK- PHOTO EXAMBLES (2)p 24 kb

L1600XX- PHOTO EXAMPLES (4).jp 24 kb

Description

Termita Inspection Raport
CLICK HERE to Enter a Description
CLICK HERE to Enter & Description

CLICK HERE to Enter a Dascription

CLICK MERE to Enter a Description

Total Files: 3 Total Size: 130 kb

| Browse For Files

| Upioad ||| Remove || ClearAl |

Equator Bulk File Uploader

Picturs Upload - 8 more file(s) required. 50 to maximum.

File File Size
L1600XX - Tarmite Inspaction Rep 33 kb
L1600XX- PHOTO EXAMPLES (1).jp 24 kb
L1600XX- PHOTO EXAMPLES (2).jp 24 kb
L1600XX- BPHOTO EXAMPLES (3).4p 24 kb

L1600XX- PHOTO EXAMPLES (4).jp 24 kb

Description

Termite Inspection Report
Bathroom Tub

Living Reom Damage
Carpat Damags

Paint Bold Colors

Uplaading 33 kb of 33 kb 4 files remaining

Cancel
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\ Scope WRITER (CONTINUED)

5. Scroll down to see the uploaded files. 1| evei{tacation category | sub-categary g Yoot adaonai Deserption
. . Appliance Labor for Package Replace 10 Each RANGE, MICROWAVE HOOD, DISHWASHER, GARBAGE DISPOSAL
e  You can change the description of AN L
. . Carpentry Exterior Door - Six Panel/i5 |Replace 50 Each Interior Doors to match
each file if you prefer. ugnt
| Electrical | Ceiling Fan wiLight fiture | Replace 30 Each All rooms
° YOU may aISO add a nOte |n the Flooring Carpet Replace 10 Square Yards | All Rooms with carpet
i | Flooring Vinyl Replace 10 Square Yards | All wet areas including kitchen and bathrooms.
Comments section; however T Waintenance | Final Clean Sevce |10 |Eacn Final Clean
these nOteS dO nOt feed through I Paint Is:):r::;e\fvalls&ce\lmg- Replace 10 Square Foot Interior Paint and ceilings
t0 the Sales Representative. Plumbing Shower Replace 10 Each Replace Master Shower
| Termite Termite [service 10 Each As per aftached temit report
6. Click the Save and Submit Now —
Remove Selecied Repair liems
button.
Picture Upload 0 § files have been uploaded, 0 more required.
e The task is now completed e [NeatE i pic
. For muitiple documents try our Bulk File Uploader. (Requires Adobe Flash 9 of higher)
@ -] =)
Termile Inspection Rep.  Savé  |Bathroom Tub Save Living Room Damage =~ Save
- =@
Carpet Damage Save  paint Bold Colors Save
Comments
| 1000 characters remaining)
Save and Complete Later Save and Submit Now
Important:
e Ad Hoc Guidelines
e If you trigger the Scope Repairs task via ad hoc incorrectly or you think the task has been triggered in error, message the
Sales Representative to have it shut down.
e DO NOT ad hoc the Scope Repairs task to be pro-active on requesting marketing repairs on pre-listed properties. Equator
will trigger repair tasking once the Sales Representative determines the marketing strategy.
e  ONLY ad hoc the Scope Repairs task to identify:
e  Work that is necessary for property preservation repairs prior to listing (e.g., plumbing or electrical work to restore utility
service) $500 or over, OR
e Additional repairs of $500 or over required after marketing has started or completed.
e You should scope all repairs within one task: avoid submitting multiple Scope Repairs tasks.
e The Scope Repairs task may trigger on an As Is property if an Ml Bid is needed. You should complete the task, referring to
the REO Sales Guide for guidance on Ml bids as needed.
e If the Sales Representative requests a rescope, all prior items will be included in the Scope Repairs task.
e If appliances are scoped, the labor line items will automatically be added to the scope. Continue to ONLY scope appliance
labor if in a SAM area.
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| DisTRIBUTE REPAIR BIDS (FOR NON-SAM)

Task Overview

The Distribute Repair Bids task allows the Agent to view the list of all repair items that could not be assigned to a SAM contractor,
and then separates the line items into groups (RFQ, or Request for Quote) — the aim of which is to group together those items
which can be performed by a single contractor. Once the Agent has grouped the line items together and completes this task, one
Provide Repair Bid task triggers per grouping to the Agent.

The Distribute Repair Bids task triggers upon completion of the SAM/Non-SAM Assignment matrix with the outcome that there are

no SAMs available for the repair items. Note: Ml bids and Appliance Orders will follow the Non-SAM path in Equator. (SAM’s can
be used for Ml bidding but no tasking will trigger to the SAM’s.)

1. Click Distribute Repair Bids.

e The Distribute Repair Bids screen
appears. = T s et = = s
Azplanze Laber for Pacuage Repar upn Kachen 1
2. Using the Select checkbox, check the s T o =
Repair item you wish to select. setec categoey 98 coegory servea e v Lession vty
R = == S =
3. Using the drop-down, select the exen Latng e
Repair Order # you wish to group the o~ [Lammen]
selected Repair items. R
4. Click Assign RFQ#.
e The selected Repair items will be (1008 charactars rmnng)
assigned to the Repair Order # E s | [5

that was selected.

5. Click Save and Submit Now.
e A Provide Repair Bid task triggers
to the Agent for each RFQ group.
Notes:
e If you have an open Distribute Repair Bid task that is no longer needed, contact the Sales Representative who will escalate
to the Sales Manager to have it shut down.
e Separate Whirlpool appliance items from other non-SAM items by assigning a different RFQ.

Page 14 of 28 EQUATOR, LLC PROPRIETARY, CONFIDENTIAL AND TRADE SECRET INFORMATION. This document may contain proprietary, confidential and trade secret
information of Equator. Any disclosure, copying, distribution or use of any of the information contained herein that is not expressly permitted by Equator, LLC

Revised: 10/11/2016 in writing is STRICTLY PROHIBITED. For additional information, please contact Equator LLC by e-mail at info@equator.com © 2016 Equator, LLC. All Rights
Reserved.


mailto:info@equator.com

5
NEQUATOR

Fannie Mae

Agent Job Aid — Repairs

| ProVIDE REPAIR BID (FOR NON-SAM)

Task Overview

The Agent can view the set of repair items that has been assigned to be completed. You will be required to complete the header
information. You will enter the Quantity and the Bid Price Per Unit in the Repair Items table. You also have the ability to add one
or more suggested repair items to the bid as Contractor Addendum Repair Items.

The Provide Repair Bid task triggers when either the Distribute Repair Bids task or the Assign Repair Bid task is completed as

Agent.

Use this task to:

e Upload repair bids received from the contractor(s).

e Enter Quantity and Bid Price information for each repair item.

e  Provide estimated days to complete for each bid.

e  Provide Contractor information.

Note: Ml bids and Appliance Orders will follow the Non-SAM path in Equator. (SAM’s can be used for Ml bidding but no tasking will

trigger to the SAM’s.)

Use this task to upload the Appliance Order Form and enter the dollar amounts from that form into corresponding fields. See page

10 for further guidance.

1. Click Provide Repair Bid.
e The Provide Repair Bid screen
appears.

2. Enter the Contractor 1 Name.
3. Enter the Contractor 1 Office Phone.

4. (Optional) If applicable, select the
Unable to Provide 2" Bid by clicking
the checkbox.

Note: This field will only display if the
Repair Items Subtotal — Bid 1 is
greater than $1000.

Provide Repair Bid

Fannie Mae REO No

QTPo038

Fannie Mae Loan No.

9676500038

Property Address

QTP BPO Pending38 STREET_ADDRESS_2, Los Angeles, CA, 23415

County

ACCOMACK

Repair Bid Type

Lender Required

Approximate Square Footage

33.00

Contractor 1 Name *

Contractor 1 Office Phone *

‘Contractor 1 Cell Phone

Unable to Provide 2nd Bid

'Contractor 2 Name

Contractor 2 Office Phone

‘Contractor 2 Cell Phone

Agent Name

MARIE CHUNG, NRBA+REOMAC

|Agent Phone

5627411000

Lock Box Combination

Bid1 Upload *

0 files have been uploaded, 1 more required.

5' Upload Bldl by CIICkIng Browsel One upload at a time: File: [ Browss.._| Description:
enteri ng a Descri ption, a nd then For multiple documents try our Bulk File Uploader. (Requires Adobe Flash 9 or higher)
. . Bid2 Upload 0 files have been uploaded, 1 more required.
ClICkIng Upload One upload at a time: File: Dascnption:
For multipls: try our Bulk File Uploader. (Requires Adobe Flash g or higher)
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ProOVIDE REPAIR BID (FOR NON-SAM) (CONTINUED)

Repair Iltems SeCtiOI’] = Repair tems @ Mike Doughla - 2143334566 @ Dave Barber - 2142221111
6. If there are bids from two contractors, |esartem
use the radio button to select one of = s ooy e Tiee roveh fovaten
th t t Save Changes Septic Septic System Repair Inside | Entire Inside - Excluding Basement
e con rac Ors. Suggested Price/Unit Quantity Unit of Measure Role Description
0 5 Each Listing Agent
7. (Optlonal) MOdlfy the Quantity Bid 1 PricefUnt Bid 1 Lin ftem Total Bid 2 Price/Unt Bid 2 Line tem Total
and/Or Bid 1 Price/Unit and Bid2 1000.00 55000.00 1000.00 $5000.00
Price/Unit (if applicable). Photes e ey
8. ClICk save Changes If any Repair tems Subtotal - Bid 1 | $5000.00 Repair tems Subtotal - Bid 2 | $5000.00
modifications were made. 0] Downlsad to Excel

Contractor Addendum Repair Hems

Contractor Addendum Repair Items | [z rssenim e s ]

To add suggest repair item:
9. Click Add Addendum Repair Item(s).

10. Use the following drop-downs to

select the following required fields to

add
Repair ltem(s):

e (Category

e  Sub-Category

e Service Type

e Description — This field is required if Other is selected.
Note: Add a detailed description noting location of the repair.
11. Click Add Addendum Item.
The new item appears to the Contractor Addendum Repair Items section.

12. To Upload a Photo, click Browse, enter a Description, and click Upload.

Bid Totals section

. . Bid 1 Grand Total $5100.00
13. Enter the Bid 1 Contractor Estimated
Bid 1 FNM Calculated Days to Complete 9
Days to Complete. £id 1 Cantractor Estimated Days to Complete *
Bid 2 Grand Total $5100.00
14. Click Save and Submit Now. S TR I I T G 9
Bid 2 Contractor Estimated Days to Complete
Comments
(1000 characters remaining)
Save and Complete Later | | Save and Submit Now
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ProOVIDE REPAIR BID (FOR NON-SAM) (CONTINUED)

Provide Repair Bid

Process for Whirlpool Appliances:
The Whirlpool process is to be managed as
a Non-SAM process by the Agent.

In the Contractor Name field,
enter “Whirlpool”.

In the Contractor 1 Office Phone
field, enter in any number. This
field does not affect anything in
the process.

Check the box next to Unable to
Provide 2nd Bid when providing
the Whirlpool appliance bid.

You will only be able to add
appliances in the contractor
addendum section if all other
items in that task are appliances.
Use the Distribute Repair Bids
task to itemize the non-appliance
items.

Upon completion of this task:

Notes:

The Review Repair Mod (Agent) task triggers to the Agent.

Fannie Mae REO No | aTPoo3s

Fannie Mae Loan No. 9676500038

Property Address QTP BPO Pending38 STREET_ADDRESS_2, Los Angeles, CA, 23415
County ACCOMACK

Repair Bid Type Lender Required

Approximate Square Footage

33.00

Contractor 4 Name *

Contractor 1 Office Phone *

555-555-5555

Contractor 1 Cell Phone

Unable to Provide 2nd Bid

J_

Contractor 2 Name

If Unable to Provide 2" Bid checkbox is ticked, a system message is sent to the Repairs Specialist.

SAM contractors, when used in a Non-SAM area, will be considered Non-SAM: the 1093 will be issued to the Agent. You
will need to provide two bids if over $1000.
If you have an open Provide Repair Bid task that is no longer needed, contact the Sales Representative who will escalate
to the Sales Manager to have it shut down.
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| Review RePAIR MoD (AGENT) (FOR SAM AND NON-SAM)

Task Overview

In this task, the Agent reviews all the repair bids on the property in order to make recommendations about which repairs should be
performed. The task displays both SAM bids (from the Accept/Reject Repair List deliverable) and Non-SAM bids (from the Provide
Repair Bids task). You are required to mark each repair item as Recommend or Do Not Recommend. In addition, for any Non-Sam
bids where pricing was obtained from two separate contractors, you are required to recommend one of the contractors. Upon
completion of this task, the Bid Modification Approval Matrix is applied.

1. Click Review Repair Mod (Agent).
e The Review Repair Mod screen

appears.
e Information from the Transfer ey o == == ==
Utilities and the Scope Repairs e T ::.':L_ et = T
(Agent) task, including original ST — - B :
descriptions, will be displayed in [Secwsmmcorss |
the One View Information section | | e v —
above the task. = — — — —
e This task will contain a SAM Bid(S) | | e e AT S
and/or Non-SAM Bid(S) section if = S
applicable. All SAM items will e o e -
contain a Description from the F— ==
Contractor. feptrnens e o _— —
s e T e TR e
2. If bids were obtained from two e e L LA
separate contractors, use the Selected | | mrvmmcmmn o
Contractor radio button to R |’”""“"“
recommend the Contractor for the S 0 s e St 1 |
Non-SAM Bids section. 3':‘:_““.
3. Using the Agent Recommendation N S
drop-down, select Recommend or Do
Not Recommend. ! ey
e
4. The Description field will be named ——
with the field’s owner. e M

5. Click Save and Submit Now.
Upon completion of the task, depending on the repair amount:
e The Review Repair Bids task triggers to the Repair Specialist (if additional review is needed).
OR
e The Approve Repairs task triggers to the Sales Representative.
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| BEGIN REPAIRS (AGENT) (FOR SAM AND NON-SAM)

Task Overview

The Begin Repairs (Agent) task shows what repairs have been approved and allows you to indicate whether the repairs should
proceed or not. If you indicate that the repairs are to proceed, then tasks are triggered for both the SAMs and you to start the
work. If you indicate that the repairs are not to proceed, then the Approve Repairs task is triggered and the 1093s that were just
created at the triggering of the Begin Repairs (Agent) task are set to cancelled/inactive. Rejected items display within this task as
well. The rejected items section defaults to being collapsed. If ALL items within the scope were rejected by the Sales Rep, an
Equator message will be sent to you and any applicable SAMs.

Important Note: You see this information before the SAM contractor does. At this point in the process you will coordinate the
repairs. For example, if there are both paint and flooring repairs, you will ensure painting occurs prior to flooring, and so on, by

coordinating the contractors.

Use this task to:

e Indicate if the repairs should proceed.

1. Click Begin Repairs (Agent).

e The Begin Repairs (Agent) screen
appears.

e Information regarding all the
PO/1093 forms will be displayed
in the One View Information
section above the task.

2. Using the Proceed with Repairs drop-
down, select one of the following:
e Proceed
e  Stop Process

Note: Comments are required if “Stop

Process” is selected.

Begin Repairs (Agent)

Repair ltems

Repair ltems

Proceed with Repairs *

SelectOne  ~

Date Repairs Ordered

Select One
Froceed

Comments

Stop Process

(1000 characters remaining}

Save and Complete Later_| | Save and submt Now

3. Enter Date Repairs Ordered if at least one line item in the Repair Items table is Non-Sam. This cannot be a future date and
cannot be a date prior to the open date of the Begin Repairs (Agent) task.

4. Enter Comments if Stop Process is selected.

5. Click Save and Submit Now.

Upon completion of the task:

e If Proceed, triggers one or both of the following tasks:
O Repairs Complete (Agent) task to the Agent.
0 Acknowledge Approved Repairs deliverable to the Repair Company (SAM contractor).
0 Appliance Delivery Confirmation task triggers to the Agent if appliances are present.

e If Stop Process, the Approve Repairs task triggers to the Sales Representative. (1093s will be canceled.)
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| ProVIDE REPAIR UPDATE (FOR NON-SAM)

Task Overview
The Provide Repair Update is triggered to the Agent to provide a weekly update for each Non-SAM repair order.

This task is scheduled to generate for each Repairs Complete (Agent) task every Monday and will continue until the repair order is
closed when all the following conditions are true:

e The Begin Repairs (Agent) task is completed.

e The Repairs Complete (Agent) order is open.

Use this task to:
e Provide a weekly update for Non-SAM orders
e Indicate the:
0 Update date
0 Estimated completion date
0 Repair status

1. Click Provide Repair Update (Agent). B ropair toms

e The Provide Repair Update screen |l
appears. Provide Repalr Updiats

e The Repairs Items section will s -
display information from the commerts @ E‘};ﬂ‘suuw
Repairs Complete (Agent) task.

e Information from the Repairs (1000 characters remaining)
Complete (Agent) task will be Save and svbmt Loter_| [ Save and Submt ow
displayed in the One View Fistds are Requirsd. *
Information section above the
task.

2. Using the Status on Repair drop-down, select one of the following:
e OnTarget
e Delayed
e No Progress Since Last Update

3. Enter Comments.

4. Click Save and Submit Now.
e No tasks or deliverables trigger.

Notes:

e In addition to completing this task, if there are concerns over the status of repairs (SAM or Non-SAM), you should message
the Sales Representative with further details. (The SAM contractor receives a weekly update deliverable for their repair
items, which is not viewable to you.)

e You will receive a task for each Non-SAM 1093.

e Any comments you add stay within the task. If you have issues or concerns, you must message the Sales Representative.

Page 20 of 28 EQUATOR, LLC PROPRIETARY, CONFIDENTIAL AND TRADE SECRET INFORMATION. This document may contain proprietary, confidential and trade secret
information of Equator. Any disclosure, copying, distribution or use of any of the information contained herein that is not expressly permitted by Equator, LLC

Revised: 10/11/2016 in writing is STRICTLY PROHIBITED. For additional information, please contact Equator LLC by e-mail at info@equator.com © 2016 Equator, LLC. All Rights
Reserved.


mailto:info@equator.com

5
SEQUATOR

Fannie Mae
Agent Job Aid — Repairs

| APPLIANCE DELIVERY CONFIRMATION

Task Overview

The Appliance Delivery Confirmation task allows the Agent to record the date that appliances were delivered in good condition by
Whirlpool. This task will serve as the trigger to create the separate 1093 Requested Disbursement to auto-pay Whirlpool.
This task triggers when the outcome of the Appliance Repair Item Check decision matrix is that at least one appliance repair items

is present in the Begin Repairs (Agent) task.

1. Click Appliance Delivery Confirmation.

e The Appliance Delivery
Confirmation screen appears.

e Information from the Begin
Repairs (Agent) task will display
in the One View Information
section above the task.

2. Using the Appliance(s) Delivered
drop-down, select one of the

following:
e Yes—Appliance(s) Delivered
e No

e Cancel Appliances
Note: Select Cancel Appliances if
repairs have been stopped.

3. Enter the Date Appliance(s) Delivered
Note: If there is a discrepancy
between the amount approved and
the actual cost of the appliance, select
Cancel Appliances. (You will then
need to ad hoc the Scope Repairs
task.) Upload the Invoice by clicking
Browse. If you select Cancel, a pop-up
message will appear confirming that
this action will cancel the appliance
1093.

4. Click Save and Submit Now.

Categary Sub Category Level  |Location Cnsantity | Addlitional Description
Appliance |ni.r......|-. |iaicte | Ertine besice - Excleieg Basement i [n...un Wninbans Lol diztmantos
Appliance Distvwnsher inside  |Entee Insice . Exeluging Basement i |nstall Sininiess Sieel matvaasher
Appliance ]ubwm Package |inside | Entire Inside - Excluding Basement i |
Applisnce Labor for Packsge Wnside  |Entire Inside - Cxcluding Basement W
Apptiance | Microwave | issce |umwnm- Exciuting Basement |12 !m-\-n Microvesve Hood vent Combe (Stanless Steel)
Apphance Microware Inside | Entiwe Inside - Exchuding Basement 12 Insitall Microwave Hood vent Combeo (Stainless Steel)
Appliance | Range | wnasde |(mn-m-mm-m 10 Inmumusnmmm
Applisnce Range inside | Entire Inside - Freluding Bassment 10 |natall Sininieas Sieel RangeCven
Expanct Al | Colapas Al
e an uplond of & decument lo Complele S task sice’). To complets this reurement, y
Bisok S0cument f Ihe S0pKACES Viere SeBvened 1o & 54 NOT g e bl 6f lading here. con

Appiance Delivery Confimation

Appiance(s] Deivered * || setect tne -

Date Appliancels) Deivered () |,— =

Repair invoice Amount i

Uplosd Invaice ) |[— |

Commens @ |’—

| 1500 cnaracrers remanng)
sa 2t Later Save nd Sebmi Now
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Upon completion of the task and the Appliance(s) Delivered selection is:

e Yes, 5 days after completion of this task a 1093 Requested Disbursement for Whirlpool is created.
e No, this task is re-opened for the Agent.

e Cancel, the 1093 and the appliance portion of repairs process are stopped.

Notes:

e  You must upload the bill of lading received with the appliance delivery. If you do not have a copy of the bill of lading required
for this task, message the SAM to obtain.

e Until the appliances are delivered, let the task age until the due date and then continue to complete the task with "No -
appliances not delivered." The task remains open so you can complete it at any time.

e Ifthe PO/1093 was generated prior to Equator conversion, you will NOT receive this task: appliances should be confirmed via
the Repairs Complete (Agent) task discussed on page 16.

e Ensure that the Repair Invoice Amount is still correct. If the amount is NOT correct and needs to be decreased, message the
Repair Specialist to correct. If the amount needs to be increased, you must STOP the process by selecting Cancel and proceed
with re-scoping the item(s).
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| ReviEw COMPLETED REPAIRS (FOR SAM)

Task Overview

The Review Completed Repairs task allows the Agent to review repairs completed by a SAM. This task should be completed within
2 days.

This task triggers when one of the following occurs:
e The Repairs Complete (SAM) deliverable is completed.
e The Repairs Incomplete (SAM) deliverable is completed.

Use this task to indicate:
e  Review repairs completed by a SAM.
e Repair Completion Date.

B one view informanion

1. Click Review Completed Repairs.

e The Review Completed Repairs
screen appears, with any
applicable photos uploaded by
the SAM.

e This task contains the following

| Tank Hamn
t

| Dt Coenpimtea | e |v-u-
| Aecars Compese (SaM) |

DARMINA 1322 | Comments CHanged carpentry from $122 to $100

Contrpetee lame |8 o nt s

Costracter Prone

Carpentry - InterionExtesion

. . [ Hooning - Carpet Floor Vandon [
sections: e IsFewe

Contractor Information
Completed Repair Items

Exzans &0 | Compee 23

AgCent” untl you sre nEbified by e SAN contractar st reaans are compiets 40 you Ihen NBSECH A%d confirm satsfctary Campietien. The SAM

Purchase Order Items
(Original approved amounts by
line item and new dollar
amounts entered by the SAM)
Review Completed Repairs

nccoptieect *
([T ee————
[ Comment s G

Save and Susmd Later Save and Submé New

2. Using the drop-down, select Accept or Reject.
e If you are rejecting because of subpar repair work, note in comments specifically what is incomplete for the SAM.
e If you see the SAM is invoicing for work we have decided not to proceed with, select “Reject” and add a comment
directing the SAM to modify the PO to remove the item(s) not completed.
3. Enter Date Repairs Completed if Accept is selected.

4. Enter Comments if Reject is selected.

5. Click Save and Submit Now. Upon completion of the task and the Accept/Reject selection is:

e Accept, the Invoice and Complete Repairs deliverable triggers to the SAM contractor.
e Reject, the Repairs Incomplete deliverable triggers to the SAM contractor.
Notes:

e You will receive a task for each SAM 1093.
e  You should NOT select “Accept” until all repairs are complete AND the correct dollar amounts are reflected on each item.

e Once the SAM contractor completes a Repairs Incomplete deliverable, the Review Completed Repairs task will re-trigger
to you.

e If the SAM has added photos, you will be able to see them.
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| RePAIRS COMPLETE (AGENT) (FOR NON-SAM)

Task Overview
The Repairs Complete (Agent) task is used by the Agent to confirm that the Non-SAM repair work has been completed.

This task is triggered when the Begin Repairs (Agent) task is completed. This task is opened in the paused state and scheduled to
un-pause if either of the following conditions are met:

e  Five (5) days prior to the Estimated Completion Date.

e The Repairs Completed Early (Agent) task is completed as Yes.

Use this task to:

e Indicate the invoice amount.

e  Confirm the completion of repair work.

e Upload the invoice.

e The Repairs Complete (Agent) r———
screen appears. Category Sub-Category [ service Type Level Location
e This task will contain the Zw.m,, ot e Bid Prceomt T fem tota
following sections: b = e e
0 Completed Repair Items — DR1S4X241
this section will display the o e o
corresponding repair items Purchase Ordor Itama.. DR1SO4X241
from the Begin Repairs oo fierlimousd LEmDAnTT
(Agent) task. i - —
O Purchase Order Items - this
section will display the
corresponding line item from
the active 1093 form as well
as each approved amount.
2. Enter the amount of work actually
completed in the Actual Amount field
(which is a required field). This
amount cannot be greater than that in
the Approved Amount field; however,
you may enter a lesser amount or
zero
3. Upload the Invoice by clicking Browse, entering a Description, and then clicking Upload.
4. Enter the Date Repairs Completed (cannot be future date).
5. Using the Property Repair Inspection Count, select the appropriate number.
6. Enter Comments if the Purchase Order line item was modified.
7. Click Save and Submit Now.
Notes:
e  You will receive a task for each Non-SAM 1093.
e You should NOT complete this task until all repairs are complete. (See Request Repair Delay (Agent) task for guidance on
delaying repairs.)
e Ifthe PO/1093 was generated prior to Equator conversion, you will use the Repairs Complete (Agent) task to confirm
appliance delivery.
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5
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Fannie Mae

Agent Job Aid — Repairs

| ReQUEST REPAIR DELAY (AGENT) (FOR NON-SAM)

Task Overview

The Request Repair Delay (Agent) task allows the Agent to request a delay in the completion date for the repairs being performed

by a Non-SAM contractor.

This task is manually triggered by the Agent via Ad Hoc as long as there is an open or paused Repairs Complete (Agent) task.

1. Click Request Repair Delay (Agent).

Request Repair Delay (Agent)

e The Request Repair Delay (Agent) O IO (1) [selectons =]
screen appears_ Contractor Name: * lm
Repair Delay Reason: * ([ ISeIe:‘t One ;I
2. Using the Purchase Order To Delay Original Repair Due Date: @) —
drop-down, select the purchase order. Approved Extended Dus Date: @ —
Requested Due Date: * l— m
3. Using the drop-down, select the p—
Contractor.
4. Using the Repair Delay Reason drop- {1000 characters remaining)
down, select one of the following: : :
. . Save and Submit Later Save and Submit Now Fields are Required. *
e  Waiting on Custom Materials
e  Waiting on Approval on Change
Order
e  Weather Not Conducive to
Approved
e  Repairs
e Delay in Delivery of Appliances
e Delay in Installation of Flooring
e Job on Hold by Agent
5. Enter the Requested Due Date. This date must be after the Current Repair Due Date.
6. Enter Comments.
7. Click Save and Submit Now.
e The Review Repair Delay task triggers to the Repair Specialist.
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Fannie Mae
Agent Job Aid — Repairs

| CHANGE ORDER REQUEST (AGENT) (FOR NON-SAM)

Task Overview
The Change Order Request (Agent) task allows the Agent to request additional repair items. You will enter individual line items,
along with a reason for the repairs. You can also request additional days to complete the repair.

This task is triggered manually by the Agent via Ad Hoc as long as there is an open or paused Repairs Complete (Agent) task.

Important Note: You should NOT ad hoc this task for SAM contractors. SAM contractors have their own deliverables for change
order requests.

1.

Note: Add a detailed description noting location of the repair.

Click Change Order Request (Agent).

e The Change Order Request
(Agent) screen appears.

Using the Contractor Name drop-

down, select the contractor.

Using the following drop-down, select

the following required fields to add a

Change Order ltem:

e (Category

e  Sub-Category

e Service Type

e Quantity

e  Bid Price Per Unit

e Description — This field is required
if Other is selected

Change Order Request (Agent)

Repair ltem

Contractor Name *

Select One

Category *

Select One -

Sub-Category *

Select One -

Service Type *

Select One

Quantity*

Unit of Measure

Bid Price Per Unit: *

Description

(1000 characters remaining)

Add Change Order ftem

4. Click Add Change Order ltem.
e The new item appears in the Change Order Repair Item(s) section.
:
5. To Upload a Photo, click Browse,
. . . There are currently no Change Order Repair ltems
enter a Description, and click Upload.
6_ Enter the Reason for Change ReqUeSt. Picture Upload * (i) 0 files have been uploaded, 1 more required.
e One upload at a time: File:l Browse... | Description:
7. Enter the Additional Days to = e
. . For muttiple documents try our Bulk File Uploader. (Reguires Adobe Flazh S or higher)
Complete. This field must be greater Resson For Changs
than zero. Request *
8. Click Save and Submit Now.
o The Review change Order (1000 characters remaining)
Request task triggers to the Additional Days To —
. Lo Complete *
Repair Specialist.
Save and Complete Later Save and Submit Now
Note:
e If you need to remove an item, message the Repair Specialist and cc the Sales Representative to modify the purchase
order.
e A message will be sent to the SAM or Agent (whoever originated the request) when Sales rejects a change order.
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| RePAIRS COMPLETED EARLY (AGENT) (FOR NON-SAM)

Task Overview
The Repairs Completed Early (Agent) task is used by the Agent to un-pause the Repairs Complete (Agent) task.

This task is manually triggered by the Agent via Ad Hoc as long as a Repairs Complete (Agent) task is open or paused in the
workflow.

Use this task to indicate:
e  Repairs were completed early.
e Contractor that completed the repairs.

1. Click Repairs Completed Early (Agent).

e The Repairs Completed Early T i Purchase Order Amount
(Agent) screen appears. R e $s0.0
2. In the Purchase Order section, select Repairs Completed Early * @

Select One v

a purchase order. (You must make a comments: * @
selection even if only one is listed.)

(1000 characters remaining)

3. Using the Repairs Completed Early
drop-down, select Yes or No.

Save and Submit Later Save and Submit Now

4. Using the Contractor that Completed
Early drop-down, select the
contractor.

5. Enter Comments.

6. Click Save and Submit Now.
Upon completion of this task:
e If Yes Is selected and the Repairs Complete (Agent) task is open and in the paused state, the system shall un-pause the
Repairs Complete (Agent) task. If task is not open or in paused state, no tasks or deliverables trigger.
e If Nois selected, no tasks or deliverables trigger.
Notes:

e Do NOT ad hoc this task for SAM contractors. SAM contractors will complete their own repairs completed early
deliverable, and then you will review the repairs in the Review Completed Repairs task.

e If Sales decides to stop the repair process, you will be messaged in Equator. You will then need to ad hoc this task for each
Non-SAM 1093. You will change the amount in this task to reflect the amount of work actually completed. (See following
section for further detail.)
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STOPPING THE REPAIR PROCESS

If repairs need to be stopped (e.g., for an Ml acquisition, elimination, etc.), a message will be sent to the Agent and all associated
SAM contractors.

Upon receiving the message, use the following procedure:

1. |If previously approved Non-SAM repairs have not begun or are partially completed, ad hoc and complete the Repairs
Completed Early (Agent) task for each Non-SAM 1093 and select “Yes”.

2. The Repairs Complete (Agent) task Repairs Complete (Agent)
will trigger to you for each Non-SAM e ey
1093. Complete this task, noting that Purchase Order Hems - DR13040CAS
the repair process was stopped. Enter - G &Ly |

Paint - Interior Walls & Ceiling - Standard * 441.00

the amount for work done thus far. If
|

no work has been done, enter “0” in
Invoice Amount $441.00

the Purchase Order line item. Invoice Attachment * ) 0 files have been uploaded, 1 more required.
One upload at a time: File: Browse. | Description: Upload

For multiple documents try our Bulk File Uploader. (Requires Adobe Flash 9 or higher)

Contractor Name John Doe
Contractor Phone 9722722456

Date Repairs Completed * l— =
Property Repair Inspection Count * [Seestone =]

Comments

(1000 characters remaining)

Save and Complete Later Save and Submit Now

Important Note: You should NOT ad hoc Repairs Completed Early (Agent) for SAM contractors. SAM contractors have their own
deliverables for this.
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