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Use this Quick Reference Guide to
assist with the creation of new user
accounts, existing user password
resets, changes to branch
associations, and for the
reactivation or deactivation of user
accounts.
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Correspondent Portal Administrator
Guide

1 Navigate to https://seller.springea.com/portal/#/login

2  Enteryour credentials, then click the "Login" button.

Spring EQ

third party originations

* User Name: ﬁfﬁr

* Password:

Forgot Password

For optimal results use Google Chrome, Mozilla
Firefox, Internet Explorer 11 or Microsoft Edge
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https://nam10.safelinks.protection.outlook.com/?url=https%3A%2F%2Fseller.springeq.com%2Fportal%2F%23%2Flogin&data=05%7C02%7Ckelly.martin%40springeq.com%7Ca6c9116d7f5f4a75a59b08dc49b13a3f%7Ce10751b69dfc4fafb37daa5bdca24fcf%7C0%7C0%7C638466272734629694%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=Kbyuxx2f7%2BA5mlS9fSkdszBg7RNn%2BDvIBZjSeBDMb60%3D&reserved=0

3 Click your user name drop-down under the person icon on the screen's top
right-hand side.

SO o S 1
{} @ . @
Resources \L\!'JOLE."‘}}S@:'A‘.' lame) Help Log Out

| Manage Broker Users
‘ Change My Password |
About

4  Click "Manage Broker Users" in the drop-down selections.

L e

Change My Password

About
« il Alert Summary
ALERT TYPE COUNT »
Total: 0
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5  Clickon the "New User" button.

g
2
-
&
7}
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6 Click the "* User ID:" field. Use the naming convention of “c-FirstNameLastName”
Example: John Smith would be given a User ID of c-JohnSmith

Broker User Maintenance

Back to User List

- User Set Up
* User ID: :C-StanLee
* E-Mail:

Salutation: v

* First Name [| ]

* Last Name:
NMLS Id:

* Phone Type: 5 [F] Preferred
* Phone Number: % 7 v 7 | FIsms
* Portal Access Profile: bt

System Access:

" Division Correspondent - Deleg. .. |

Limited Loan Access [

Broker Association R¢

Associated Branches

BRANCH ID Bl

Add Broker Association

BRANCH iD
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7 Clickthe " E-Mail:" field. Enter the new user’s work email address

(

Salutation 2

| pm—

* E-Mait: stanlee@marvel.com
* First Name:
* Last Name:
NMLS Id:

* Phone Type: .| [F] Preferred

* Phone Number: ,? S5 [F] sms
* Portal Access Profile: v

System Access:

* Division Correspondent - Deleg.. E

Limited Loan Access  [T]

Password Maintenance

Change Password

Account Locked =]

Account Enabled [ Registered |

8 cClick the "First Name:" field. Enter the new user's first name.

Broker User Maintenance

*E-Mail stanlee@marvel com
Salutation: v

* Last Name:

NMLS I
* Phone Type: ~| [ Preferred
* Phone Number. Xt [ sms
* Portal Access Profile v

System Access
g e O Corespondent - Deleg o

Limited Loan Access  []

Password Maintenance
Change Password
Account Locked ]

Account Enabled Registered @]

Broker Association  Role Profile

Associated Branches

Add Broker Association




9 cClickthe "* Last Name:" field. Enter the new user's last name.

e v e ‘
= E-Mail stanlee@marvel.com

Salutation: N

* First Name: Stan

* Last Name:

s NMLS Id
W = Phone Type: 7] [ Preferred
il * Phone Number: g% - [ sms
* Portal Access Profile bt

System Access:

q = Division Cormrespondent - Deleg.. [l

Limited Loan Access  [I]

Password Maintenance
Change Password

Account Locked 1
Account Enabled [@] Registered

10 Never enter the NMLS Id. Always leave this blank.

* E-Mail stanlee@marvel.com
I Salutation: 7
* First Name Stan
* Last Name Lee
NMLS Id
] * Phone Type:
* Phone Number: SMS
* Portal Access Profil
System Access

d * Division Correspondent - Deleg ]

Limited Loan Access  [T]

Password Maintenance

Change Passw

Account Locked

© Spring EQ), LLC 2024, All Rights Reserved
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11
“Mobile” instead.

v apr

Phone Type: Click on the drop-down arrow. Select “Work” unless their cell phone
was provided, then select

* E-Mail: | stanlee@marvel.com
* Loan Officer Salutation:
* First Name: )
STATUS
Loan Registel sk Mame J Add Broker Association
Application G NRAES it |8 7| BRANCH ID BRANCH NAME
Withdrawn by * Phone Type: : [E] Preferred
Submitted fol = Phone Number: 4! Fax !v. [ | VS
Home
= Portal Access Profile: 7 4
Ready for Pu Mobile.
Withdrerni il System Access:
Purchased L * Division Corespongent - Deleg. .
Total Limited Loan Access
Chang sword
Account Locked
Account Enabled Registered
12 Phone Number: Click on the pencil icon.
— User Sel Up A i Branches
- . * User ID: | c-StanLee BRANCH ID BRANCH
Pipeline ) —
* E-Mail | stanlee
* Loan Officer Salutation: ‘7
= First Name: | stan 1
STATUS =
Loan Registe Lot Mame ‘ Add Broker Association
Application NMLS 1d . BRANCH ID ERAI
Withdrawn by * Phone Type: -
submitted fo * Phone Number: | m ) hl
* Portal Access Profile| q
Ready for Pul =
Withdrawn T System Access:
Purchased Li * Division Correspondent - Deleg.
Total Limited Loan Access

Change Password

Account Locked
Account Enabled [¥] Reqistered [




13 Enter the new user’s phone number, and check the box for “Preferred”, then
click Save. If you skip the "Preferred" check box, the number will not save.

Edit User Telephone Number X

TYPE OF NUMBER & PHONE NUMBER EXTENSION PREFERRED SMsS
(317) 555-1212]

onad)

—— - T TR

listered (1)

14 Portal Access Profile: Select the appropriate user profile. See the definitions of
each role below.

* Loan Officer Salutation: ==
* First Name Stan
STATUS
Loan Registe] ARSI fea Add Broker Association
Application C NMLS 1d: L ERANCH ID BRANCH NAME
Withdrawn byl * Phone Type: Work |4 Preferred
Submitted foq * Phone Number:  ¥(317)555-1212 | | | | Esms

|
* Portal Access Profile: s

|
Ready for Puf
Correspondent Portal

Administrator

Withdrawn fol System Access:

8 | * Division
Purchased Lq
| ‘Comespondent Portal User a
Total Limited Loan Access || Correspendent Purchase

Advice

Do Makiemnce Correspondent Secondary

Partner Loan Creator

iy Rass s Partner Loan Officer

DN Lk Partner Loan Submitter

ALt EnanEd Wholesale Portal

© Spring EQ, LLC 2024, All Rights Reserved | Administrator : 10
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Tip! Following are the definitions of Portal Access Profile.

1. Correspondent Administrator - assigned to at least one person who can control
access for all of the other users in the portal.

2. Correspondent Portal User - should be assigned to any Seller user who will be
using the Portal for registering loans, submitting loans, managing Conditions, and
uploading documents. Anyone being assigned this profile should also be assigned
the following roles - Partner Loan Creator, Partner Loan Officer, and Partner Loan
Submitter.

1. Anyone being assigned this profile should also be assigned the following
roles - Partner Loan Creator, Partner Loan Officer, and Partner Loan Submitter.

3. Correspondent Secondary - should be assigned to any Seller user who will be
locking loans.

4. Correspondent Purchase Advice - should be assigned to any Seller user who will
need to view the Purchase Advice.

*Division - Click the box next to Correspondent-Delegated or Correspondent -

Non-Delegated. This will automatically be correct based on your channel.
Loan Officen Salutation v
* First Name Stan
1 Registe] s:LastName: kes Add Broker Association
nd NMLS Id: — ——
* Phone Type Work et Preferred
* Phone Number y (317) 555-1212 |- ] sms
* Portal Access Profile: |Corresnonde’n Portal Useq| v.;
System Access: Portal
* Division Il

Limited Loan Access [

Password Maintenance

Change Password

Account Locked |}

Account Enabled Registered



© Spring EQ, LLC 2024, All Rights Reserved

Spring EQ

correspondent

16 Limited Loan Access: NEVER CHECK THIS OPTION

* User D: c-StanLee | ]
* E-Mail: stanlee@marvel.com

Salutation:

* First Name: Stan . b

. |

* Last Name: Lee ] Ad
NMLS Id. .

* Phone Type: [¥] Preferred

*Phone Number: ¥ (317) 565-1212 |w |- | [ sms

* Portal Access Profile: | Correspondent Portal User 4
System Access: Portal

* Division raspand T ‘

Limited Loan Access N e Ve r ‘
Password Maintenance C h eck ‘

Change Password
Account Locked (]
Account Enabled Registered ‘
I
g " "
17 cClick on the "Change Password" Button.
Applicationy | T = L
Withdrawn by * Phone Type: | work Preferred
4
Submitted fU'J *Phone Number:  #(317)665-1212 ||| | EIsms
* Portal Access Profile: \Currespundem Portal User

Ready for Pui R
Withdiawn mj System Access: Portal
Purchased Lq * Division Correspondent - Deleg.. |
Total ‘

Limited Loan Access

|
1

Account Locked

Account Enabled Registered

Save Cancel

BRANCH ID




18 Click the "* New Password:" field. Enter the password you are assigning in both
boxes. Make sure that it meets the Password Requirements.

Broker Association

Set Password X

= Password

* New Password |

* Retype New Password:

Password Requirements:

1. Minimum Password Characters Length 12
2. Minimum Number of Upper Case Letters: i}
3. Minimum Number of Lower Case Letters: 0
4. Minimum Number of Numeric Characters: 0
i = 5. Minimum Number of Special Characters: 0
6. Number of Change Passwords before reuse: 10

19 cClickon the "Update" button.

& 3. Minimum Number of Lower Case Letters: ]
4 Minimum Number of Numeric Characters: 0
r
_d 5_Minimum Number of Special Characters 0
6. Mumber of Change Passwords before reuse: 10
© Spring EQ, LLC 2024, All Rights Reserved 13
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20 click on the "Save" button.

Apprcauocn U e L J BRANCH ID

Withdrawn by * Phone Type: | work .F’_.: Preferred

Submitted fof * Phone Numb {(317) 5551212 | —
{ one Number: P (217) 555-1212 7| 71 sms

A * Portal Access Profile: | Correspondent Portal User-i:.i |
Ready for Puf = e ke

Withdrawn fu;
Purchased Lq * Division Correspondent - Deleg. |

System Access: Portal

Total Limited Loan Access

|

Change Password
Account Locked =)
Account Enabled Registered =

Canc

21 A pop-up will appear asking if you want to associate the user to the branch that is
shown. If it is correct, click the "Yes" button. If incorrect, go to step 23.

v.
| Stan &
Lan Add Broker Association
| BRANcHID BRANCH NAME ADDRESS NMLSID BRANCI
Work » Preferred
|(317) 5551212 jaet [ sMs Confirm Add
Correspondent Portal User 2 ' l
2 Do you want to associate user to this branch?
Portal \f;‘
CHTRT o [ No |
sl e~
2/06/2024
|
© Spring EQ, LLC 2024, All Rights Reserved &) 14
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22 Click the "Okay" button.

oker Association

1.SMS Branch Assaciation el

\‘i) User is now associated to branch

meel o ok |

A pop-up will appear asking if you want to associate the user to the branch that is
shown. If it is incorrect, click the "No" button.

S ARTIN;
} el ] SMS Confirm Add ix!
& = “:\!f’ Do you want to associate user to this branch?
| (o) |
© Spring EQ), LLC 2024, All Rights Reserved 15
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To remove this branch from this user, click the red "Remove" button at the end of
the branch information.

24

x
Broker Association Role Profile
Associated Branches
BRANCH ID BRANCH NAME ADDRESS NMLSID BRANCH TYPE  STATUS PRIMARY REMOVE
vl =)
‘ »
Add Broker Association
BRANCH ID BRANCH NAME ADDRES S NMLS ID BRANCHTYPE  DIVISION ADD
»

When the pop-up comes up, click the "Yes" button to remove the user from
association to this branch.

roker Association

Confirm Remove %

2 Do you want to remove user association to branch?
N

1062024
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26 Click "Okay" to complete the removal of the branch from this user. Go back to

step 21 and select the branch the user should be associated with.

Broker Association

Info *x

User is no longer associated to branch

= )

Roles are the same as the Portal Access Profiles.

1. Correspondent Administrator — assigned to at least one person who can control
access for all of the other users in the portal.

2. Correspondent Portal User — should be assigned to any Seller user who will be
using the Portal for registering loans, submitting loans, managing Conditions, and
uploading documents. Anyone being assigned this Profile should also be assigned
the following roles - Partner Loan Creator, Partner Loan Officer, and Partner Loan
Submitter.

1. Anyone being assigned this Profile should also be assigned the following roles
- Partner Loan Creator, Partner Loan Officer, and Partner Loan Submitter.

3. Correspondent Secondary - should be assigned to any Seller user who will be
locking loans.

4. Correspondent Purchase Advice - should be assigned to any Seller user who will
need to view the Purchase Advice.
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27 Click "Role Profile"

| c-StanLee

stanlee@marvel com

>
Stan
Lee
Work Preferred
#einsssi212 vl F1sMs

Comespondent Portal User

Broker Association Rale Profile

Associated Branches

ERANCH ID BRANCH NAME ADDRESS
1
Add Broker Association
ERANCH ID BRANCH NAME ADDRESS

28 Click on the "New Role" button.

B2B Portal

oker User Maintenance

Back to User List

User Set Up

* User ID: c-StanLee

* E-Mail: stanlee@marvel.com
Salutation:

* First Name: Stan

* Last Name: Lee

NMLS Id:

* Phone Type: Work

* Phone Number:

* Portal Access Profile: | Correspondent Portal User

v | [ Preferred
Floamsssz x|

Broker Association

ROLE

Role Profile

Correspondent Portal User

[E] sMs

NMLSID BRANCH TYPE
NMLSID BRAN
VALID FROM VP
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@ If the user added is listed as a "Correspondent Portal User", the three additional
roles in steps 29-40 must be added.

Click on the drop-down under "*Role" to add the three additional roles they must
29 also have.

IS P

al User
Add New Role x
wed
[ ]
Valid From: (oG}
Valid Through (]
cl Enabled: 1
Primary: El



30 Click "Partner Loan Creator"

m
T Add New Role
wk | [ Preferred
715851912 |wl [ 5us * Role [| ~
Correspondent Portal
mespondent Portal User VELERR: Ao
tal RatELECU 0 Correspondent Portal User
rrespondsnt - Daleg. il Enabled Correspondent Purchase Advice
Primary: CorrgSpondent Secondary
Parner Loan Creator e
Partnér-Loan Officer
Partner Loan Submitter
Wholesale Portal Administrator
{6024 Wholesale Portal User
= Wholesale Portal User NME
Registered (5]
= " "o
31 Click the "Enabled:" field.
staniee{@marver.com
Correspondent Porial User
-
Stan
Lee
- Add New Role
¥ | [¥] Preferred
(317) 5554212 || [ sus Role [F’artner Loan Creatol| |V|
fil: [Correspondent Partal User YRk IoN]: &
ot Valid Through! .y s}
Correspondent - Deleg.. & Enaed (&
o Primary: I}
& |
ice
2/06/2024
© Spring EQ, LLC 2024, All Rights Reserved =
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32 cClick the "Save" button.

Add New Role

~ | [ Preferred

¥ i
L Role:

1dent Portal User Valid From:

Valid Through:

dent - Deleg . Etmalicd

Primary:

tered il

%
Partner Loan Creator A

]

iz}
B

33 click the "New Role" button.

Jser Maintenance

[k to User List

ar Set Up

ser 1D: c-StanLee

-Mail stanlee@marvel.com

utation: 2

rst Name Stan

15t Name: Lee

LS Id:

none Type Work % Preferred

none Number: ﬂ f31.'f3555-1212 Tl [F] SMS

ortal Access Profile: | Correspondent Portal User

Save Cancel

Broker Association Role Profile

ROLE VALID FROM

Cormrespondent Portal User

Partner Loan Creator

21

VALID THI



34 Click "Partner Loan Officer"

a0 Add New Role
| [ Preferred

12° ek 7l sMs Role

nf Portal User Valid From:
Valid Through:

1t -Deleg.. = Enabled:
Primary:

=
d (i)

35 clickthe "Enabled:" field.

stanlee@m

Correspondent Portal
Administrator

Correspondent Portal User
Correspondent Purchase Advice
Correspondent Secondary
Partner Loan Greator

Pariner Loan Officer

Partner Loan Submiitter
‘Wholesale Portal Administrator
Wholesale Portal User
‘Wholesale Portal User NME

incel

Correspondent Portal User

Pariner Loan Creator
Stan
Lee
Add New Role 3]
Work ¥ [] Preferred
/? (317) 5551212 |- Fsms * Role [Panner Loan Officer ‘V|
file:. | Correspondent Portal User Yalid Erow; K
Portal Valid Through: i (]
Gorrespondent - Deleg ] B
Primary:
s [
=
ace

© Spring EQ, LLC 2024, All Rights Reserved =
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36 Click the "Save" button.

Add New Role
% Preferred

H2 s * Role

ent Portal User Valid From:
Valid Through:

ant - Deleg Enabled:
Primary-

K]
ed &

37 click "New Role".

User Maintenance

bk to User List

wer Sel Up

Iser ID: c-StanLee

-Mail stanlee@marvel.com

lutation: s

irst Name Stan

ast Name: Les

LS 1d:

‘hone Type Work 8% Preferred

‘hone Number: f (317) 555-12?2 2 [F] sMs

‘'ortal Access Profile: | Correspondent Portal User

(%]
Pariner Loan Officer it
]
[}
0

Broker Association Role Profile

New Role

ROLE VALID FROM
Correspondent Portal User
Partner Loan Creator

Partner Loan Officer

23

VALID Tk



38 Click "Partner Loan Submitter"

Add New Role 53]
i Preferred
= * Role: e
i [l sms
— Valid From: Correspondent Portal
il Administrator
Ve e Caorrespondent Portal User
Deleg.. @ Enabled Carrespondent Purchase Advice
Primary: Correspondent Secondary
Partner Loan Creator
Partner Loan Officer
Wholesale Portal Administrator
Wholesale Portal User
= Wholesale Portal User NME
5
=

39 clickthe "Enabled:" field.

staniee@marvel.com
Correspondent Portal User

~
Pariner Loan Creator
Sl Partner Loan Officer
Lee
Add New Role
Work ¥ [¥] Preferred
»
‘/,,;. G17) 5661212 |- ] sMs Role [Partner Loan Submitter| ‘V|
file: | Correspondent Portal User Valid Froer; O
o Valid Through: =", [}
Correspondent - Deleg & Enablec: 0
Primary: (&

2106/2024

© Spring EQ, LLC 2024, All Rights Reserved
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40 Click the "Save" button.

Partner Loan Officer o7
Add New Role =
| [&] Preferrec
== . * Role Partner Loan Submitter ~ |
2 | SMS
e Valid From: |
Valid Through: ]
t-Deleq.. & Enabled:
Primary: &}

@ A person can have multiple roles. Follow the steps above if you want the user to
have multiple roles such as Correspondent Purchase Advice or Correspondent
Secondary in addition to the Portal User role. They can have all three roles if
desired.

© Spring EQ, LLC 2024, All Rights Reserved 25
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M Click the "X" in the top right corner of the pop-up screen to close it out. This will
automatically save the roles.

£LID FROM VALID THROUGH ENAELED FPRIMARY REMOVE
L L
L @ v
L )
o (=]

@ * Each Branch ID will have a unique NMLS ID

« For larger, national accounts, add the new user to the main company account

« If multiple associations are requested (e.g., both main company and a branch

location), add both to the user profile, then check the box under Primary next to the one which
will be used most frequently

@ Questions? Please reach out to your dedicated Account Executive!

© Spring EQ, LLC 2024, All Rights Reserved 26
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Resetting a Password

e C(lick the arrow next to your name on the top navigation bar and select
Manage Broker Users
e Use the Search option on the top left of the Broker User Maintenance
screen to search by name or email address to find the user account
o Ifthe user does not exist, revert to the ADD NEW USER section
instead
o If the user exists, proceed with next steps
e Click on Change Password
e Enter the new password in both fields, then click Update

© Spring EQ), LLC 2024, All Rights Reserved 27
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Changing Branch Association

e Click the arrow next to your name on the top navigation bar and select Manage Broker Users
e Use the Search option on the top left of the Broker User Maintenance screen to search by name or
email address to find the user account

o If the user does not exist, revert to the ADD NEW USER section instead

o If the user exists, proceed with next steps
e Review the Broker Association tab

o Associated Branches: This section will show what branches are currently associated with the user

account
= |f an incorrect association was made, select the red “-” icon under Remove to disassociate the
branch from the user

Broker & sacciation Role Profise

Assofiaind Branchas

FRARGH IF BERANLH MANT ANCRESS HMIL 36T BRANCH TYPE STATHS PRIMARY REMOIVE
4002AE Spnng EQ. LLC dba Mew Look 100 W, Baizoniond Road 1404045 Company Appeoved [+#] =]
Lending Radnar & 49047
[}
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Changing Branch Association Continued

o Add Broker Association: This section will show any
additional branches which may be associated with the
user account

= Select the green “+” icon under Add to associate
the branch with the user

Ao Brokor fAssacistion

ERAIIH D ENAHCH haANE AENRESE LR SRANCHTTRE S B ] AHE
IN03650 S EG. LLS s ey Lok 160 W Miekeninsd Rdad Fadnir 14misAR L ] SES u
Lendng (o L

= Click Yes to the popup window confirming to
proceed with the association

Click OK to the popup window confirming the branch association
is complete

© Spring EQ), LLC 2024, All Rights Reserved 29
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Changing Branch Association Continued

o Association Notes:

= Each Branch ID will have a unique NMLS ID

= Forlarger, national accounts, add the new user to
the main company account

= |f multiple associations are requested (e.g., both
main company and a branch location), add both to
the user profile, then check the box under Primary
next to the one which will be used most frequently

© Spring EQ), LLC 2024, All Rights Reserved 30
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Reactivate Account

e Click the arrow next to your name on the top navigation bar and select

Manage Broker Users

e Use the Search option on the top left of the Broker User Maintenance screen
to search by name or email address to find the user account
o If the user does not exist, revert to the ADD NEW USER section instead
o If the user exists, proceed with next steps
e |nthe section for Password Maintenance, click the checkbox next to Account

Enabled, then click Save

Password Maintenance

Change Password

Password Last 407
9/19/2022
Changed. '
Passwaord Expires: 3
I Account Locked 1
|
| Account Enabled [#] |Registered

© Spring EQ, LLC 2024, All Rights Reserved
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Deactivate Account

e C(lick the arrow next to your name on the top navigation bar and select
Manage Broker Users
e Use the Search option on the top left of the Broker User Maintenance

screen to search by name or email address to find the user account
e Inthe section for Password Maintenance, check the box next to Account
Locked and uncheck the box next to Account Enabled, then click Save

Password Maintenance

Change Password

Password Last ;
(9/19/2022
Changed:
Password Expires: FE
Account Locked ()
Account Enabled [] |Registered

| save ]| Gancol |

© Spring EQ), LLC 2024, All Rights Reserved 32
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Deactivate Account Continued

e Review the Broker Association tab
o Associated Branches: Remove association from the broker company and all

branches by selecting the red “-” icon under Remove to disassociate the branch
from the user

Broker & ssociation finie Profie

Assoigied Branchos

RFRANCH ID ERANCH MANT ANDRESS WML 3 BERANGH TYPE  §TATUS PRIMARY REMOVE
400058 Spong EQ. LLC dba Mew Look 100 W, BAaisoniod Boad, 1AG404E Conpany Appeaved =l =
Lending Radnar P& 490487

o Click Yes to the popup window confirming to proceed
with removing the association

o Click OK to the popup window confirming the branch
association changes are complete
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Thank you for choosing Spring EQ!!

For questions or additional assistance, please

reach out to your dedicated Account
Executivel
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