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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 Appraiser Module
online

Accepting/Declining Appraisal Orders via Order Email
Notification

When an Appraiser is selected for an assignment, they are notified viaemail. 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.

Vendor Info

Vendor: Tom Appraiser

Due Date: 9/29/2009 12:00:00 AM
Vendor Fee: $320.00

Notes:

Please include cop}lof appraiser's license and E&Q with each appraisal.

To accept this order, click here
To decline this order, click here
To view or print the order in enhanced HTML format and view supporting documents under Files Awvailable for Download click here

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 ordersto 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. |1f you do not wish to accept an order, decline
it immediatly so it may be reassigned.
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Changing Appraiser Status to On Vacation

Y ou can temporatily remove youself from order consideration by changing your statusto On
Vacation. Thisisdone by logging into the ALSI Appraiser Module, selecting Setup on the top
menu, and then selecting On Vacation located to the left. Remember to change your statusto Off
Vacation when your are ready to recieve appraisal orders again.

Main || Search || Reports || Setup [ Help || Toois || Log-out =

h

My Profile

On Vacation

Accepting/Declining Appraisal Orders from within the
Appraiser Module online

An appraisal order may be accepted or declined from within the ALSI Appraiser Module. Once

logged into the Appraiser Module, (See instruction on Logging into the ALSI Appraiser Module)
you can access the order by clicking the file number. Thiswill open the order. From within the
order, you can change the statusto Accepted by Appraiser, or Declined by Appraiser.

Appraisal Status Waiting for Acceptance -

Accepted by Appraiser To accept this order, click here

Assigned To decline this order, click here
Current Status Being Typed

Declined by Appraiser
In Progress - ’ Insert Common Response
In Review
Inspected :
Left Msg E
Mo Answer e
On Hold . Vi
Received By Appraiser
Refer To Comments

Enter Mew Status

Status History

Date Reviewead age User
) _ Scheduled )
Estimated Delivery Waiting for Acceptance Invoiced
Inspection Scheduled: = - to -

Appraised Value

[ Update Status J Last updated on:

/

When finished, make sureto click the Update Statustab to record your status change.
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Logging Into the ALSI Appraiser Module

What You Will Need

To log into the Appraisal Logistic Solutions, Appraiser Module, you will first have to access our
web-site at www.GoToAL S.com.

Y ou 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 or you can send an email to our Support team by clicking on the
“Contact” tab on the menu bar from our web-site.

How to Log In

Tologintothe ALSI Appraiser Module, do the following:

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

APPRAISERLOG [N }

2. Fromthe home screen, you can click onthe = = 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 Appraiser Module, you must have cookies enabled in your browser
and have AOL 5.0, or Internet Explorer 5.0 or greater.

3. Typeyour 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. Inthe Welcome page, click the Appraiser Menu link. You will then be taken to the Appraiser
Menu main Page.

+Open Orders
1 records found
Sorted by:
@ Ascending © Descending
File # Loan# | Borrower Address (Client Date Due  |Status Inspection Scheduled
911103 Bob Borrower 1234 West Maple Street - Huntingtown, MD 20639 'West Street Bank 9/29/2009  Waiting for Acceptance

Main Appraiser Menu page
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Viewing New Orders

Usethefollowing procedure to view appraisal orders that have been assigned to you. (Only orders with the
status showing as assigned will appear in List All New)

Appraisal Logistic
Solutions, Inc.

|_main_ || search || Repots J{ Setup J{ Hep [ Tools J{ LogOut |

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

the eft edge of the page.
| Completed Orders | 2 From the Main menu, click the List All New button. This opens the All

Cancelled Orders New Orders page

All Orders

»Open Orders

1 records found

Sorted by:

@ Ascending © Descending

File # Loan# |Borrower Address Client Date Due Status Inspection Scheduled
1911103 Bob Borrower 1234 West Maple Street - Huntingtown, MD 20639 ‘West Street Bank 9/2912009 ‘Waiting for Acceptance

Viewing Open Orders

Usethe following procedureto view appraisal orders that have not been completed.

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

along the left edge of the page.

Completed Ord . . _ .
pem— 2. Fromthe Main menu, click the List All Open button. This opens the

All Open Orders page.

All Orders

+Open Orders

1 records found

Sorted by:

@ Ascending ) Descending

File # Loan# |Borrower Address (Client Date Due  |Status Inspection Scheduled
911103 Bob Borrower 1234 West Maple Street - Huntingtown, MD 20639 'West Street Bank 9/29/2009  |Waiting for Acceptance

TheAll 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 thetop of the page. The Main menu displays along the left edge of the
page.

2. Fromthe 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.

Appraisal Status Waiting for Acceptance -

Accepted by Appraiser To accept this order, click here

Assigned To decline this order, click here
Current Status Being Typed

Declined by Appraiser
In Progress - ’ Insert Common Response
In Review

Inspected +| _

Left Msg —&?

Mo Answer %;!“_“'

On Hold |
Received By Appraiser
Refer To Comments

Enter Mew Status

Status History

Date Reviewed age User
_ _ Scheduled )
Estimated Delivery Waiting for Acceptance Invaiced
Inspection Scheduled: = v to -
Appraised Value

| Update Status || a1 updated an:

[ Download Alamode l

Enter file name to upload:
Enter file name to upload:

[T Send To Office
This is the final appraisal/report (status will be changed to In Review)

[ Files Available For Download ]

The Status I nfo section of the Order Form
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4. Click the Appraisal Status list and choose one of the status options, as described below. Thereare
fifteen different status options:

1. Accepted By Appraiser: Appraiser has been accepted by the appraiser.

2. Assigned: Appraisal has been assigned to an appraiser.

3. Being Typed: Appraisal is being written.

4. Declined by Appraiser : Appraiser decides that they do not want to do the appraisal.
5. Appraiser In Progress: Appraisal is being written-up

6. In Review: Appraisal is completed and sent to the office for review.

7. Inspected: Appraisal inspection is complete.

8. Left Msg: Have |eft a message with the client.

9. No Answer: Unabl e to contact the client.

10. On Hold: Appraisal is on hold by request of the client.

11. Received by Appraiser: The appraisal isreceived by the appraiser.

12. Refer to Comments: Thisis a special note or instruction that should be noted.
13. Reviewed: Appraisal information has been reviewed.

14. Scheduled: Appraisal has been scheduled for inspection.

15. Waiting for Acceptance: Appraiser has not yet accepted the appraisal order

5. Inthe Current Status field, enter any comments or information (if necessary) to support the appraisal
status. For example, if you changed the statusto Left Msg, you might usethis field to enter the
phone number you called, the date and time of day, and the message you |eft.

If an appointment is rescheduled, then you must change the date and timein the Inspection
Scheduled field. To specify a new date, click the calendar button and select a new date from
the calendar box.

e  Thecurrent month displays at the top of thebox.

e Tosdect adatein the current month, click that
number to fill the datein theformfidd.

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

e You can also changethe date manually, but it must
beintheformat MM/DD/YYY'Y. For example:
01/13/2002.

6. UsetheEstimated Delivery field to indicate the estimated date that you will be able to send the
appraisal to the officefor review.

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

8. You arereturned to the All Open Orders page.
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Downloading Order Data to Appraisal Forms
Software

The Appraiser Module allows you to easily download your order data into your appraisal forms
software. The data transfer typically includes the file number, borrower, property address, client, and
client address. This feature will eliminate re-keying of dataand savetime. ThisfeaturerequiresACI
forms8.5.2 or higher or Al Ready download compatible forms software.

Use this procedure to download orders.

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

2. Fromthe Main menu, click the View Open button. The View Open Appraisal Orders page opens,
listing all currently open orders.

All Orders
1 records found
Sorted by:
@ Ascending ' Descending
File # Loan# |Borrower Address Client Date Due  Status Inspection Scheduled
911103 Bob Borrower 1234 West Maple Street - Huntingtown, MD 20639 West Street Bank 9/29/2009  Waiting for Acceptance

The View Open Appraisal Orders page
3. Click the File Number link to view the detailed order information.

4. Scroll to the bottom of the page and click the download button. (This can be ACI or Al Ready
depending on your configuration.)

Status History

Date Status Message User
9/22/2009 12:01:25 PM Waiting for dan diek
Acceptance an diekmann
Estimated Delivery [E= Invoiced
Inspection Scheduled: = * to -
Appraised Value
| Update Status | [ ast updated on- 9/22/2009 12:00-00 PM
| Download ACI |
Print
Enter file name to upload: Browse...
Enter file name to upload: Browse...

[C] Send To Office
This is the final appraisal/report (status will be changed to In Review)

I Files Available For Download I
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5. TheFile Download dialog box displaysif ACI or acompatible Al-ready (Day One, Bradford,
Software for Real Estate Professionals, Alamode, and United Systems) forms packageis
installed.

6. Click Open to download the forms data unless you areusing ACI then you must click Save and
choose your reports folder to storethefile. ACI users can then click Open after download.

Open Order: 004444[1].aci

Filenumber: 004444

Jaob Type:

Froperty Type:  SFR

Form Type:

ASddress: 258 Silverman Rd

City: Hollywood

State: CA Zip: 09000

Client Mame:  eTrac Mortgage - MJ Office

Client 2 Mame:

Clone I Cancel I

Opening the download file

File Download X|

5ome filez can haim pour computer. |f the file information below
ook sugpicious, of you do not fully tust the source, dao not open or
save thiz file.

File name: 004444 aci
File tupz:  ACI Report

From myetrac.biz

Woauld you like to open the file or save it to pour computer?

e |0

¥ Always ask before opening this bupe of flke

LCancel Mare Infa

TheFile Download dialog

7. Click New or Clone to transfer the data into thefile.
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Uploading Completed Reports

Completed appraisal orders must be uploaded into the AL SI system. Do not e-mail reportsdirectly toALS,

or theClient. Thereport and the invoice must be uploaded separately. Utilizethe following procedure to upload

completed reports.

Savethereport and invoice as separate PDF files, and note their location.
Logintothe ALSI Appraiser Module utilizing your Username and Password.
From the Appraiser Menu, click on the file number to open the Appraisal order.
Scroll to the bottom of the order where you will seetwo Browse buttons
Utilize thetop Browse button to locate the PDF file of theinvoice

Utilize the bottom Browse button to locate the PDF file of thereport.

Click the Upload button to upload the invoice and report into the ALSI system. The Upload button
will appear after the Browse fidds have been populated.
Example:

Print
Enter file name to upload: Browse...
Enter file name to upload: Browse...

[C] Send To Office
This is the final appraisal/report (status will be changed to In Review)

I Files Available For Download I

N o ook~ DN RE

After thereport has been uploaded into the ALSI system, it will undergo an automated PDF review, and then
forwarded to the Client.

All Rightsreserved by Appraisal Logistic Solutions, Inc. Copyright pending 2009
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Viewing Completed Orders

Usethe following procedureto view appraisal orders that have been completed.

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

page.
2. Fromthe Main menu, click the Completed Orders button. This opens the All Completed
Orders page.
Completed Orders
2 records found
Sorted by:
@ Ascending ) Descending
File#  Loan#  |Borrower Address Client Date Completed Status Inspection Scheduled
910626 123436 Wil Willams 83213 Warner Drive - Huntingtown, Md 20639 West Strect Bank 6/9/2009 Completed
910607 1234346 Daniel Borrower 8215 Main Street - Annapolis, MD 21401 West Street Bank 6/8/2009 Completed

TheAll Completed Orders page
NOTE: You may need to scroll down the pageto view all of the orderslisted.

Viewing Canceled Orders

Occasionally the Client may cancel an appraisal order. Usethefollowing procedureto 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. Fromthe Main menu, click the Cancelled Orders button. This opensthe All Completed
Orders page.
Cancelled Orders
2 records found
Sorted by:
© Ascending © Descending
File # Loan#  |Borrower Address Client Date Cancelled Status Inspection Scheduled
910603 John Johnson 94 West St. - Anmapolis, MD 21401 West Street Bank 9/22/2009 Cancelled
910604 Wilkiam Client 432 Maple St - Owings, MD 20736 West Street Bank 9/22/2009 Cancelled

TheAll Cancdled Orders page
NOTE: You may need to scroll down the pageto view all of the cancelled ordersin thelist.
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Viewing All Orders

Usethe following procedureto 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. Fromthe Main menu, click the All Orders button. This opens the All Orders page.

All Orders

3 records found

Som%by:
@ Ascending © Descending

File# |Loan#  Borrower Address Client

911103 Bob Borrower 1234 West Maple Street - Huntingtown, MD 20639 West Street Bank
910603 John Johnson 94 West St. - Annapolis, MD 21401 ‘West Street Bank
910604 William Client 432 Maple St - Owings, MD 20736 West Street Bank
910607 1234546 Daniel Borrower 8215 Main Street - Annapobis, MD 21401 West Street Bank
010626 123456 Wil Williams 83213 Warner Drive - Huntingtown, Md 20639 West Street Bank

TheAll Orderspage

Date Due
9/29/2009

6/15/2009
6/16/2009

Status Inspection Scheduled
'Waiting for Acceptance

Cancelled

Cancelled

Completed

Completed

NOTE: You may need to scroll down the pageto view all of the orderslisted.

Searching Orders

The ALSI Appraiser 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 al 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 inthe 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 asyou 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.

Erter Borrower Mame | rob|

All Rightsreserved by Appraisal Logistic Solutions, Inc. Copyright pending 2009
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Reports

ALSI's Appraiser 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. Fromthe Reports menu, select the type of report you want to view and click the appropriate
button.

a Receivables Open: Thereceivables open report lists all reports that have been
billed to the client and have not been paid to the appraiser.
b. Receivables Paid: Thereceivables paid report lists all reports that have been
paid to the appraiser within the last 60 days.

Thereport displaystherequested information.
Open Accounts Receivables

There are 2 appraisals due to be paid to Tom Appraiser . Note: Supervisor and Reviewer fees are included in this report.

Total current receivables = $640.00

File # Borrower Address Product Completed ~ Invoiced Fee Type
§10607 Daniel Borrower §215 Main Street - Annapolis, MD 21401 FNMA-1004 URAR 6/612009 6/6/2009 §320.00 A
§10626 Will Willams §3213 Wamer Drive - Huntingtown, Md 20639 FNMA-1004 URAR 6/92009 6/9/2009 §320.00 A
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Editing Your Appraiser Profile

If necessary, you can update or change your profileinformation. This allows you to make changesto
your contact information, license information, and coverage area. Use the following procedureto edit your
profile.

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

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

Appraiser Profile

Fields marked with an * are required

Name:
Designation:

Company Name:

Tom Appraiser
CRA

Tom's Appraisal Senvices

Tax ID/SSN: 01-234567
Email: Primary: TomAppraiser@email.com
Secondary:
Phone #: Business: 3p9 555-1212
Cell: 301 555-1234
Home:
Fax: 301 5551235
Web Site:
Communication Method: Email «
Address: 123 Main Street

Annapolis MD 21401

Mailing Address: 123 Main Street

Annapolis MD 21401
Licenses: License #: * State:
031234 Maryland
Select State
Select State
Documents: Attach and View Documents (
Software Type: ACI -

Certification: Certified Residential + [@]FHA []va

Product Types Performed: Select from the list of Product Types:

Click Attach and View Documents
to open sub-screen and upload
PDF copies of Appraiser's license,
E& O and resume.

+ 1213

fise, E&O, Sample appraisal, etc)

This Appraiser performs the following:

Residential Appraisal - Add ==
Commercial Appraisal E

BPO

Title SEr——
AV [ <<Remore ]
Credit -

Select from the list of Commercial Types:

This Appraiser has expertise in the

following:
Wacant Land - Add »=
Residential Sub-division £
Free-Standing Retail
Neighborhood Shopping Center 5]
Community Shopping Center |—|<< Bemors

General Office 2

All Rightsreserved by Appraisal Logistic Solutions, Inc. Copyright pending 2009 15
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Approved Lender Lists:

Coverage Area:
Click here for Enhanced Coverage Area

E&O0: Company Name: General Llability
Coverage Per Incident: $ 100 000 00

Expiration Date: 12/31/2009 *

‘Save Cancel

3. Makethe desired changes to the information in your profile.

Click here for Enhanced Coverage
Areawill open sub-screen to alow
the appraiser to enter their
coverage area

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. Thiswill
forward the e-mail to our staff, and link it with the order. Do Not contact the Client directly.

E Thiswill allow you to send any questions or comments to the ALSI office regarding

I |'.|_-|'.| the order

Oflhce

smal - Thiswill allow you to see any emails that have been sent to the ALSI office regarding

" the order

Subject:

Message:

All Rightsreserved by Appraisal Logistic Solutions, Inc. Copyright pending 2009
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Logging Out

When you are finished using the ALSI Appraiser Module, you should log out so no one else can access
your account. To log out, simply click the Log-Out tab.

After you arelogged out, you will seethe message, "Thank you for using Appraisal Logistic Solutions, Inc.".
Y ou may now close your browser window, if desired.
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