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SUMMARY

This document will take you through
the ordering process within
Encompass using the Services Tab and
Ordering an Appraisal function

2.

DETAILS

How to order an appraisal via Encompass for Appraisal Scope

SCREENCAST:

http://screencast-o-matic.com/watch/cbeinR6Uk3

STEP-BY-STEP

1. From within Encompass you will need to select an order

from your Pipeline by double clicking a loan.

Home Pipeline  Trades  Contacts  Dashboard  Reports

~ NG

View AllLoans

" Pipeline View ISuper Administrator - Default View

Loan Folder | My Pipeline v v | Company | Internal Organization

Fitter: Current Loan Team Member contains "Eric Tobiason”
1-1

4 9 viof 11 b P

Alerts Mess Linked  Loan Number Loan Amount
(17} 2, Homeowner, John 160,000.00
m 1606000060 £, Homeowmer, John 160,000.00
(17]] £ Homeowner, John 160,000.00
m 1234567890 ., Homeowmer, John 160,000.00
(12} 1604000046 £ Homeowner, John 160,000.00

This will open the Loan. Now ensure everything is ready to go and then click on the Services

Tab in the lower left corner of the screen.

Forms  Tools Service,
Order Credit Report
Access Lenders

Search Product and Pricing
Request Underwriting
Order Appraisal

Order Flood Certification
Order Title & Closing

Order Doc Preparation

Register MERS

3. From here you will need to click the Order Appraisal
Button

Tools Services

Forms
Order Credit Report
Access Lenders

Search Product and Pricing

Request Underwriting

Order Appraisal

Order Flood Certification
Order Title & Closing
Order Doc Preparation

Register MERS

4. Once that button is depressed you will be presented with the Vendor selection window. You
will need to find the company that you wish to submit an order to for processing and

assignment to the vendor from the All Appraisers tab.
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[E] Order Appraisal o X Once the Vendor found and selected
My Appraisers  All Appraisers you Wi ” th enc | ic k the Next Button. If
Search All Appraisers By you are ever unsure if you are picking
© zipCode [7306¢ | O Location [0k T the correct Appraisal Scope customer
Lender AllLenders v you can click on the More Info button
Appraisal Type | Full Residential Appraisals with Interior Inspections v tO th e I'Ig ht an d If It ta kes y0U tO the
Matching Appraisers (209) Add to My Appraisers Appraisal SCOPe page for the AMC you
Compeny Neins 4 Prics Tunidine | Profie are attempting to assign to then that is
Collateral Management - Value... Per contract  Per contract  More Info ~ i
Collateral Management System... Per cortract  Per contract  More Info the correct selection.
Community Bank Real Estate... Per contract Per contract More Info F h . ” d t | . k
Connexions Per contract  Per cortract ~ More Info 5 . romnere y0U will nee oclic
Consolfdaied - New Orders Per contract  Per contract  More Info the N ext bUtton a.&e ra Select iS ma de .
I Consolidated Analytics Per contract Per contract More Info I
Core Valustion Management -..  Percontract  Percontract  More Info This will launch the next Step in the
Core Valuation Management, Inc.  Per contract Per contract More Info . .
CoreLogic Valuation Solutions Per contract  Per contract  More Info orderin g anappraisa | process.
CoreLogic® AYM Per contract  Per contract  More Info v 6 Once y0U Cl ICk Next y0U WI ” be
== prompted with the window listed

below. All options will need to be filled
out and then the Submit Order button will push the order to Appraisal Scope. Itisimportant
that the UserName and Password information be entered and correct in order for the order to
submit to the appropriate Appraisal Scope platfom.

| [Cog In Information Loan Information

Mustang OK 73064
Property County Canadian

I Borrower John Homeaner 7. Now that the Order screen is
Sass tene gy | tcbintonkending ‘ Co-Borrower Mary Homeowner . ) ) . )
| [Pesswors [ ] | propeny 2032 Sate WY 152 available for input it will be important

Save Login Information

to select the correct product and all

I Property Type Detached
Loan Reference EMT123456789 . . . .
| FHA Case Num information to the right in the drop
I Order  Contacts  Payment _ Check Status down section such as Loan Officer,
@® New Order Existing Order v . .
| oo e Processor, Client diplayed on Report
. 1 1

| Products Loan Officer: v
| [T Toby 1004 Processor: . and so on.
l DFHA'100°C Client Display on Report: v .

[ Tohiason Commercial Appraisal
} 0 Single Famiy Appraisal - FHA = ;: e . 8. The Upload Document section

CJuRaR (1004) roperty Type: o .
[EE= Sl | willallow you to select documents
[I[B wwesinzrst ] sych as Contracts and other
! Purchase Amount: $175,000.00 .

Uoan Aot s16560000 important data that needs to be

1 Due Date: D . .
i l, - submitted with the order.

Total Fee .
| ipeadoeciment] % [ 1a | 9. The Order Comments section

e will allow free form data to be
«| submitted with the order and shows
| up in the Additional Comments box
| L .
| Refresh Lists ————>| SubmtOrder Close Wlthln Appralsal Scope

2|Page



£\ APPRAISAL
\/ PE IN

ENCOMPASS HOW TO ORDER

il

10. The Contacts Section will need to be filled out and the best person to contact will need to be

selected at the bottom of the window in order for submission to be successful.

For entry into property, contact: Borrower e

112. Now the order can be

Loan Officer: | Eric Tobia!

submitted. The Sending Sending Request

Request window will appear.
Once this window is gone you
will get the Create Order

window telling you the Order _

ID and asking you for visit the

Payment Tab.

& Create new appraisal order E

| Processor: John Smith

Created order ABCDYGT,

Please visit the Payment tab to submit the payment for the order.

T UuT Uoe

e
—t——————r

12. The Payment Tab will allow the
Client to enter and choose the payment
options that are available to them from
Appraisal Scope.

13. Once a Payment option has been selected from the drop down for Payment Type you will need

Order Contacts Payment Check Status

Payment For: ABCDSST =

Payment Type:

- Authorize and Capture
Credit AccountInfi seng Payment Reguest To Your Custo
Bill Me/Prepaid Check

5500.00

= |John $500.00

ame |Homeowner 5000

 toclickthe Update Payment Information button.

Update Payment Information
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14. A status screen will appear and then a message prompt that the payment method was updated.

withorize and Capture e

Sending Request " Appraisal Scope
ma|
Send Payment Authorization and Capture 1

Ed o Updated payment method for appraisal crder ABCDS67
3 El
oo

tN P P | oK

T T EMEn o SENT HECEPT

15. The order has now been submitted to Appraisal Scope and Payment information has been
provided to the platform you chose to submit the order too.
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