
How to File 
 
To file the report, the company administrator needs to log into the NMLS.  Under the “Filing” tab, select “MCR”: 
 

 
 
The MCR main screen will appear.  If your company is going to upload a report using a XML file, select 
“Upload New MCR.” The Division cannot help you navigate the XML upload. You will need to have your own 
experts assist you with the XML filing.   If your company is going to manually enter its data, select “Create New 
MCR”.   
 
 

 
 
 
 



If you select “Create New MCR,” the following screen will appear: 
 

 
 
Using the drop down menus, select the Year and Period of your filing, when you do, it will give you the option 
to select a standard or an expanded MCR: 
 

 
 
For this explanation, the Division will use the Standard MCR since that is the one that most companies will file.  
Companies that have listed in the “Other Business” section of their MU1 Record that they are Fannie Mae or 
Freddie Mac Approved Seller/Servicers or Ginnie Mae Issuers will be required to submit the Expanded MCR.  
The report for such lenders is substantially similar to information currently submitted as part of the Mortgage 
Bankers’ Financial Reporting Form.  If your company’s MU-1 “Other Business” section indicates that you are a 
Fannie Mae or Freddie Mac Approved Seller/Servicer or Ginnie Mae Issuer, you are required to file this more 
comprehensive report even if you mistakenly selected the box, so it is imperative that you verify that the correct 
boxes are checked on the “Other Business” section of your MU1 before you must file the report.  All other 
companies will file the Standard MCR. 
 



Once the selection is made, the next screen is the Mortgage Call Report Components screen.  This screen 
may or may not already show RMLAs that need to be completed by your company.  NMLS will pre-set the 
screen with RMLAs for the states that require every company to file the MCR.  Since Oregon does not require 
every company to file a MCR, Oregon will NOT be listed.  This does not mean that you do not have to file 
for Oregon.  Since the company used for this training demonstration is only licensed in Oregon, no state 
RMLA is listed.  To add Oregon, select “Add New RMLA”: 
 

 
 
In the next screen, from the drop down menu, select “Oregon” then “Add RMLA”: 

 
 



The next screen is where you can start to enter your loan data for Oregon.  Unlike Oregon’s annual report, this 
time you will only report data for loans where the property securing the loan is located in Oregon.  (Note:  You 
will need to complete separate RMLAs for each state in which you made a residential mortgage loan secured 
by property in that state.)  
 

If you made no loans in Oregon, you still must file the RMLA, but you can select the “No Activity to Report” 
button which, after a warning box, will populate the report with all zeros. 

 
 
Once you have completed the data entry for that page by either selecting the “No Activity to Report” button or 
entering the data in each box, select “Save” and then “Next” at the bottom of the page: 
 

 
 
 
 



Now you will provide data about the company’s lines of credit, if any: 
 

 
 
To add a line of credit, select “Add New.”  Once you have entered all the lines of credit, or if you have no lines 
of credit, simply select “Next”.  The next screen is the beginning of the section to enter data about the loans 
that each mortgage loan originator originated in that state.  To begin entering data, select “Add New”: 
 

 
 
 
 



Now enter the NMLS ID of the mortgage loan originator, the dollar amount of loans that the mortgage loan 
originator originated and the number of loans the mortgage loan originator originated.  Once you have entered 
the data, click the little “disc” sign on the left of the row (see the red arrow) to save the data and allow you to 
enter the information for the next mortgage loan originator.  Once you have entered all the mortgage loan 
originators, select “Next.” 
 

 
 
Once you select next, you can enter any notes you want to share about the data you have entered: 
 

 
 



Now the RMLA is finished.  Select “Ready to Submit” if you have completed the RMLA with all the data and are 
ready to submit that RMLA. If you will need to return at a later date to add information, such as a missing 
mortgage loan originator’s data, select “Return to MCR Components.” 
 

 
 
In this instance, the Division selected “Ready to Submit.”  Here the Division sees the RMLA is ready to be filed: 

 
 
If Oregon is the only state that you need to file for, or if you have completed RMLAs for all the states that you 
need to file for, select “Completeness Check and Submit.”  You will need to attest to the accuracy of the MCR 
and then submit the report.   
 


