"m S NATIONWIDE MORTGAGE LICENSING SYSTEM

MANAGING “MY ACCOUNT”

This Quick Guide is intended for state licensing purposes. If you are a MLO that is employed by a
federal agency-regulated institution please see Federal Reqistry: Quick Guides

NMLS provides users with the ability to reset their password and retrieve their username if it has
been forgotten.

To retrieve your username, select Forgot your User Name? from the Log In screen. The
system will ask you to enter your NMLS ID and your email address. Select SUBMIT. If the
information matches, the system will send you an email notification containing your username.

To retrieve your password, select Forgot your Password? from the Log In screen. The system
will ask you for your user name. You will then need to answer the password guestion and
answer that was set up when your account was originally created. Select SUBMIT. If the
information is confirmed, the system will send you two email notifications. One will contain your
username and the other will contain a temporary password. Be sure to copy and paste the
temporary password when logging in.

Login

Log In

User Name: (
‘ | Forgot your User [Mame?
Password: ‘ | Forgot your password? (OR - Request an Account

Important System lessages:
MNMLS Hours of Operation

Logging In:

* Your user name and password were sent to you from MMLS_Motifications@MNMLSMNetifications.com when your user account was created.

« [fyou are not able to locate your user name and/or password and you are a company/institution or regulator/agency user, contact your organization's account
administrator.

e [fyou are an individual user and need assistance. contact the NMLS Entitlement Group at (240) 386-4444.

[Login

Managing your Account

The “My Account” section in NMLS allows an individual user to manage their personal settings
in NMLS such as their name, email address, phone number, password, and password question
and answer. To complete or edit your MU4, enter the Filing tab.

The “My Account” section is located in the Home screen of NMLS once you have logged in.
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Home | My Account | Invoice

Welcome to the Nationwide Mortgage Licensing System & Registry!

The Nationwide Mortgage Licensing System (NMLS) creates a single record for each individual required to submit information as part of a licensure or registration
requirement. This includes mortgage lean originators, control persons (e.g. executive officer. owner. qualified persen in charge). and branch managers.

FILING
Choose this tab if you would like to:
e complefe or amend your record,
attest to your record,
grant access to your record,
submit & filing of your record to a regulatory agency. or
terminate a company relationship.

PROFESSIONAL REQUIREMENTS
Choose this tab to request and pay for test enrollment windows and aceess links to infermation regarding pre-licensure and continuing education requirements.

COMPOSITE VIEW

Choose this tab to view your complete record. including all licenses associated with you and/or all company relationships. You can view your current status along with
any license requirements or deficiencies set by the regulator. You also can use this tab to view testing and education compliance information and status of criminal
background check requests.

RENEWALS

Choose this tab to fake renewal action on a license/registration. The renewals function is not used in cennection with the transition of existing licenses/registrations
onta NMLS

On this page..
e Select My Account above to change your NMLS user settings.
e Select Invoice above to view payment history.

Refer to NMLS Resource Center for valuable information to hele you create and maintain your individual record to meet licensing requirements in all parficioating
stafes

The following steps will walk you through managing your user information in NMLS to ensure it
is up to date.

1. Select

In the Change your Password section you have the ability to change your current password to a
new password.
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Home | My Account| Invoice

Change your Password

Update User Profile

Passwords must be between & and 16 characters in length, and contain characters from 3 of the following 4 categories:
» English uppercase characters (A to Z)

English lowercase characters {a to z)

Base 10 digits (0 to 9)

Special characters (For example, # § and %)

Current Password: | |

New Password: | |

Confirm New Password: |
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Simply enter your current password, enter the new password you wish to change it to,
and enter it again to confirm the new password. Select “Change Password” and your
information will be saved.

Note: You will use the new password the next time you log into NMLS. Be sure you
store your username and password where you can easily locate it again.

PARSTEIETedChange Password Question

In this section, you have the ability to change your current password question and
answer that NMLS will use to validate your account if you ever forget your password.
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Home | My Account | Invoice Logged in as tabort | Logout

Change Password Question and Answer

If you forget your password and need to have it reset. you will use this password question and answer to confirm your identity.

Password: |

Password Question: ‘M:}thsls Msiden Name

Password Answer: |

| Change Password Question and Answer |
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Simply enter your latest password, enter a new question, and enter the answer to the
question. Select “Change Password Question and Answer” and your information will be
saved.

Note: NMLS will ask you this question to validate your account if you ever forget your
password. Be sure you store this information along with your username and password
where you can easily locate it again.

3. Select WIS g (il

Home | My Account| Invoice

Update User Profile

Use this screen to make updates/changes to your profile.

UserName: TaborT

First Name: [Tozay

Widdle Name: |

Last Name: [Tscor

Email Address: [smsil@amsil som

|
|
|
Phone Number: | |a99-995-9998xa099
|
|

Confirm Email Address: |Ems|\@ems\\ com

Update Account
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In this section, you may update your First Name, Last Name, Phone Number, and Email
Address. Once the changes have been made, select “Update Account” and your
information will be saved.

Your first and last name listed should be your Full Legal Name and reflect what is listed
on your government issued ID.

Note: The Email Address listed in this section will be the email address that you will
receive all NMLS system generated notifications regarding your license. The email
address should be a personal and accessible email address.
If at any point in time this information changes, be sure to update the information in the “My
Account” section again. Be sure all pertinent information is also updated on your MU4 Filing in
NMLS. See the “Amendment” Quick Guide for full instructions.

If you need further assistance, please contact the NMLS Call Center at 240-386-4444.

Update: 6/28/2011 Copyright © State Regulatory Registry LLC Page 4 of 4


http://mortgage.nationwidelicensingsystem.org/licensees/resources/LicenseeResources/Amendments-MU4.pdf

