
ABC Adding Personal Data Affidavit 

This document will walk you through adding a Personal Data Affidavit. 

Step 1: Log in to the External Site / Portal 
https://nmrldlpi.my.site.com/abc/s/login/ 

Step 2: Click on “Business Profile” from the navigation bar. 

 

Step 3: Click on ‘’Manage Profile” next to the Business Name for which you would like to add a Personal 
Data Affidavit. 

 

A new tab will open in your browser and you will be routed to the screen shown in Step 4.  

 

 

 

 

 

 

https://nmrldlpi.my.site.com/abc/s/login/


Step 4: Click on “Personal Data Affidavit” as highlighted below. 

 

Step 5: After carefully reading the instructions, click on “Add New” on the bottom right of the screen 
shown below. 

 



Step 6: This will route you to the Personal Data Affidavit application. Fill in all the fields and click “Next” 
to proceed to the next screen. 

 



Step 7: Next is the Disciplinary Information screen. 

 

Upon answering any question with “Yes,” additional text will be displayed, along with a text box for you 
to provide more details. 

Step 8: Next is the Upload Documents screen. 

 

This is optional, however, you can choose to upload one or multiple files to this affidavit. 



Step 9: Lastly, the confirmation screen, which states your Personal Data Affidavit record has been 
updated successfully. 

 

Step 10: Click Back to PDA to return to the Business Profile screen. From here, you will see your Personal 
Data Affidavit entry, with some key fields. The status will be defaulted to Pending Verification and will be 
updated once the board reviews/approves.  

 

If you wish to view/edit anything, please click on “View/Edit” and you will be routed back inside the 
submitted affidavit with very limited number of fields which you will be able to edit at this time. 

 

 

 



Lastly, there are a few additional actions you can take to the submitted affidavit. By clicking on the 
dropdown arrow on the far right of the affidavit, you can see the available actions. 

 

 
 

Step 11: From the drop-down, select “Request Amendment” as shown above. 

Step 12: You will see below prompt requesting you to specify reason for requesting amendment. 

 

 

Once you provide the reason and click “submit,” internal staff is notified, and once they provide their 
authorization for the amendment, you will be able to proceed with the amendment, following the steps 
below. 

 



 

 

Step 13: Once internal staff reviews and approves the amendment request, the status of the amendment 
will be updated to “Amendment Allowed” and a new button “Initiate Amendment” will appear as shown 
below. 

 

Click “Initiate Amendment” to proceed. 



Step 14: This will launch the PDA (Personal Data Affidavit Request Application), starting with the 
Individual Information screen. 

 

Step 15: All fields will be auto populated with the information you provided upon applying for a Personal 
Data Affidavit Amendment, however, you will still have the ability to make changes. Click “next” to 
proceed to the Residence Address screen. 

 



To see what you have entered in the PDA Amendment, click on the “Preview Existing Details” button as 
shown below. 

 



The data you entered will appear on the top half of the screen and will be read-only.  

 

Click “Close Preview” to close the top read only section.  

Click “Next” to proceed. 



Step 16: Next is the Disciplinary Information screen. 

 

These will auto populate based on your initial entry, however, you can make changes as needed. Click 
“Next” to proceed. 

Step 17: Next is the Operational Information screen. 

 
These will auto populate based on your initial entry, however, you can make changes as needed. Click 
“Next” to proceed. 



Step 18: Next is the Upload Document screen. You will be required to upload a supporting document for 
“Proof of Change” in order to proceed. 

 

Step 19: The last screen is the Confirmation screen. 

 



Click “Back to PDA” to return to your Business Profile screen. 
Here you can see the amendment status update to “Submitted.” 

 


