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Logging In 
• To go directly to your NOMAR Portal, go to portal.nomar.org 

o If you receive an “Oops!” or “Page Not Found” error, ensure you are fully logged 
out of the MLS or LACDB rather than just closing the window. 
 If you are fully logged out and still receiving an “Oops” or “Page Not Found” 

error, try opening the Portal in a Private or Incognito window.  
 

• Log in with the same username & password that you use for the MLS. Please note that 
the password is case-sensitive. 

o If you encounter any issues with your username or password, or if they are not 
working, don't worry. Take a screenshot and email us at lexie@nomar.org. We're 
here to help. 
 When you email us, please include the screenshot, your full name, and 

the username & password you are trying to use to log in. This will help us 
assist you more effectively. 

o  
 

• Click “Login.” 

o  
 

 
 

  

http://portal.nomar.org/


Your Home Screen 
Welcome to your Home Screen! This is the hub for everything you will do in your Portal.  

 

If you do not see the sidebar to the left of your screen, click the three lines in the upper left-hand 
corner. This will open the sidebar. 

•  



•  

Agents will have three categories: “My NOMAR,” “Billing,” and “Subscriptions.” Brokers and those 
with Office or Group Delegation will have these categories, plus “Brokerage.”

 

Resources & Services 
• In the center of the screen is Resources & Services  

o From here, you can Download a Letter of Good Standing or Change Office 

How to Download a Letter of Good Standing 
• In Resources & Services, click “View More.” 

o  
 

• From here, click “Letter of Good Standing.” 



o  
• The Letter of Good Standing will open in a new tab. From here, you can download the letter 

to your computer and send it to people as necessary. 

How to Transfer to a New Brokerage or Another Office in the Same Firm 
REALTORs moving to an office with the same MLS of choice (Matrix to Matrix or Paragon to Paragon) 
can transfer to their new office via their NOMAR Portal by following the steps below.  

REALTORs moving to an office with a different MLS of choice (Matrix to Paragon or Paragon to 
Matrix) will receive an error message and should request that their Broker follow the steps in their 
Portal for an Office Transfer Request.  

If you receive an error message at any point, stop what you are doing, take a screenshot, and 
send an email to lexie@nomar.org. In the email, include the screenshot, your full name, and the 
office to which you are trying to move 

• In Resources & Services, click “View More.” 

o  
 

• From here, click “Change Office.” 

mailto:lexie@nomar.org?subject=NOMAR%20Portal%20Office%20Transfer


o  
 

• If the site does not validate your license automatically, type in your license number and click 
“Validate license.”  

o Please note that if you have a “short” number, you may need to include the four zeros at 
the beginning of the number. The final license number should be eight digits 
 Example: “1111” becomes “00001111,” and “0111” becomes “00000111.” 

 
• Once your license is validated, click “Next.” 

o  
 

• Select your new office from the list and click “Next.” 



o  
 

• Read and agree to the Terms & Conditions and click “Next.” 

o  
 

• Sign in the box by clicking and dragging your cursor before clicking “Complete.” 



o  
 

• You will receive a screen letting you know that the change will take approximately 15 minutes to 
take effect.  

o Log out of your Portal and the MLS. Log back in after at least 30 minutes to ensure the 
changes have occurred. 

 



My NOMAR 
Profile 

 

How to Change Your NOMAR Contact Information 
While at NOMAR, you may want to update your personal information, such as your name, phone 
number, email address, or home address. Updating this information in your NOMAR Member 
Portal will NOT automatically update the information in the MLS. If you want to update your 
personal information in the MLS, please follow the instructions for “How to Update Your 
Contact Information in the MLS.” 

If you are a Secondary Member or have an MLS-only relationship with NOMAR, you cannot 
update your personal information from your profile; you must contact your primary board to 
make these changes.  

Please note: Your Preferred Name will not appear on the MLS. To change the name you want to 
appear on the MLS, please get in touch with membership@normar.org.  

• To update your personal information, click “My NOMAR.” This will open a drop-down menu. 
From the drop-down menu, select "Profile." 

https://portal.nomar.org/profile


o  
 

• To edit the information, click “Edit Profile.” 

o  
 

• Make changes to your information as necessary.  
o Information that is grayed out cannot be changed from your profile.  

 If everything is grayed out, NOMAR is not your Primary Board. To make these 
changes, please get in touch with your Primary Board. 

• Click “Save Changes.” 

o  

https://portal.nomar.org/profile/edit


 
• Log out of your Portal and the MLS. Log back in after at least 30 minutes to ensure the changes 

have occurred. 

If you have changed your personal information in your Profile and would like the change to be 
reflected in the MLS, you will need to make the change in the Subscriptions tab as well. 
Instructions for this process can be found in this guide's “Subscriptions” section. 

 

Courses & Events 

How to Register for a Course or Event 
A video tutorial for this process can be found HERE 

• In the My NOMAR drop-down menu, click “Courses & Events.” 

o  
• From the Calendar, select the event that you would like to register for 

o  

https://portal.nomar.org/subscriptions
https://youtu.be/oueEFcQ7GP8?si=gLtfkIfKwobtt7ir
https://portal.nomar.org/courses-and-events


 
• Note whether the event is in-person or virtual. 

• To register for the event, click “Book.” 

o  
 

• Click “Confirm” 

o  

 

How to Cancel a Course or Event 
• To Cancel a course, go to “My Bookings” at the top of the page. 
• Find the event or course you want to cancel and click “Details.” 



o  
 

• When the course or event opens, click “Cancel Booking.”  

o  
 

• Click “Cancel Class.” 

o  



 
• Click “Confirm.”  

o  

 

Applications & Forms 

How to Transfer an Existing NOMAR Member to Your Brokerage  
If your new agent is moving from a Matrix office to a Paragon office or vice versa, NOMAR staff will 
need to transfer the agent to your office. For this to happen, the Broker must complete an Office 
Transfer Request form. Once they have done so, NOMAR staff will move the agent to the new office 
based on the provided information.  

• Under “My NOMAR,” click “Applications & Forms” 

o  
 

• Select the form labeled “Membership Office Transfer.” 



o  
 

• Fill out the name, email, phone number, and license number for the member transferring to 
your office and click “Search.” 

• Once the Agent is validated, click “Next.” 

o  
 

• Fill out the information for the Broker and office to which the member is transferring (even if 
the member is only going from one branch to another but keeping the same broker) and 
click “NEXT.” 



o  
 

• Fill out the MLS Office Code, access level, and Delegation needed and click “NEXT.” 

o  
 

• Agree to the Terms & Conditions and click “NEXT.” 



o  
 

• Your name will be auto-filled. Select the date, sign in the box, and click “Complete.”  

o  
 

• When this has been completed, NOMAR staff will be notified to make the change and move 
the member to your office with the permissions you selected.  

 



Billing 
My Invoices 

• To access your unpaid invoices, click “Billing,” then click “My Invoices.” 

o  
 

• From here, you can view, download, and pay these invoices. We will go through the 
process for each of these. 

 

How to View & Download an Invoice 
• To view or download an invoice, click the arrow icon to the far right that looks like this. You 

can do this for unpaid invoices in “My Invoices” or paid invoices in “My Payments.” 

 

• This will open the total invoice in a new tab. 
• From here, you can download the invoice as a PDF like any other document. This will 

depend on your computer.  

 

How to Pay an Invoice Online 
A video tutorial of this process can be found HERE 

https://youtu.be/ePeXUCw7-cY?si=hUq8EO833r_YUcOI


• To pay the invoice, click “Pay” next to the invoice 

o  
 

• Choose your payment method. For this tutorial, we will be using a credit card 

o  
 

• In the Summary, you will see the date, invoice number, amount, and what the charges are 
for. Click “Continue.”  



o  
 

• If you would like to use an existing card on file, select the card and click “Continue.”  

o  
 

• If you do not have a card saved to your account, select “Add a New Card.” 
• Input your card details and click “Continue.”  



o  
 

• Click “Confirm” to confirm the payment. 

 

Payment Settings 
Click “Billing” and “Payment Settings.” From here, you can add a new card on file and set up 
AutoPay 

•  



How to Add a Card on File 
If you want to set up AutoPay but have not yet saved a card, you must first Add a Card. 

• You will see your saved payment methods listed here. If you have not yet saved a payment 
method to your account, click “+Add New Card.” 

o  
 

• Input your card information and click “Save Card.” 

o  

 

How to Set Up AutoPay 
If you have yet to set up automatic payments since before September 2023, you must do so again in 
your NOMAR Member Portal.  

• To activate Auto Pay, click “Activate.” 



o  
 

• Select the subscriptions for which you would like to activate AutoPay and click “Save 
Changes.” 

o  



Subscriptions 
Through the Member Portal, you can add a subscription to premium services and member 
benefits, such as a membership in our Commercial Investment Division or access to a Supra eKey. 

How to Add a New Subscription 
• In your Portal's “Subscriptions” section, click “Subscription Actions.” 

o  
 

• Click “Add a New Subscription” 

o  
 

• Select the subscription you want to add and click “Apply.”  



o  
 

• Choose your payment method. For this tutorial, we will be using a credit card. 

o  
 

• In the Summary, you will see the date, invoice number, amount, and what the charges are 
for. Click “Continue.”  



o  
 

• If you would like to use an existing card on file, select the card and click “Continue.”  
• If you do not have a card saved to your account, select “Add a New Card.” 
• Input your card details and click “Continue.”  
• Click “Confirm” to confirm the payment. 

 

How to Update Your Contact Information in the MLS 
• Click “Details” on your MLS Subscription 

o  
 

• To edit your contact information, click the notepad next to your contact information 



o  
 

• Edit your contact information as necessary and click “Save Changes.” 

o  
 

• Make sure that you are logged out of the MLS and wait about 30 minutes before logging back 
in to see the change reflected 

  



Brokerage 
Roster 

• To access your agents' information, click “Brokerage.” 
• This will give you a drop-down menu. Once the drop-down menu has opened, click 

“Roster.” From here, you can see all the agents in your office.  
o If you have multiple offices, a drop-down menu will be at the top of the screen. Use 

this menu to select the office roster you would like to see. 

o  
 

• Click the three dots next to the agent’s name to manage MLS access, office delegation, and 
terminations. We will go through the process for each of these.  

o  

 

How to Change an Agent’s MLS Access 
• After clicking the three dots next to the agent’s name, click “MLS Access.” 

https://portal.nomar.org/roster


o  
 

• When an agent first joins your office (whether a new agent or transferring from another 
office/brokerage), they will automatically have “Standard” access, which only allows the 
agent to view the MLS 

• Select the desired level of MLS access and click “Save.” 

o  
 

 

How to Give Agents and Admins Broker-level Portal Access 
Many brokerages have a Designated Realtor who oversees scores of offices, but each office has its 
broker or agent who manages the office. In our system, these people are called “Delegates.” 
Here is how you can create a Delegate for a given office.   

• After clicking the three dots next to the agent’s name, click “Manage Delegation.” 



o  
 

• Select the level of Delegation (if any) suitable for your agent and click “Save.” 

o  

 
How to Terminate Agents & Remove Them from Your Roster 

• After clicking the three dots next to the agent’s name, click “Terminate.” 

o  
 

• Verify that you are terminating the correct agent and click “Confirm.” 



Unpaid Invoices 
• To access your agents’ unpaid invoices, click “Brokerage.”  

o This will give you a drop-down menu. Once that drop-down menu has opened, click 
“Unpaid Invoices.”  

o  
 

• If you have multiple offices, you can select the office that you would like to see invoices for 
from the drop-down menu 

o Please note that the names and invoice numbers of the agents will be visible to you; 
they have been redacted from the screenshots included here to respect the 
confidentiality of the agents 

• From here, you can view, download, and pay these invoices. We will go through the 
process for each of these. 

 

How to View & Download an Unpaid Invoice 
• To view or download an invoice, click the arrow icon to the far right that looks like this. You 

can do this for unpaid invoices in “My Invoices” or paid invoices in “My Payments.” 

 

• This will open the total invoice in a new tab. 
• From here, you can download the invoice as a PDF like any other document. The process for 

this will depend on your computer.  

https://portal.nomar.org/brokerage-invoices


How to Pay an Agent’s Unpaid Invoice Online 
• To pay the invoice, click “Pay” next to the agent’s name. 

o  
 

• Choose your payment method. For this tutorial, we will be using a credit card. 

o  
 

• In the Summary, you will see the date, invoice number, amount, and what the charges are 
for. Click “Continue.”  

o  
 

• If you would like to use an existing card on file, select the card and click “Continue.”  
• If you do not have a card saved to your account, you must “Add a New Card.” 
• Input your card details and click “Continue.”  



o  
 

• Click “Confirm” to confirm the payment. 

 

Office Profile 

How to Update Your Office Information 
While at NOMAR, you may want to update your office information, such as your Office Name, 
phone number, email address, or mailing address. Updating this information in your NOMAR 
Member Portal will also update the information in the MLS.  

If you are a secondary member or have an MLS-only relationship with NOMAR, you cannot 
update your personal information from your profile, so you must contact your primary board to 
make these changes.  

Please note: The Office Name cannot be changed from the Office Profile. To change it, please 
contact membership@normar.org.  

• To update your personal information, click “Brokerage.” This will open a drop-down menu. 
From the drop-down menu, select “Office Profile.” 

https://portal.nomar.org/office-profile


o  
 

• To edit the information, click “Edit Profile.” 

o  
 

• Make changes to your information as necessary. Information that is grayed out is unable to 
be changed from your profile.  

• Click “Save Changes.” 
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