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OVERVIEW 

 

For the New Mexico Regulation and Licensing Department, the ‘Create a New License’ Quick Reference Guide 

will explain how to use the portal to create a new license. 

AVAILABLE LICENSES 

The following are the list of licenses available under the Real Estate Commission: 

● Associate Broker 

● Continuing Education Instructor 

● Continuing Education Sponsor 

● Qualifying Broker 

APPLYING FOR A NEW LICENSE 

1. Log in to the RLD Licensing portal. 

2. Click Apply for a License for the Boards and Commissions Division. 
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3. Click Select for the Real Estate Commission. 

 

4. Click Select next to the license for which you want to apply. For this QRG, let’s apply for the Associate 

Broker. 
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APPLICATION STEPS 

You must fill in the details for all steps before submitting your renewal application. 

1. In the Getting Started step, read the information carefully and click Save & Next. 

 

2. In the Requirements for Licensure step, select answers and provide further details as follows: 

a. Select Yes or No for Reciprocity. 

b. Select checkboxes of the applicable states for the question “In which state do you hold an 

active license?” and enter the license details. 
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c. Select Yes or No for the question, “Are you a military service member, veteran, or a military 

spouse or child?”  

d. Select an applicable status for the Military Status field. 

e. Select Yes or No for the question, “Do you hold an active license that is current and in good 

standing, issued by another jurisdiction, including a branch of the armed forces of the United 

States?” 

f. Select checkboxes of the applicable states for the question, “In which state do you hold an 

active license?” and enter the license details. 

g. Select Yes or No for the question, “Please select YES if you would like to proceed with your 

application under Expedited Military Licensure, NMSA 1978, Section 61-1-34.” 

Note: If you have selected Yes for this question, you will be exempted from paying the 

License fee. 

 

h. Click Save & Next. 
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3. In the Personal Information step, your information will be pre-populated. However, if you need to 

edit the details, click on My Profile. The application will then open the My Profile page. 

 

a. Scroll to the bottom of the My Profile page and click Edit. 

b. Update the Email Address and click Save.  

You will receive an email requesting confirmation about changing the email address. Once 

you confirm, the RLD application will update your email address.  

Note: You cannot update any other information in your profile except the email address. And 

you can only update your email address once. 
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c. After you update the profile details, click Home. 

d. Identify your application in the My Applications section and click Continue under the 

Action column. 

 

e. The application will open from the Getting Started step. You must click Save & Next to 

navigate to the Mailing Address step. 

4. In the Mailing Address step, update the address details, if required, and click Save & Next. 
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5. In the Additional Application Requirements step, select Yes or No as applicable, fill in the 

necessary information, and click Save and Next. 

 

6. In the Related Licenses step, if no related licenses listed on this page, you can add them as follows: 
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a. Click Add Related License to add the license information. 

 

b. Search for the business license name or number, click the tick icon, and click Add.  
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c. Click the Close icon. 

 

d. Click Save and Next. 

7. In the Supervisor Information step, if no supervisors are listed on this page, you can add the details 

as follows: 

a. Click Add Supervisor. 

 

b. Search for the supervisor name or license number, click the tick icon, and click Add. 

 

c. Click the Close icon. 
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d. Click Save and Exit. 

8. In the Upload Document(s) step, click the Upload a New File icon to upload new documents or 

click the Select Existing File icon to select already uploaded documents. The document names with a 

red asterisk (*) are mandatory. 

 

 

 

 

 

 

 

a. If you click on Upload Files, the following screen will appear.  
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b. Click Upload Files, select the file, then click Done and click Close.  

 

c. If you click on Select Existing, the following screen will appear. Click Use to select the 

required file. 

 

 

 

 

d. Click Yes. 
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e. Once you upload all documents, click Save & Next. 

9. Select the Attestation checkbox to give your consent, enter your name in the Attestation Signature 

field, and click Save & Next. 

 

 

 

 

 

 

 

 

 

10. In the Payment step, read the information in orange and then select a payment mode from the Mode 

of Payment drop-down. 
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11. Click Pay and Submit. You will be redirected to the following Payment Gateway screen.  

 

Note:  

● Payment is a separate system and your credit card info is not stored or saved by RLD.   

● Cybersource is a SoNM billing platform, and this is not phishing or other malware. 
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PAYMENT GATEWAY 

1. Verify your billing information and click Next. 
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2. Enter the payment details and click Next. 

 

3. Review the order and click Pay. 
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4. A confirmation message will appear once the payment is complete. 

 

Note: You will receive a payment receipt to the email address you have entered in the Payment 

Gateway. 
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VIEW SUBMITTED APPLICATIONS 

● On the Home Page, the application will appear under the My Applications with submitted status.  

 

● Once the RLD team approves your license, the status will change to Approved. You can print a copy of 

the license from the My Licenses section. 

 


