&S\ MERCHANTS BANK

JOB AID:
USER MANAGEMENT

This user guide covers how to:

1. Create New Users (see Page 1);
Navigate Role Profiles (see Page b5);
Navigate Access Profiles (see Page 7);
Disable User Accounts (see Page 9);
Unlock Locked Accounts (see Page 11);
Reset a Password (see Page 13);

N o o bk DD

Understand Portal Roles (see Page 16).

Create New Users

1. Navigate to the TPO Portal login page, , and enter your username and
password.

& \.. MERCHANTS BANK

TPO LOGIN

Usor Name:

Passwors:

2. Click on the in the upper right corner of the screen, then select from the
dropdown menu.

MERCHANTS BANK

Welcome to the TPO Portal

Pipeline rior () Alert Summary

$2569,000
2 $1800000
2 $220000

$1,000,000

182 $140,413,500
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USER MANAGEMENT: CREATE NEW USERS

3. Select New User.

Gnannet:
Partner User Mainte
Search f
3 R FIRSTNAME LAST NAME & WAL PHONE  ACCOUNTENABLED
it Jane smith am - v
Jon Smith (222) 222-2222 < | &
J Doe (333) 333-3333 <
Richard Roe (444) 444-4444 <
0P| jroe Jenniter Roe (555) 555-5555 v Seller Lock ... MBI
el jjbloggs Johnie Bloggs ibloggs@email.com (666) 666-6666 Seller Admin MBI
urefl ' janiebloggs Janie Bloggs janiebloggs@email.com @) I < Seller Rep. VBl
urch  jappleseed Johnny Appleseed jappleseed@email.com (888) 886-8888 ] Seller Rep MBI
>urd
ved
Purd

4. Complete the following fields:

a. User ID - This username must be unique across all Merchants TPO Portal users, so we recommend using
full first and last name.

. Email Address
First Name

. Last Name

. Phone Type

-~ 0 a0 T

Phone Number - Click on the pencil icon to enter this. Make sure to select the Preferred check box
within this pop-up, then click Save.

g. Portal Role - Additional roles can be added to users later in the process. See Page 16 for explanation of
roles.

h. Division - The user will only have the option to select the channel(s) that your company is approved for
with Merchants. If the desired channel is missing, please contact your Client Manager.

Partner User Maintenance X

Back to User List Partner Association  Rolo Profile  Access Profiles

User Set Up s che:

susei>: (] | |/emaNcuio  BRaNcuNaMe  AbpAes s MLSID  BRANCHTYP! E  sTATUS A

«E-Mall but
ol s -
G

“F
G
of Mo am:: Add Partner Associati
: | jlestiane. BRANGH ID NMLSID  BRANG HTYPE  DWVISION
H NMLS Id:
rq

* Phone Type: .| [ Preferred
d
| * Phone Numoer,@ % FIsMms | Page 0 of0 | | No data to display
d * Portal Role: =

]
Password Maintenance

Change Password
Account Locked ]
Account Enabled Registered  [7] o

Edit User Telephone Number

(123) 456-7890

Save Cancel

Eﬁni’é m@ BankMerchants.com
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USER MANAGEMENT: CREATE NEW USERS

B. Select Save to create the new user record.

Partner User Maintenance x
Back to User List Partner Association  Role Profile  Access Profiles
‘ User Set Up. Assoclated Branches
* User ID: Tohndos BRANGH D BRANCH NAME ADDRESS NMLSID  BRANCHTYPE STATUS PRIMARY  REMOVE
* E-Mail: jdoe@email.com |5
9 Salutation: v
Pl
* First Name: John
G|
of Middle Narme: Add Partner Association
] * Last Name: Doe = — = = =
BRANGH ID BRANCH NAME ADDRESS NMLSID  BRANCHTYPE  DIVISION ADD
¢ NMLS Id:
9 * Phone Type: Mobile ~ | [ Preferred
d
| *Phone Number: ¥ (123) 456-7890 |- FIsmMs | Page o | of0 | No data to display
d * Portal Role: Seller Admin v
System Access: Portal
* Division: Delegated - Correspondent| v
Limited Loan Access ]
Password Maintenance
Change Password
Account Locked B
Account Enabled [#] Registered

(5

Save Cancel

6. After saving, you will receive a pop-up. Click Yes.

0 Confirm Add ] 4

W Is
? ) Do you want to associate user to this branch? A1

)0}

q [ No |

e - e

7. Select OK.

vt

Branch Association X

i ' User is now associated to branch.

T

Member

FDIC = BankMerchants.com
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USER MANAGEMENT: CREATE NEW USERS

8. See the next two sections on how to set up the and
is ready. Please provide the new user with their username and inform them they will receive an email to set
up their password and activate their account.

8/

9. The user will receive a second email to confirm the account is now activated.

o

From: no-reply @bluesageusa.com <no-reply @bluesageusa.com>
Sent: Tuesday, March 24, 2026 2:51 PM

To: John Doe <jdoe @email.com>

Subject: Welcome to the Merchants TPO Portal

New User Activation (Step 1 of 2)

Hi John,

An account has been created for you in the Merchants TPO Portal.
Please click on the Password Authentication link to create a
password for your account.

Email Address: jdoe @email.com

Password Authentication

Merchants Bank, 410 Monon Blvd, Carmel IN 46032
This email address is not monitored. Please do not reply directly to this email.

From: no-reply @bluesageusa.com <no-reply @bluesageusa.com>
Sent: Tuesday, March 24, 2026 2:54 PM

To: John Doe <jdoe @email.com>

Subject: New Account Activation Successful

New User Activation (Step 2 of 2)

Hi John,

Your account is now activated! Please click on below link(s) to log in to
your account with your user name and password.

User Name: jdoe

MBI TPO Portal

Merchants Bank, 410 Monon Blvd, Carmel IN 46032
This email address is not monitored. Please do not reply directly to this email.

to ensure the user account
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USER MANAGEMENT: ROLE PROFILE TAB

Role Profile Tab

1. Once you have saved a new user, click on Role Profile.

0 =

Partner User Maintenance

Back to User List Partner Association  Role Profile  Access Profiles
User Set Up Associated Branches
* User ID: johndoe BRANCH ID BRANCH NAME ADDRESS NMLSID  BRANCHTYPE STATUS PRIMARY  REMOVE
* E-Mail: jdoe@email.com pu
| Salutation: %
Py
* First Name: John
Pl
o Midche Bame: Add Partner Association
n * Last Name: Doe
BRANCH ID BRANCH NAME ADDRESS NMLS ID BRANCH TYPE DIVISION ADD
A NMLS Id:
* Phone Type: Mobile v | [¥] Preferred
*Phone Number:  4%(123) 456-7890 | - [F1sms | Page © of0 | No data to display
* Portal Role: Seller Admin v
System Access: Portal
* Division: Delegated - Gorrespondent | v
Limited Loan Access [
| Password Maintenance
Change Password
Account Locked B
Account Enabled Registered
; “up ” ;
"
NOTE: The user will always have access to the “highest” role they have assigned to them.
Partner User Maintenance x
Back to User List Partner Association  Role Profile  Access Profiles
User Set Up
* User ID: jdoe
ROLE VALID FROM
* E-Mail: jdoe@email.com
Seller Admin
Salutation: v
* First Name: John
o
i) Middle Name:
| * Last Name: Doe
4 NMLS Id:
9 * Phone Type: Mobile v | [@ Preferred
d
1 *Phone Number: 4% (123) 456-7890 |¥ - [ sms
d * Portal Role: Seller Admin
System Access: Portal

* Division: Delegated - Correspondent

Limited Loan Access [[]

Password Maintenance

Change Password

Password Last

8/19/2025
Changed:
Password Expires: ]
Account Locked B

Account Enabled

Registered

Member

FDIC =

BankMerchants.com
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USER MANAGEMENT: ROLE PROFILE TAB

3. Click on the Role dropdown to select a role, then click the check box to enable it. Select Save.

Add New Role

* Role:
Valid From:

Valid Through:

Seller Lock Desk

@bled:

Primary:

4. You can now see the new role that has been added.

Partner User Maintenance

t3ancel

Back to User List Partner Association  Role Profile | Access Profiles |
|
User Set Up
|
* User ID: jdoe
ROLE VALID FROM VALID THROUGH ENABLED PRIMARY REMOVE
* E-Mail: jdoe@email.com pu
1l Seller Admin v v
9 Salutation: X
Pl Seller Lock Desk 4 (-]
* First Name: John
P
ol Middle Name:
chf * Last Name: Doe
i NMLS ld:
rq
* Phone Type: Mobile v | [ Preferred
d
= *Phone Number: 4 (123) 456-7890 | - [ sMs
»d * Portal Role: Seller Admin
System Access: Portal

* Division:

Delegated - Correspondent

Limited Loan Access  [[]

Password Maintenance

Change Password

Member

FDIC =

Password Last

8/19/2025
Changed:

Password Expires: )
Account Locked ]

Account Enabled

Registered

Save Cancel

BankMerchants.com
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USER MANAGEMENT: ACCESS PROFILE TAB

Access Profile Tab

1. Once you have saved a new user, click on Access Profiles. This tab controls the user’s channel access.
Changes on this tab will only be applicable for companies that have delegated and non-delegated channel
approvals.

Partner User Maintenance a x

Back to User List Partner Association  Role Profile  Access Profiles

User Set Up Associated Branches
* User ID: johndoe BRANCH ID BRANCH NAME ADDRESS NMLSID  BRANCHTYPE STATUS PRIMARY  REMOVE
* E-Mail: jdoe@email.com pu
9l Salutation: %
Py
* First Name: John
Pl
o Mdcke Name: Add Partner Association
A * Last Name: Doe
BRANCH ID BRANCH NAME ADDRESS NMLS ID BRANCH TYPE DIVISION ADD
H NMLS Id:
q
* Phone Type: Mobile o Preferred
d
| *Phone Number: ¥ (123) 456-7890 | - [F1sms | Page o of0 | No data to display
d * Portal Role: Seller Admin v
System Access: Portal
* Division: Delegated - Gorrespondent | v

Limited Loan Access  [[]

Password Maintenance
Change Password
Account Locked B
Account Enabled Registered

Save Cancel

2. Select New Access Profile to add the channel that was not selected in the initial setup.

Partner User Maintenance X

Back to User List Partner Association  Role Profile  Access Profiles

User Set Up
New Access Profile
* User ID: johndoe
ACCESS PROFILE VALID FROM VALID THROUGH PRIMARY REMOVE
* E-Mail: jdoe@email.com B
| Delegated - Correspondent v
| Salutation: o
Py
* First Name: John
Pl
x| Middle Name:
A * Last Name: Doe
A NMLS Id:
q
* Phone Type: Mobile v | [¥] Preferred
d
* Phone Number: (123) 456-7890 |¥ -
o one Number: _,) (123) [F] sMs
d * Portal Role: Seller Admin
System Access: Portal
* Division: Delegated - Gorrespondent

Limited Loan Access [

Password Maintenance

Change Password

g??,gz:f = 8/19/2025

Password Expires: (]
Account Locked B

Account Enabled Registered

Save Cancel

Member

FDIC BankMerchants.com

CENBER
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USER MANAGEMENT: ACCESS PROFILE TAB

3. Click on the Access Profile dropdown to select the channel, then click Save to add the additional channel.
NOTE: The Primary check box will control the default channel pipeline displayed on the Portal Home Screen.

Add New Access Profile

X
* Access Profile: [ |V ‘ 9

Valid From: 3

Valid Through: |

Save Cncel

4. You can now see the new channel that has been added.

Partner User Maintenance

B3
Back to User List Partner Association  Role Profile  Access Profiles
User Set Up
New Access Profile
* User ID: johndoe
ACCESS PROFILE VALID FROM VALID THROUGH PRIMARY REMOVE
* E-Mail: jdoe@email.com B
| Delegated - Correspondent v
9 Salutation: o
Pl Non Delegated - Correspondent =)
* First Name: John
Pl
E] Middle Name:
= * Last Name: Doe
of NMLS Id:
]
* Phone Type: Mobile 3 Preferred
d
£ * Phone Number:  (123) 456-7890 | - Elsms
xd * Portal Role: Seller Admin
System Access: Portal |
* Division: Delegated - Correspondent ‘
Limited Loan Access [
Password Maintenance
Change Password ‘
Password Last 8/19/2025
Changed:
Password Expires: (|
Account Locked =
Account Enabled [#] Registered

Save Cancel

Eﬁni’é m@ BankMerchants.com
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USER MANAGEMENT: DISABLING USER ACCOUNTS

Disabling User Accounts

1. From the Portal Home Screen, click on the person icon in the upper right corner of the screen. Select
Manage Partner Users from the dropdown menu.

Merchants Bari of Indians NMLS 10#:
0 Monon B, Partner ID#: e
a a Aoproved For:  CONV

19 Oaiegated - Cormaspondent

Ghannet
50 ParinerStatus:  App

2N
MERCHANTS BANK

Home.

Welcome to the TPO Portal

Merchants Bank of indana f |
_ o i, 40052 . o 02
Delegated - Corespondent i
Merchants Bark of Indiana (554119) v || | Company, 410 Monon Bivd., Garmal, I 46032 (554 v
Pipeline pipeina Fitor ([l Alert Summary

se0000000
swrus counT  ToraLLom AT Averr v counrz

steconon
Loan Registered 45 sa9707.00 Lock Has Exired

ssacon000
Glosing Package Submitied 15 $14800000 Loan Data Has Changed: Lock Update 1

s24000000 Needed
Glosing Package Setup 5 59350000 L]

srzcono00
Incomplete Closing Package X o Total: 34
Incompleta Closing Packag 3 s3100000 | |
Pre-Purchase Review & 25w e o & Y
Pre-Purchese Suspended 3 867500 PP F ¢ ;g ;
T T f5787 Sis

& &
— - iy
Loan Purchased 2 s22000 g & ¢
2 5 F 4 & d
Cancelled o Purchase 1 s10000 ¥ ¢ &
Total 182 $140413500
Ghanner:

Partner User Maintenance x
usen 1D FIRST NAME LAST NAME & ML PHONE ACCOUNT ENABLED UsER ROLE owision
janesmith Jane Smith janesmith@email.com () 114111 v Seller Admin MBI

, | ionnsmitn Jonn Smitn jonnsmith@email.com (222) 222.2222 ) Seller Admin MBI | 7
Reg| Ianedoe Jane Doe janedoe@email com (333) 3333333 v Seller Processor MBI
\gP| e Richard Roe noe@email.com (444) aa4-4424 7 Seller Rep MBI
«aP| jroe Jenniter Roe jroe@email.com (555) 555-5555 v Seller Lock D... MBI
plel jbloggs Jonnie Bloggs jibloggs@email com (666) 666-6666 Seller Admin MBI
urch janiebloggs Janie Bloggs janiebloggs @email.com @y v Seller Rep VBl
ureh johndoe John Doe jdoe@email.com (123) 456-7890 v Seller Admin MBI
>urd
ved
Purd
V| Partner User Maintenance X
Back to User List Partner Assoclation  Fole Profile  Access Profles
User Set Up Associated Branches
* UserID: jonndoe BRANCHID BRANCH NAME ADDRESS NMLSID  BRANCHTYPE STATUS PRIMARY  REMOVE
+ E-Mail: dos@email.com 1000011 ABC Mortgage, Inc. 123 Main Street 1234 Company | Approved )
Anytown, State 12345
Salutation: 2
B
* First Name: John
iddle Necpe: Add Partner Association I
* Last Name: Doe
BRANCH D BRANCH NAME ADDRESS NMLSID  BRANCHTYPE  DIISION 0D 2
LS. 1000011 ABC Mortgage, Inc. 123 Main Street 1234 Branch MBI [
* Phone Type: Mobile | @ Preferred AyLOM 1 Stete) 25 5)
2000022 ABC Mortgage, Inc. 456 Main Street 567890 | Branch MBI )
*Phone Number:  (123) 456-7890 |- [Fsms Branch A Anytown, State 12345
= Portal Fole: T 3000033 ABC Mortgage, Inc., 123 Any Street 123456 | Branch MBI o
Branch B Anytown, State 67890 3
System Access: Portal 4000044 ABC Mortgage, Inc. 456 Any Street 78900 Branch MBI [+]
* Division: Delegated - Comespondent Branch © Ariyowr, Stale 750

Ty | Page 1 | oft |~ .| Displaying1-40f4

Password Maintenance

Change Password
Password Last
Changed: 8/19/2025

Password Expires: (]

‘Account Enabled @ R)stered

Save Cancel

Member

FDIC BankMerchants.com

CENBER
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USER MANAGEMENT: DISABLING USER ACCOUNT

4. Once the Account Enabled box has been unchecked, click Save to disable the user.

V) Partner User Maintenance X
Back to User Partner Association  Fole Profila  Access Profiles
User et Up Associated Branches
* User ID: johndoe BRANCH ID BRANCH NAME ADDRESS NMLSID  BRANCHTYPE STATUS PRIMARY  REMOVE
* E-Mail jdoe@email.com 1000011 ABC Mortgage, Inc. 123 Main Street 1234 Company | Approved @ )
Anytown, State 12345
| Salutation v
* First Name: John
Midco Name: Add Partner Association b
Last tems L2 BRANCH ID BRANCH NAME ADDRESS NMLSID  BRANCHTYPE  DIVISION 00
NMLS Id: 1000011 ABC Mortgage, Inc. 123 Main Street 1234 Branch mBI [+]
* Phone Type: Mobile v [@ Preferred AVIOWNSIAE 2335
2000022 ABC Morigage, Inc. 456 Main Street 567890 Branch MBI o
*Phone Number: ¥ (123) 456-7890 | [lsms Branch A Anytown, State 12345
« Portal Role: Sollor Admin 3000033 ABC Mortgage, Inc., 123 Any Street 123456 Branch MBI )
Branch B Anytown, State 67890
System Access: Portal 4000044 ABC Mortgage, Inc. 456 Any Street 78900 Branch MBI [+
* Division: Delegated - Correspondent Aoviown; Siate 07050
[iitad Uoan'Access (B 0| Page 1 oft | - | & Displaying1-4of4
Password Maintenance
]
Password Last
8/19/2025
Changed:
Password Expires: (=]

Account Enabled [s]

(4

Save Cancel

5. You will see they no longer have a green check mark next to their User ID, showing their account is not
enabled.

Gnanne
Partner User Maintenance X
3 | userio FIRST NAME LAST NAME & EmaL PHONE ACCOUNT ENABLED USER ROLE owisioN
janesmith Jane smith Janesmith@email.com (GO RLEN v Sellor Admin MBI
johnsmith John Smith johnsmith@email.com (222) 222-2022 v Seller Admin MBI Fos
qeg|  ianedoe Jane Doe janedoe @email.com (333) 333-3333 v Seller Processor MBI
ap| rmoe Richard Roe rroe@email.com (444) 444-4444 ] Seller Rep. MBI
9P jroe Jennifer Roe jroe@email.com (555) 555-5555 4 Seller Lock D... MBI
plel | jjbloggs Johnie Bloggs ibloggs @email.com (666) 666-6666 Seller Admin MBI
arell  janiebloggs Janie Bloggs janiebloggs@email.com (777) 777-7777 v Seller Rep MBI
el jonndoe John Doe jdoe@email.com (123) 456-7890 Seller Admin MBI
>urd
ved
surd
lled
| Page 1 oft | = | Displaying1-8of8

Member

FDIC = BankMerchants.com
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USER MANAGEMENT: UNLOCKING LOCKED ACCOUNTS

Unlocking Locked Accounts

If a user locks their account by entering the wrong password too many times, you will have to unlock their
account for them.

1. From the Portal Home Screen, click on the person icon in the upper right corner of the screen. Select
Manage Partner Users from the dropdown menu.

sans NMLS 10#: Correspondent

2N
MERCHANTS BANK % Partner IDF:

Approved For

Ghannet
Partner Status:

Home.

Welcome to the TPO Portal

Aoout
| 410 Monon B o 45032
Delegated - Correspondent -1 B =
Merchants Bark of Inciana (554119) v || | Company, 410 Monon Bivd., Garmal, I 46032 (554 v
Pipeline pipeina Fitor ([l Alert Summary

se0000000
suarus COUNT TOTAL LOAN AMT AueaTTvPE counr.x

si8000000
Loan Registered 45 $19707,000 Lock Has Exgired

596000000
Glosing Package Submitted 15 $14800000 Loan Data Has Ghanged; Lock Update 1

s24000000 Needed
Glosing Package Setup 55 550350000 Needed
Incompleto Closing Package 3 s3100000 SiEmm. | | Total: £

. ————
Pro-Purchase Review & w2250 e o & o =
Pre-Purchese Suspended 3 867500 P FF $
Final Purchase Reviow 2 sese000 5’ r &5
S - iy,
Loan Purchased 2 200000 s & ¢
2 F A & F
Gancollod for Purchase 1 s10000 Fs ¢ &
Total 182 $140413500
Ghanner:

Partner User Maintenance x
UsERID FIRST NAME LAST NAME & EmAL PHONE ACCOUNT ENABLED USERROLE owisioN
janesmith Jane smith janesmith@email.com () 114111 v Seller Admin MBI
jonnsmith John smith johnsmitn@email.com (222) 222-2222 7 Sellor Admin MBI | &

Reg| Janedoe Jane Doe janedoe@email.com (333) 333-3333 < Seller Processor MBI
\gP| e Richard Roe moe@email.com (444) 444-4444 < Seller Rep vl
«aP| jroe Jenniter Roe jroe@email.com (555) 555-5555 v Seller Lock D... MBI
wplef " jjologgs Johnie Bloggs jibloggs@email.com (666) 666-6666 Seller Admin MBI
urefl ' janiebloggs Janie Bloggs janiebloggs@email.com @) I < Seller Rep VBl
urefl johndoe John Doe jdoe@email.com (123) 456-7890 v Seller Admin MBI
>urd
ved
Purd
V| Partner User Maintenance x
Back to User List Partner Assoclation  Role Profils  Access Profiles
User Set Up. Associated Branches
* User ID: johndoe BRANGH ID BRANGH NAME ADDRESS NMLSID  BRANGHTYPE STATUS PRIMARY  REMOVE
« E-Mail (oe@emailcom 1000011 ABC Mortgage, Inc. 123 Main Street 1234 Company | Approved =)
Anytown, State 12345
Salutation: v
i * First Name: John
Hidcle Neates Add Partner Association H
* Last Name: Doe
BRANCH ID BRANCH NAME ADDRESS NMLSID  BRANCHTYPE  DIVISION oD
NMLS id: 1000011 ABG Mortgage, Inc. 123 Main Street 1234 Branch MBI [+
* Phone Type: Mabile ~| [ Preferred Anyiown;Slate 12945
2000022 ABC Morigage, Inc. 456 Main Street 567890 | Branch MBI [+
*Phone Number: ¥ (123) 456-7890 | | SETS Branch A Anytown, State 12345
< Portal o ey 3000033 ABC Mortgage, Inc. 123 Any Street 123456 | Branch MBI [+
Branch B Anytown, State 67890
System Access: Portal 4000044 ABC Mortgage, Inc., 456 Any Street 78900 Branch MBI [+]
* Division: Delegated - Gorrespondent Anytown, State 67550

L | Page i | oft |~ .| Displaying1-4of4

Password Maintenance

Change Password

Password Last S0/2025
Changed:

= (]
Account Locked 5]
R ™ Registered  [@]

Save Gancel

Member

FDIC BankMerchants.com

CENBER
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USER MANAGEMENT: UNLOCKING LOCKED ACCOUNTS

4, Once the Account Locked box has been unchecked, click Save to unlock the user.

NOTE: It is recommended that you create a new password and securely provide it to them. To do this,
reference Page 3.

M Partner User Maintenance x
Back to User List Partner Association  Role Profile  Access Profiles
User Set Up Associated Branches
* User ID; johndoe BRANCH ID BRANCH NAME ADDRESS NMLSID  BRANCHTYPE STATUS PRIMARY  REMOVE
E-Mal: doe@email.com 1000011 ABC Mortgage, Inc. 123 Main Street 1234 Company | Approved )
Anytown, State 12345
Salutation: v
B

* First Name: John
btdche Norure: Add Partner Association E
* Last Name Doe

BRANGH ID BRANGH NAME ADDRESS NMLSID  BRANCHTYPE  DIVISION A0D
NMLS Id: 1000011 ABG Mortgage, Inc. 123 Main Street 1234 Branch MBI [+)
* Phone Type: Mobile v | [7] Preferred Gy SRR S

2000022 ABC Mortgage, Inc. 456 Main Street 567890 | Branch MBI )
*Phone Number:  ¥(123) 456-7800 |- [Isms Branch A Anytown, State 12345
ey o 3000033 ABC Mortgage, Inc., 123 Any Street 123456 | Branch mel 5]

2 Anytown, State 67890
System Access: Portal 4000044 ABC Mortgage, inc. 456 Any Street 76900 Branch = [+
* Division: Delegated - Correspondent Do G Anyiown, iate 67630
1A o i i -
Limited Loan Access [ HRRINEedl IR QIR pertvig 1R e
Password Maintenance
Change Password

Password Last BHa/2025
Changed:
[ (]
Apcount Locked B
ACeTT—— W Registered  [9]

(4

Save Cancel

Member

FDIC = BankMerchants.com

CENBER
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USER MANAGEMENT: RESET A PASSWORD

Reset a Password

1. From the Portal Login Screen, select Forgot Password.

- MERCHANTS BANK

Verify Email

* Enter Your Email Address:

3. Select OK.

Information!

i ) You will receive the password reset link, if you are a registered user

Member

FDICc &

BankMerchants.com
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USER MANAGEMENT: RESET A PASSWORD

4. If you have an active account, you will receive a TPO Portal Password Reset email. Once you do, select the
Password Authentication button within the email.

From: no. com <no-reply. com:
Sent: Tuesday, March 24, 2026 2:51 PM

To: John Doe <jdoe@email.com>

Subject: Welcome to the Merchants TPO Portal

Merchants TPO Portal Password Reset (Step 1 of 2)

Hi John,

Please click on the Password Authentication link to reset your
password for the account associated with the email address listed
below.

Email Address: jdoe @email.com

o Password Authentication

5. Complete the fields, then select Update.
NOTE: Be sure to enter the email address tied to your user account.

2\
MERCHANTS BANK

Verification
* Email Address: | jdoe@email.com
* New Password: |ssseesesseees
*Verify New  [Loeevveenenes
Password:

~|Password Requirements:

6. Click OK.

* Email Address:  [jdoe@email.com

* New Password: | seessesreseses

Verification Successful! X

j ) Please check your e-mail for application link(s). Please close this page.

O ==

Esié @ BankMerchants.com
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USER MANAGEMENT: RESET A PASSWORD

7. The user will receive a second email with confirmation that the password was successfully reset.

From: no-reply com <no-reply com:
Sent: Wednesday, March 25, 2026 4:25 PM

To: John Doe <jdoe @email.com>

Subject: Password Reset Successful

6 Merchants TPO Portal Password Reset (Step 2 of 2)

Hi John,

Your password has been successfully reset! Please click on below
link(s) to log in to your account with your user name and new password.

User Name: jdoe

MBI TPO Portal

Esié 18 BankMerchants.com
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USER MANAGEMENT: PORTAL ROLES

Portal Roles

The Portal Roles list below details the access given to each respective role that you can designate within a user’s
Role Profile tab (see Page 5 for instructions on this).

SELLER SELLER
PORTAL ACCESS | SELLER | SELLER SELLER SECI)'IC':IIE(R Ss:‘ EﬁR SII_%(IEIIE(R PURCHASE I\ji:-l\ll-'ll'sgNLL?\lECRE VIEW RATE
TYPE ADMIN REP | PROCESSOR ADVICE SHEETS
DESK ONLY ONLY ONLY ONLY ONLY

Register Loan

View Pipeline

Upload/
View Docs

Lock Loan

View Pricing

Submit Loan

View Conditions

Submit
Conditions

View Purchase
Advice

User
Maintenance

View Rate Sheets

Generate Pricing
Scenario

Member

FDIC @ BankMerchants.com
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