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Loan Originator’s that needs to obtain an individual account in NMLS must create their account 
by following these steps:  
 

PART ONE 
 

1. Go to our homepage at www.scmba.org and click on the Login to NMLS button in the 

middle of the homepage.�  
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2. Click on Create an Individual Account link.  
 

 
 

3. Retype the security letters & numbers shown on the screen in the space provided and    
click Next .  

 

 



4. In the Create an Individual User Account screen complete ALL of the fields with your 
information and click Next .  Please note that you cannot edit your date-of-birth and social 
security number once your record is created.  
 

 

 
 

5. Review the Individual Account information that will be established. If correct click 
Finish . If not correct, click Previous and correct any information.  

 

 

 

FILL IN ALL 
INFORMATION 

AND THEN 
CLICK NEXT 



6. After completing this process, you will receive two emails from 
NMLS_Notifications@statemortgageregistry.com. The first contains your User Name and 
the second contains your temporary password.  (Keep in mind this might take up to 24 
hours to receive these emails)   The emails will look like this: 
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THIS E-MAIL CONTAINS IMPORTANT INFORMATION PERTAINING TO YOUR 
ABILITY TO ACCESS THE NATIONWIDE MORTGAGE LICENSING SYSTEM - DO NOT 
LOSE THIS MESSAGE! 

Pursuant to your request, a new password was generated for your user account: (User ID 
will be here) 

Your password has been sent in a separate email. 

 

From : NMLS_Notifications@statemortgageregistry.com 
Date: 4 Aug 2009 18:59:12 -0400 
To: <your email here> 
Subject : Regarding your NMLS user account 

THIS E-MAIL CONTAINS IMPORTANT INFORMATION PERTAINING TO YOUR 
ABILITY TO ACCESS THE NATIONWIDE MORTGAGE LICENSING SYSTEM - DO NOT 
LOSE THIS MESSAGE! 

The temporary password for your user account in NMLS is: (Password will be here)  

Your Username has been sent in a separate email. 

Log into the Nationwide Mortgage Licensing System (NMLS) by clicking the â€˜Log into 
NMLSâ€™ button in the upper right corner at http://www.stateregulatoryregistry.org/nmls 
and change your password now. 

 



PART TWO 
 

Upon receiving your User Name and temporary password, log into NMLS 
http://www.stateregulatoryregistry.org/nmls by typing in your user name and cutting and 
pasting  your temporary password from the email into the login page of NMLS.  

 

 
 

 
 



 
 

Once you have gained access to NMLS the first time you will be prompted to change your 
password. Maintain your User Name and password in a safe location. You will use these 
in the future when you need to access your record in NMLS to attest to your record, give a 
company access to your record, renew your record, or terminate a relationship with a 
company.  

 

 



*** In order to complete your MU4 Loan Officer Fili ng 
you will need to have the following information: 
�  Past 10 Years Employment including dates of employment, employer 

name and address, and position held 
�  Past 10 Years of your residence including time frames and address 

 
Creating your Loan Officer MU4 Filing 

The following are instructions for completing your filing through 12/31/2009 for Illinois 
 

1. Click on the Filing Tab at the top of the page. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



2. Click on Individual 
 

 
 
3.  Click on Create New Filing 

 

 
 
 



4.  Since SC is not on the system as of yet, you will skip this first step and just click NEXT.  
                                                      (Do not click on Add) 

 
 

5. Fill in all the information that it asks for and click on Save and then click NEXT. 
 

 
 

Do Not Click 
Add just Click 
on Next Below 



6. Click Add and fill out if Applicable to you, if not skip and Click on Next. 
 

 
 
7. Fill in the residence information from the last 10 years, starting with your most current. (Note – 

If you are entering in your current information do not put a date in the “To” field and be sure to 
check the box)  If you were in college during the past 10 years you can use your parents 
address for that time period.  You will click Add for each new address and then save after each 
one.  When you have your complete 10 year history entered, click on Next. 

 

 



8.  Fill in the employment history from the last 10 years, starting with your most current. (Note – If you 
are entering in your current information do not put a date in the “To” field and be sure to check the box)  
Account for all time including full & part-time employment, self-employment, military service, and 
homemaking.  Also include periods such as unemployed, full-time student, extended travel, etc.  You 
will click Add for each new employer and then save after each one.  When you have your complete 10 
year history entered, click on Next. 

 

 
 

9.  Add any “other business” you are involved in and if none then click on Next. 
 

 



10.  Answer each Disclosure question with a yes or no.  When finished click on save and then 
click on Next.  Note - Any “yes” answer will require explanation and possible documentation 
with your Jurisdiction Specific Requirements checklist. 

 

 
 

 



 
 

 
 

 
 
 



11.  On this screen you will indicate the areas you currently have a license in, have had a 
license in previously, or where you have submitted a MU4 through NMLS by checking the box 
in front of that state. Click Save. Then click Next. 

 

 
 

12.  The completeness check will list any incomplete areas of the MU4. Click 
on the link to go to an incomplete area and make the corrections. When finished, click save and then 
click on the Completeness Check again on the left hand side of the page to return to the previous 
screen. 

 

Anything listed to the 
right are things that 
need to be corrected.  
Click on the blue link 
to make changes & 
then click on the 
above link to return 
to this page. 



13.  Since SC is not currently on the NMLS system yet, there will be one item left on your 
completeness check to finish at a later date. (See arrow below)  Once your screen looks like 
this, you have completed as much as you can until SC is on the system.  

 

 
 
 
 
Once SC joins the NMLS system you will need to finish your filing and submit it.  
Look for further directions from us when that time comes. SC will be live on 
January 4, 2010.  If you are licensed in more than one state and that state is 
already on the NMLS system, then please go to Loan Officer MU4 Filing 
Instructions and use this step-by-step guide to walk you through the complete 
process.  During any time if you require assistance with entering your information 
onto the system, you can contact the NMLS Call Center at (240) 386- 4444. 

 


