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Adding A New Assistant 
 

Step Action 

1. 
Navigate to your MLO Portal or you can SSO if your company uses a different login 
platform 
 

2. 

On the left-hand side, click Assistants 
 

 
 

3. 

Click Add New Assistant 
 

 
 

4. 

Enter First Name, Last Name, and the assistant’s Email Address (Note: Duplicate email address not allowed) 
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Step Action 

5. 

Click Add New Assistant 
 

 
 

6. 

An email is sent to the Loan Officer Assistant to create the account 
The email will come from support@nftydoor.com 
 

 
 

7. 

Click the link Assistant Portal 
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Step Action 
8. Create a password and confirm 

Click Sign up 
 

 
 

9. Once in their portal, the assistant will be able to use the Copy Marketing Link function and 
utilize the Start PreQual button 
 

 
 

NOTE: The Copy Marketing Link button will be the link for the Loan Officer’s prequal 
application 
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Step Action 
10. The Loan Officer Assistant will be able to open and view loans in the My Loans tab 

 

 
 

11. Viewing of rates is available by clicking the See Rates button. 
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Editing Assistant Profile 

12. Their profile picture can be added/updated 
1. Click on the grey circle 
2. Click My Profile 

 

 
 

13. Click Upload 
 

 
 

NOTE: The photo must be in a JPG, GIF or PNG format. The max size is 4MB 
 

 
 
 


