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NOW TO create O
New User



Manage
Partner Users

e As the admin for your company
you have the ability to add new
users, reset current users, and
Inactivate any accounts.

e Once logged in click on the
down arrow next to the person
lcon upper right corner of web site
and select Manage Partner Users

e Click Add New User button



User
Information

e Fill in all Red ** on left side and hit save
at the bottom of the page.

e We would prefer you use the first inifial
of the first name and then last name as
the user User ID. (For example John
Smith would be jsmith) Click the Pencll
lcon and enter the Phone Number and
Check Preferred. If you see a pop up
that indicates NMLS is incorrect please
validate the NMLS ID. ** If you want to
imit someone access o view only their
pipeline and not the entfire company
pipeline you need 1o click “limited loan
access’ button.



Role Profile

e Once the user has been
saved click Role Profile
to allow access to files.



Processor

e |f aloan originator is
processing the loan,
they will also need o
assigned the processor
role thelir profile.
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