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Content

On this module, we will go over the following topics:

1 User Administration

Understand how to configure a new
user and disable a user in P3

2 Configure Users'
Notifications

Learn to turn on the notifications
that users receive by email

@9 MODULE DURATION
6 MINUTES
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Scenario: Admin Functions

As an Admin User, Laura needs to add a
co-worker as a user in P3. She also needs to
Mmake sure they will receive the proper
email notifications.

Let's see how to perform these task in P3.
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FO I | OW t h e n eXt St e p S to C re at e a n eW WELCOME PIPELINE ADD NEW LOAN BATCH DOCUMENT UPLOAD REPORTS TRADES TOOLS & RESOURCES v PURCHASE ADVICE v
user:

Recently Accessed Loans Company Announcements Lender Key Contacts

After logging into P3, click

8150031006

on Your User Name field
on the upper right corner.

sunitha jampana@pnmac.com

PrePurchase Manager

America D Andy Test & ONES, Sam Tea

onventional

Once drop-down menu

8151956001

robert springer@elliemae.c:

America, Andy

displays, click on Manage o
Account button. o

qews, 1qe
{000

Remember! Only the Admin
Persona user can create new
usersin P3.
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User Administration

Manage Account

Personal Account Company Account B

Company Information

Company DBA Name Apple Correspondents Last Loan Submitted Date

O nce Manage Account Company Legal Name APPLE CORRESPONDENTS Price Group
WI n d OW d I S p | ayS, Cl |Ck th e 123456789 Originator Type Correspondent
Company Account tab.

Manager VA Originator
Branch DBA Name VAID 123456789
123 Test Dr VA Expiration Date

Simi Valley FHA Originator
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User Administration

Company Contacts

Add Contact

First Name Last Name Address Business Phone Login Status Personas

a@a.com Enabled
a@a.com Enabled

UATOffshore 29303 AGOURA... shivani.chaturvedi@pnmac Enabled

Scroll down and click the
Add Contact button in the
Company Contacts :
section.

a@a.com Enabled

a@a.com Enabled
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User Administration

B Create New Contact
window displays. Enter the
required information in the
following fields:

e Email Address

e Firstand Last name
e Login Email Address
e (Organization

B Select Use Company
Address check box to prefill
it with the selected
organization's address or
type a different one in
manually.
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User Administration

victor.garcia@pnmad

asmita.thapa@pnmaf
Select
robert.hinds@pnmag
Business Phone Ext.

david kliewer@pnma

Business Fax Ext.
dan.veeraperumal @y

Cell Phone

Click the Add Persona | “persones (aga persora )
button to select the type el

Of aCCGSS for the neW ‘ Assigned AE  Priyanka Sharma

U Ser Record Last Updated 5/6/20 11:40:10

License # Start Date ‘

Cancel | Save
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User Administration

Pe
f Seller Rep ’

Seller Processor
Seller Admin

Seller Lock Desk
Seller Rste Sheet Only
Seller View Only

Seller Trailing Docs

B Select the Persona for the
user. More than one
Persona may be selected.

Seller Lock Only

n Click the Save button.
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User Administration

Use Company Address

victor.garcia@pnmag

asmita.thapa@pnmay

Check the View acces to eomthuigpg

team’s loans and Edit R

team’s loans boxes. ]
This allows the user to access all | pm p——
the company’s loans, otherwise ‘ ewsecem e o m
users will only have access to loans e oene

} Assigned AE  Priyanka Sharma

they personally created.

Record Last Updated 5/5/20 11:40:10

License # Start Date ‘
In the event you do wish to restrict o n

a user's access to only loans
created by the user and not your
entire pipeline (e.g. in the case of a
LO or LP), leave the boxes
unchecked.

n Click Save button.
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User Administration

Company Contacts

The user creation process is now asconit (18
Completed. NOW, the new user IS First Name Lest Name Address Business Phone  Email Login Ststus  Personas
displayed in the Company Contact list. e e -

a aa a@a.com Enabled

Once the process is complete, the

. . . UATOffshore 29303 AGOURA. shivani.chaturvedi@pnmac. Enabled
new user receives an email with the
login credentials and a temporary a a0 com Enabled
password.

a@a.com Enabled

Temporary password(s) may be — Enebled
changed in the first login.

a@a.com Enabled
Admins do not have access to set
or change user passwords.

Select View and Disable to restrict
company contacts that are no
longer active.
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User Administration

Company Contacts

Follow the next steps to disable user
access:

First Name Last Name Address Business Phone

a
aa

UATOffshore 29303 AGOURA...

Select View field on the
user to disable access. :

as
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Email

a@a.com

a@a.com

shivani.chaturvedi@pnmac.

a@a.com

a@a.com

a@a.com

a@a.com

AddContact  [XH]

Login Status Personas

Enabled 1
Enabled 1

Enabled n

Enabled

Enabled
Enabled

Enabled
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User Administration

Personal Account Company Account

ack to Company Account

Contact Details

Email Addre david.williams@pnmac.com Branch DBA Name
First Name Owen Company DBA Name
Middie Name Address 123 Test Dr

Last Name SellerRep City Simi Valley

E Select Edit information i
fleld. A popup will appear. SellerRepasppiecor.com

Address
Personas Seller Rep

Assigned AE Priyanka Sharma

Record Last Updated 5/30/20 1:47:28

Cell Phone
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User Administration

On the Edit Contact
Information popup, click
on the drop down arrow in
Login Status and select
Disable

Select Save to complete the
process.
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Configure User’s Notifications

Company Contacts

AddContact  [XH]

Follow the next steps to set up
notifications for the user:

First Name Last Name Address Business Phone Email Login Status Personas

8 8 a@s.com Enabled
a aa a@a.com Enabled

29303 AGOURA. shivani.chaturvedi@pnmac. Enabled

Click the View button of
the user in the Company e
Contacts list. . Enebled

a@a.com Enabled

a@a.com Enabled

W PENNYMAC

CORRESPONDENT 17
CONFIDENTIAL & PROPRIETARY




Configure User’s Notifications

No licenses have been added yet.

Notifications

Edit Notifications

Notification Category

In the new window, scroll
down and click the Edit
Notifications button in the
Notifications section.
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Configure User’s Notifications

Edit Notifications for Stg UATOffshore

Notification Category

All Notifications

C h eC k t h e b OXe S to e n a b | e usiness Fax Commitment Confirmation - Assigned Auth Trader
email Notifications.

Notifications Eligibility Review

All necessary notifications can be [r—
S e | e Ct e d . Notification Category

Pending Post Purchase Conditions

Loan Purchased

Unacceptable File Delivery status

Click Save button.
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Learning takeaways from this case:

(_/ How to set up a new user.
(_/ How to configure the newly created user.
(_/ How to disable a user.

(_/ How to set up notifications for the new user.
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THANK
YOU!
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