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Accepting/Declining Appraisal Orders 
 

There are two methods to accept or decline appraisal orders. 
 

1. Apprasial orders may be accepted or declined directly from the order email notification 
 
2. Appraisal orders may be accepeted or declined from within the ALSI Vendor Module 

online 
 
Accepting/Declining Appraisal Orders via Order Email 
Notification 
 
When an Appraiser is selected for an assignment, they are notified via email.  The Appraiser can 
accept or decline the appraisal order by clicking the appropriate tab located within the body of the 
email.  They can also view supporting documents such as sales agreements by clicking the Files 
Available for Download tab. 
 
 

 
 
If the Appraiser does not accept or decline the order it will time-out, and will be reassigned to 
another Appraiser.  The length of the time-out period varies depending on Client preferences. 
 
Note: Please do not allow orders to time-out.  Monthly reports are furnished to our clients 
regarding appraiser performance, including timed-out orders.  Allowing an order to time-out 
delays order assignment, and on time performance.  If you do not wish to accept an order, decline 
it immediatly so it may be reassigned.  
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Accepting/Declining Appraisal Orders from within the Vendor 
Module online 
 
An appraisal order may be accepted or declined from within the ALSI Vendor Module.  Once 
logged into the Vendor Module, (See instruction on Logging into the ALSI Vendor Module) you 
can access the order by clicking the file number.  This will open the order.   Scroll down to the 
Status Info section of the order, and select the appropiate tab. 
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Logging Into the ALSI Appraiser Module 

What You Will Need 
To log into the Appraisal Logistic Solutions, Vendor Module, you will first have to access our 
web-site at www.GoToALS.com.   

You will also need your Username and Password that was provided to you via-email.  If you are 
unable to locate your Welcome Email that contains your Username and Passoword, please contact 
ALSI at (866)-991-2574 . 

How to Log In 
To log in to the ALSI Vendor Module, do the following: 

1. Open your web browser and type the following URL link into the address bar. 
www.GoToALS.com. 

2. From the home screen, you can click on the button or select Log In 
and then Appraiser Log In from the top menu bar.  This will open the Appraiser Log in 
page. 

Note: In order to use the Vendor Module, you must have cookies enabled in your browser and 
have AOL 5.0, or Internet Explorer 5.0 or greater. 

3. Type your Username and Password that you received (via email) in the text boxes provided and 
then click the Submit button.   After successfully logging in, you will be taken to the welcome 
page. 

4. In the Welcome page, click the Appraiser Menu link.  You will then be taken to the Appraiser 
Menu main Page. 

 
Main Appraiser Menu page 

http://www.gotoals.com/�
http://www.gotoals.com/�
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Viewing New Orders 
Use the following procedure to view appraisal orders that have been assigned to you, but have not yet been 
accepted. (Only orders with the status showing as assigned will appear in List All New) 

 

 

1. Click the Main tab at the top of the page.  The Main menu displays along 
the left edge of the page. 

2. From the Main menu, click the List All New button.  This opens the All 
New Orders page 

 

 
 
 

Viewing Open Orders 
Use the following procedure to view appraisal orders that have been accepted, but not yet completed. 

 

 

1. Click the Main tab at the top of the page.  The Main menu displays 
along the left edge of the page. 

2. From the Main menu, click the List All Open button.  This opens the 
All Open Orders page. 

 
The All Open Orders page 

Note: You may need to scroll down the page in order to view all of the orders listed. 
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Editing the Status of an Order 
Use the following procedure to edit the status of an open order. 

1. Click the Main tab at the top of the page.  The Main menu displays along the left edge of the 
page. 

2. From the Main menu, click the List All Open button.  This opens the All Open Orders page. 

3. Under the File Number column, locate the order you want to edit and click the file number 
link. 

a. The Order Form page displays. 

b. Scroll down the page until you can view the Status Info section. 

 
The Status Info section of the Order Form 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Select status from dropdown 

Enter additional comments 
(if necessary) 

Calendar Icons 

Remember to click "Update Status" to save 
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4. Click the Appraisal Status list and choose one of the status options, as described below.  There are 
eleven different status options: 

1. Accepted By Vender:            Appraiser has been accepted by the appraiser 
2. Declined by Vendor:            Appraiser decides that they do not want to do the appraisal 
3. Inspected:              Appraisal inspection is complete 
4. Left Msg:                          Have left a message with access contact 
5. Need Additional info:           Requires Explanation- Note needed information 
6. Need FHA Case#:           Appraiser is requesting FHA case# 
7. No Answer:             Unable to contact the access contact. 
8. Unable to Contact borrower:  Unable to contact access contact after repeated attempts 
9. On Hold:                             Requires Explanation- Note why order is on hold 
10. Will be Delayed:                             Requires Explanation- Note why delivery will be delayed  
11. Other:                   Requires Explanation- Provide details 

5. In the Enter New Status field, enter any comments or information (if necessary) to support the 
appraisal status.  For example, if you changed the status to Left Msg, you might use this field to 
enter the date and time of day, and the message you left. 

Once an inspection is scheduled, enter the date in the Inspection Scheduled field.  
You may also utilize the schedule calendar by clicking the . 

• The current month displays at the top of the box. 

• To select a date in the current month, click that 
number to fill the date in the form field. 

• Use the << and >> buttons on either side of the 
month to scroll backwards/forwards (respectively) to 
other months. 

• You can also change the date manually, but it must 
be in the format MM/DD/YYYY. For example: 
01/13/2009. 

6. Use the Estimated Delivery field to indicate the estimated date that you will be able to deliver the 
completed report. 

 
7. After completing the changes to the order, click the Update Status button. 

 
8. You will be returned to the All Open Orders page.

 

calendar icon 
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Uploading Completed Reports 
 
Completed appraisal orders must be uploaded into the ALSI system.  Do not e-mail reports directly to ALSI, or 
the Client.  Utilize the following procedure to upload completed reports. 
 

1. Save the report as a  PDF' files, and note their location. 
2. Log into the ALSI Vendor Module utilizing your Username and Password. 
3. From the Appraiser Menu, click on the file number to open the Appraisal order. 
4. Scroll to the bottom of the order where you will see two Browse buttons 
5. Utilize either Browse button to locate the PDF file of the report 
6. Click the Upload button to upload the invoice and report into the ALSI system.  The Upload button 

will appear after the Browse fields have been populated. 
Note: Do not include a copy of the invoice with the report, or as a separate PDF. 
 
Example: 

 
 
After the report has been uploaded into the ALSI system, it will undergo QC review, and then forwarded to the 
Client.   
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Viewing Completed Orders 
Use the following procedure to view appraisal orders that have been completed. 

1. Click the Main tab at the top of the page. The Main menu displays along the left edge of the 
page. 

2. From the Main menu, click the Completed Orders button. This opens the All Completed 
Orders page. 

 
The All Completed Orders page 

NOTE: You may need to scroll down the page to view all of the orders listed. 
 

Viewing Canceled Orders 
Occasionally the Client may cancel an appraisal order.  Use the following procedure to view only those 
appraisal orders that have been cancelled. 

1. Click the Main tab at the top of the page.  The Main menu displays along the left edge of the 
page. 

2. From the Main menu, click the Cancelled Orders button.  This opens the All Completed 
Orders page. 

 
The All Cancelled Orders page 

NOTE: You may need to scroll down the page to view all of the cancelled orders in the list. 
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Viewing All Orders 
Use the following procedure to view all orders, regardless of their status. 

1. Click the Main tab at the top of the page.  The Main menu displays along the left edge of the 
page. 

2. From the Main menu, click the All Orders button.  This opens the All Orders page. 

 
The All Orders page 

NOTE: You may need to scroll down the page to view all of the orders listed. 
 

Searching Orders 
The ALSI Vendor Module includes a flexible search utility so you can locate orders by file number, 
address, borrower, and loan number. 

1. Click the Search tab at the top of the page. The Search menu displays along the left edge of 
the page. 

2. From the Search menu, select the type of search you want to perform and click the appropriate 
button. 

a. File Search: Enter the exact file number you are looking for in the Enter File 
Number text box and click the Search button. File searches will only find results that 
exactly match your search criteria. For example, searching on "12" will NOT return file 
#112, but all files with the number “12”. 

b. Address Search: Enter all or part of the address you are searching for in the Enter 
Property Address text box and click the Search button. 

c. Borrower Search: Enter all or part of the borrower’s name that you are searching 
for in the Enter Borrower Name text box and click the Search button. 

d. Loan Search: Enter the exact loan number you are looking for in the Enter File Loan # 
text box and click the Search button. Loan searches will only find results that exactly 
match your search criteria. For example: Searching for “10” will NOT return loan #1102 

Note: Searches can be as general or specific as you want, and are NOT case sensitive.  For 
example, if you are searching for a borrower and enter "rob" as your search word, it will 
find any borrower whose name includes those letters, such as Robbie, Roberts, and Jarobski. 
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Reports 
ALSI's Vendor Module reporting feature enables you to instantly view a report of your open receivables 
or your paid receivables. 

1. Click the Reports tab at the top of the page.  The Reports menu displays along the left edge 
of the page. 

2. From the Reports menu, select the type of report you want to view and click the appropriate 
button. 

a. Receivables Open:  The receivables open report lists all reports that have been 
billed to the client and have not been paid to the appraiser. 

b. Receivables Paid:  The receivables paid report lists all reports that have been 
paid to the appraiser within the last 90 days. 

The report displays the requested information. 

 
 

 
 
Changing Appraiser Status to On Vacation 
 
You can temporarily remove youself from order consideration by changing your status to On 
Vacation.  This is done by logging into the ALSI Vendor Module, selecting Setup on the top 
menu, and then selecting On Vacation located to the left.  Remember to change your status to 
Off Vacation when your are ready to receive appraisal orders again. 
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Editing Your Appraiser Profile 
If necessary, you can update or change your profile information.  This allows you to make changes to 
your contact information, license information, and coverage area.  Use the following procedure to edit your 
profile. 

1. Click the Setup tab at the top of the main page.  The Setup menu displays along the left 
edge of the page. 

2. From the Setup menu, click the My Profile button.  The Appraiser Profile page opens, displaying 
all of your appraiser information. 

  

Click Attach and View Documents 
to open sub-screen and upload 
PDF copies of Appraiser's license, 
E&O and resume. 
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3. Make the desired changes to the information in your profile. 
4. Click the Save button at the bottom of the page.  A message displays to notify you that your 

profile has been updated. 

 
Sending Office/ALSI E-mail 
If you have quesitons, or comments regarding an appraisal order, utilize the E-mail office icon 
for communication with ALSI staff.  From within the online appraisal order, click the E-mail 
office icon to open the e-mail subscreen.  After completing your email, click send.  This will 
forward the e-mail to our staff, and link it with the order.  Do Not contact the Client directly. 

 
This will allow you to send any questions or comments to the ALSI office regarding 
the order 
 

 
This will allow you to see any emails that have been sent to the ALSI office regarding 
the order 
 

 
 

 

Click here for Enhanced Coverage 
Area will open sub-screen to allow 
the appraiser to enter their 
coverage area 
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Logging Out 
When you are finished using the ALSI Vendor Module, you should log out so no one else can access 
your account.  To log out, simply click the Log-Out tab. 
After you are logged out, you will see the message, "Thank you for using Appraisal Logistic Solutions, Inc.". 
You may now close your browser window, if desired. 


