Encompass® Quick Reference Guide Encem Pass
Ordering Appraisals

The Appraisal service enables Encompass users to order appraisals electronically from providers from within Encompass. The appraiser logs in to the Appraisal Center to view and
accept the order. The appraiser completes the appraisal and sends the completed report and related documents to the Encompass user. The Encompass user then imports the
documents into the Encompass loan file and views them.

Encompass enables your company to configure the appraisal ordering process to conform with HVCC (Home Valuation Code of Conduct) guidelines. To view detailed instructions
about how administrators configure the ordering process, including setting up a Merchant Account to manage order payments, refer to the Appraisal Ordering Management and
Appraisal Service Encompass online help topics. For instructions about ordering appraisals using the various configuration options, refer to the Appraisal Services online help topic.

Encompass User Tasks Appraisal Workflow Appraiser Tasks
Order Appraisal View the Order
1. Open a loan. Order Appraisal After receiving the notification email:

2. Access the Appraisal Service: 1. Click the link in the email.

- On the Services tab, click Order Appraisal. 2. Create a login account if necessary, and then log
3. Complete the ordering process based on the in to the Appraisal Center.

configuration created by your administrator. 3. Click the order to view its details, plus any

- Refer to the online help topic “Appraisal Services” for attachments, for example, a purchase agreement.
detailed instructions. L
i e. ms_ i |.o.ns . View the Order
The appraiser is notified by email that an order was sent. Accept/Reject the Order

I IR 1. Click Accept/Reject.
An automated email notification is sent to the 2. Select Accept Order or Reject Order.

individual who submitted the order, indicating 3. Enter a message (if necessary), and then click Send.
whether the appraiser has accepted the order.

The order status is changed to Accepted or Rejected.

Accept/Reject the Order

Add Appraisal to Loan File

When a completed report is uploaded, the Encompass

user is notified via email that the appraisal is ready.

1. Open the loan file.

2. On the Services tab, click the Document icon to the
right of the Order Appraisal service.

3. On the Appraisal Order Status window, click the Import
link in the Orders section.

4. Select check boxes for data and files you want to
import, and then click Import.

The files are downloaded and attached to the eFolder for
the loan.

Complete and Upload Appraisal

After completing the appraisal, upload it and deliver it to the

originator using Ellie Mae's secure platform. The status of the

order changes from Accepted to Delivered.

1. Save the report as a PDF file.

2. On Current Orders page, click View Details link for the
order, and then click Send Messages or Documents.

3. Enter a message, if necessary.

4. Select Appraisal from Attach Document drop-down list,
and then click Browse to locate and select the report.

5. Select Certification check box, enter additional report
details, and then click Send.*

Return to
Step 1

Complete and

Veros Quick Check

Upload Appraisal * Veros Quick Check
If a PDF appraisal document and a MISMO UAD * \/eros . - . .
document (XML) have been imported, you can perform a ) Before sending an appraisal, you can perform a “quick check
A e UCDP/UAD e e Quick Check that searches for UCDP and UAD compliance issues.
1. On the Appraisal Order Status window, click the I=Eallowssteps {8t aboye)

2. In Attach UAD section, select MISMO, and then select

. . the appraisal type.

2. In the Appraisal Quick Check window, select the Form Add Appralsal to Loan File i g“fk tBtthWSe_toklc::c;lteIfm?1 selleg:t thtehMISMIO f[ll_e (XI\{(IL).
Type, and then select UAD from the Version list. o Sl el iR e RO S C Gl YESLOMS,

3. Select the investors, and then click Validate Report. I Velg; QL"Ck 5. Complete step 5 above.
ec

The results display in the Quick Check Results window. L?;;l;i;zggeck e e

Appraisal Quick Check — Submit icon to start the
quick check.
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