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System Requirements

Computer/Processor

Operating System

Browser

RAM / Hard Disk

Display

Peripherals

Internet Access

Computer with a 486/66-megahertz (MHz) processor or higher (Pentium processor
recommended)

Windows 98, Windows Me, Windows NT 4.0 with Service Pack 6a (SP6a), Windows 2000 or
Windows XP

Internet Explorer 5.5 or Higher / AOL 8 or Higher with cookies enabled

Memory and hard disk requirements depend on the operating system used

Windows 95:
16 MB of RAM minimum
Full install size: 11.5 MB

Windows 98:
16 MB of RAM minimum
Full install size: 11.5 MB

Windows 98 Second Edition:
16 MB of RAM minimum
Full install size: 12.4 MB

Windows NT 4.0 with SP6a and higher:
32 MB of RAM minimum
Full install size: 12.7 MB

Windows 2000:
32 MB of RAM minimum
Full install size: 12 MB

Windows Me Edition:
32 MB of RAM minimum
Full install size: 8.7 MB

Windows XP:

32 MB of RAM minimum
Full install size: 12 MB

Super VGA (800 = 600) or higher-resolution monitor with 256 colors
* Super VGA (1024 x 768) strongly recommended

Microsoft Mouse, Microsoft IntelliMouse®, or compatible pointing device

56k modem with Dial-up connection, or High speed Internet Access (Cable, DSL, or xDSL,
ISDN, Frame relay, T1, T2, T3, T4) strongly recommended
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Logging Into the Appraiser System

What You Will Need

In order to log into eTrac, you must have the URL link that was sent to you via e-mail by US Appraisal Group, along
with the associated Username and Password.

Once you are logged in, eTrac will allow you to view, track, and update all of your orders.

How to Log In

To log in to eTrac, do the following:
1. Open your web browser and type the URL link into the address bar.

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

2. Press ENTER to connect with the login page.

3. Type the Username and Password that you received (via email) in the text boxes provided and then click the Log
in button.

Note: If you forgot your username and/or password, click the Click here link next to the "Forgot
your password?" prompt. Enter your email address in the field provided and click the Send Info
button. Your login information will automatically be sent to you via email.

Appraiser Login
Please login to update the status of your orders.

In order to use this product you must have cookies enabled in your
browser and have Aol 5.0, or Internet Explorer 5.0 or greater.

Username || |

Passwori | |

Forgot your password? Click here.

The Appraiser Login Page

After successfully logging in, a Welcome page displays.
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4. At the Welcome page, click the Appraiser Menu link to enter the program.

Open Orders
40 records found
Sorted by:
® Ascending O Descending
File # Loan # Boirower
00-4460 0123 LLomeowner
e Iame
Jason
onoo-1 no741 .
Sthverman
nonn-4 N0&54 Tarrm Abbott
Borrower
0000-44 0123
e Mame
Noo0-& 00138 Fran Eulda
00007 0064 DOTrower
Mame

Inspection

Address Chent Date Due Status Scheduled
eTrac Demeo
Address - City, T 07000 Mortgage Company  12/31/2006 On Hold
NT
. Trac Demo
21 Van Street - 3 =
Velley, NY mmpmg II:-T'.[J-:)rtgage Company 123112006 Scheduled 11252006
12 Adams Street - Carls Mortgage .
Oksmoke, OK 08000  Company 12/31/2006 Assigned
. eTrac Demo
Property Address - Clty, 4 oe Company  12/31/2005 Left Mez
PA 08880
NT
} . eTrac Demeo
37 Morris Road - Spring 0 oe Clompany 12/3172005 On Hold

Walley, ITY 10001 DA

Property Address - City,
NY 10000

eTrac Onetimer

Lending

1/16/2004 On Held

eTrac’s main Appraiser Menu page

Viewing New Orders

Use the following procedure to view appraisal orders that have been assigned. (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.

New Orders
16 records found
Sorted by:
& Azcending O Descending

File = Loan # Borower

Address

Inspection

Sl Scheduled

Clhient Date Dine

0012- John 5863 Wilitary Foad - Lynn, eTrac Demo Mortgage .
412327 04 Homeownsr  MA 01905 Company N 12/31/2005 Assigned 27372006
. . . eTrac Demo Mortgage .
412535 111 ke 1 Flyers road - Philadelphia, p Company PA 322006 Assigned
412121 Tames Brown };é;]mm BOERE T IS Central Mortgage Azsigned
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Viewing Open Orders

Use the following procedure to view appraisal orders that have not been completed yet.

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.

Address

Open Orders
40 records found
Sorted by:
@ Ascending O Descending
File = Loan = Borrower
00-4460  01p3 Liomeowner
. Iarmne
Jazon
Roo0-1 00741 L
e silvermarn
QOO0 -2 00654 Tamen Abbott
Botrrower
QO00-244 0123
Natme
Do00-6 001358 Fran Eukla
00007 0064 Dorrower
Mame

Address - City, TIT 07000

21 Van Street - Spning
Walley, MY 10077

12 Adams Street -
Olsmolke, GOE 02000

Property Address - City,
P4 DBRED

37 Morris Eoad - Spring
Walley, T 10001

Property Address - City,
MY 10000

Client

eTrac Deme
Iortgage Company
T

eTrac Demo
Ifortgage Company
NI

Carls Mortgage
Company

eTrac Demo
Ifortgage Company
NI

eTrac Deme
Mortgage Company
bPa

eTrac Onetimer

Lending

Date Due Status

1213172006 On Hold

1243172006 Scheduled

1203172006 Assigned

1213172005 Left Mag

12/3172005 On Hold

1/16/2004  On Hold

Inspection
Scheduled

1/25/2006

The All Open Orders page

Editing the Status of an Order

Note: You may need to scroll down the page in order to view all of the orders listed.

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.
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Loan # Bomower Address Client Date Due Status
Number
) Ay 121% - hghgh, PA 19064 Leanard Tillery ESQ. Assigned
EE Barramer name111 Property Address - Leanard Tilery ESO. Assighed

highstowr, PA 19064
1208 555 285 - 55, PA s Leonard Tillery ESQ. Unassighed
111 Propery Address -

004& Borrower natne Springeld, PA 19064 Free Money Bank Aszsighed
Dod4 Joe Borrower 123 - Springfield, PA 19064 Free Money Bank Assigned
0 Wad 491 - Swarthmore, PA 12051 Free Money Bank Aszsighed

Click the File Number link to edit that order.

The Order Form page displays.
4. Scroll down the page until you can view the Status Info section.

Status Info
Appraisal Status Assigned 7
Current Status E' '
Enter Mew Status Cnm_pleted | £
Declined by Appraiser SN
In Progress c-ni]
In Review il
: Inspected
Status History Left Msg
Date Mo Answer User
1/13/2005 12:01:57 PM Cn Hold b appraiser catl
Ofiice Notes Received By Appraiser | a1 THE DOOR
Refer To Comments
Estimated Delivery R eviewed Imvaiced
Inspection Scheduled: scheduled - -
Unassigned to
Appraised ‘x-'"alLIE Wa|t|ng f|:|r .'&.CCEFItEIrICE = Dnl}", no cOmmas ar dD”ar Signsj
| Update Status || ast updated on: 1/3/2006 11-:42:00 AM Download ACI |

The Status Info section of the Order Form

5. Click the Appraisal Status list and choose one of the status options, as described below. There are sixteen
different status options:

Assigned Appraisal has been assigned to an appraiser. The first time you attempt
to edit an order the status will be set to Assigned.

Being Typed  Appraisal is being written.
Completed Appraisal is completed. (This option must be enabled by your office.)

Declined by Appraiser decides that they do not want to do the appraisal.
Appraiser
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In Progress Appraisal is being written-up. (Many companies do not use In Progress,
check with your appraisal company before selecting In Progress)

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

Inspected Appraisal inspection is complete.

Left Msg Have left a message with the client.

No Answer Unable to contact the client.

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

Received by  The appraisal is received by the appraiser.

Appraiser

Refer to This is a special note or instruction that should be noted.

Comments

Reviewed Appraisal information has been reviewed.

Scheduled Appraisal has been scheduled for inspection.

Unassigned  This appraisal has not been assigned yet.

Waiting for If the appraiser’s access level is set to review you will get this status to

Acceptance approve the pending updated status that the appraiser has requested.

6. Inthe Current 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 phone number you called, the
date and time of day, and the message you left.

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

e The current month displays at the top of
the box

e Toselect a date in the current month,
click that number to fill the date in the
form field.

e 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: 01/13/2002

8. Use the Estimated Delivery field to indicate the estimated date that you will be able to send the appraisal to the
office for review.

NOTE: Many offices do not require using the Estimated Delivery field. Check with your
appraisal office before using Estimated Delivery.

9. If the appraised value of the property has changed, indicate this in the Appraised Value field. Use numbers only
in this field... no symbols or punctuation.
For example: If the amount is $248,000, enter 248000

10. After completing the changes to the order, click the Update Status button. (The actual button name will depend
on how eTrac has been configured for your office.)

You are returned to the All Open Orders page.
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Downloading Order Data to Appraisal Forms software

eTrac 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
data and save time. This feature requires ACI forms 8.5.2 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 left edge of the page.

From the Main menu, click the View Open button. The View Open Appraisal Orders page opens, listing all
currently open order.

View Open Appraisal Orders

Showing open files 1 to 50 of 192

File ; ;

Number Client Borrower Address Appraiser Due Date Status
elrac Mortgage - M 10 Property Address - Chiy,

0000 Office Borrower name NJ 09000 arl 4742004 In Progress
elrac Maortgage - P4 Fred Movak and 111 Property Address - Brooklyn, . .

LU Office Judy Gibson MD 08523 Kevin ARG

00123 Approved Bank Fobert Waldeck 1 Main Street - Malibu, MNJ 99993 John In Review

233 Joesph Ave - Rockyille, :

0021356 Mortgage Company  Hank Mase WD 05E29 Reviewer Scheduled
Carteret Mortgage . .

0030 Borrower Mame Property Address - City, NJ 19064 _Rewiewer Scheduled
Corp
Loarteret Morgage g

opogsg  caderetModgage g o Property Address - City, MD 08623 _John Mo Answer
Corp

040904 Approved Bank fesafsadfsadf adesélaS?::fsaf- Rl bl et Carmen Assigned

10000 Mortgage Company  Greg Jean Soral eIl VIR (Mol = (7ar? (s, Carl In Progress

FL 50001

12112 Lareret MOGate  ujins piller 1125 7th ave - swarthmore, Reviewer Scheduled
Corp M 12121
elrac Mortgage - M E7504 Gallagher Boulevard - Part .

23050077 Office Charles Abrams Charlotte, GA 90001 Carl Assigned

The View Open Appraisal Orders page

2. Click the File Number link to view the detailed order information.

3. Scroll to the bottom of the page and click the download button. (This can be ACI or Al Ready depending on your
configuration.)
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Superisar Superisor Fee $0.00

Reviewsr Reviewer Fea $0.00
Balance $387.50
Check Mo.

Date Needed 4/14,/2004 Date Paid Mot Paid

Motes/Special
Instructions

Status Info
Appraisal Status Left Msg

Appraisal must be complete with-in 24 hours of inspection date.

Current Status

Status History
Date Status Message User
2172004 2:56:43 PM Left Msg left message for Jack at home to schedule inspection o PHGE
datedtime
2172004 2:55:48 Ph Assighed Received and Assigned catl Delete
Inspection Scheduled  Date 2732004 Time 4:00pm
Office Notes Contact will give appraiser check befare inspection

Estimated Delivery 2/4/2004

Status Last Updated  4/22/2004 10:38:00 AM GUEEEEEEN B

Frint Order |

Download ACl |

The bottom portion of the View Open Appraisal Orders page

4. The File Download dialog box displays if ACI or a compatible Al-ready (Day One, Bradford, Software for Real
Estate Professionals, Alamode, and United Systems) forms package is installed.

Some files can harm your computer. |f the file infarmation below
looks suzpicious, or pou do not fully st the source, do not open or
zave thiz file.

File name: 004444 aci
File type:  ACI Report

Frori; ryetrac. biz

YWould pou like to open the file or zave it to your computer?

Open |

¥ Always ask before opening this twpe of file

Cancel More Info

The File Download dialog box
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5. Click Open to download the forms data unless you are using ACI then you must click Save and choose your

reports folder to store the file. ACI users can then click Open after download.

Filenumber: oo4444
Job Tupe:
Froperty Tupe:  SFR
Form Type:
Address:

Ciby:

258 Silverman Rd
Hollywood

State: Ca,

Clignt M arme:

eTrac Mortgage - MJ Office
Client 2 M arne:

Clone

Zip: 03000

Cancel

Opening the download file

6. Click New or Clone to transfer the data into the file.

15, ACI Report - [ Documents and Settings\AdministratoriLocal Settings\,Temporary Internet Files\Content.IES\4DMRSSIN 004444
T3 Fle Edt Yew Format Comps Iools Options Window Help

o MEESTAY /R ea | fEBSEE s @ o 5

=lalxi
=lalxi

004444

Hrder T UNIFORM RESIDENT AL APPRAISAL REPORT o n.. nosasd()
Properly Address P58 Silverman Rd Gty Hollywoad Stale A &pCale 09000

Legal Dessrpion Counly VEice

=] Assessor's Parcel o T Vear RLE. Taxes§ Special besessmEns §

Title Borower_Jason Biogs ‘Curent Owner Ceapant: ] Ower ] Tenant [ veani
Property i FeeSimple || Leasenod | Project Type || PUDY [T Condominium HUGVA mly) HO& Mo
egnborhoed or Fraject Name: Map Reterence Census Tract

Sale Prios $ 800,000

Datk ofale Descr Iobe pai bysdler

LenderiCheni €Trac Mortgage - NJ Office Address 144 Morth Road, Lake Hizwatha, b 07034
Letter of Pppmber dhess

Tzl Logation [ urban Subwban [ Rural Fredominant [Single family hopsing [Fresentlanduse® [Land use change
Buill up Over T [ Under 27 | occupancy ER A5E | ane amily Mollkety [ Lively
Growthrate (] Ragid ([ siow ey Low 2.4 mily [ nprocess
Property values [ Incmasing [ Dedining ] Tenant High Muliamily To
Demandisupply || Sheriage [l owersippiy ool 0-F6)y Prademinant Gommencial
Warketing fime (] Under3mes. () 36 s, (] overfimos. | (] vacart e 31 | 3
Note: Race and the racial naf arenot 4 factors.

Limiting
Candiions

[e1 F aciors fhat affed fhe markelatity of ihe properfies in ihe neighborhood (presimity to smployment and amenilies, employment stabilily, appeal {0 markel, =iz,

m

Dimension List

Warked condifions in the subject neighbarhood (ncluding suppert for fhe abave conclusions related 1o the fend of property valuss, demandisupply, and markefing fime:

N --such a5 data on competifive properfies for sale in fhe neighbomoed, deseriplion of fhe prevalence of sales and fnancing concessions, efc ):

Subject Photos

N

Praject Infarmatan for P UD=. (1 applicable) -- |5 The develcpenbuilder in confrol of e Home Owners' Assodialion (HOAY?
Comps1,2,3 Fod “opmsimate tofal number ctunits in fhe subject project
Photos Describe commen elements and recreational facil fies

s no

2pprosimate 1ofal number afunits for sale in he subject project

5]

o L||' Subj... { Neig.. J PUD [ Site [ Dese... { Com... { Cost.. [ Sales... { Inco... [ Reco... { Sales.. | Addti.. { Beai. [ Ending {

[ Property Addiess [

Default Picklist | Pageof3

Transferring the download file to the ACI Report

OVA |CAPS [NUM |SCRL

eTrac Appraiser’s Manual
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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.

All Completed Orders
Showing records 1 to 50 of 128
Sl Loan # Borrower Address Client Completed
Number
ooog ooot120 Barrower name 10 Property Address - Ctiy, NJ 09000 eTrac Martgage - MJ Office 426/2004
76760 Brinson Awve Unit 764 - Port
23030513 Carlton Young Charlatte. CA 90001 eTrac Mortgage - MJ Office 411652004
3110074 4444 Chuck Jones (SRSl e CLS e eTrac Mortgage - M) Office 3452004
IJ 09000
Kenneth & Donna 4630 Bst Avenue MW - Maples,
23030369 Langford C.A 90001 Approved Bank 16,2004
M Branch v 111 Main Street - Santa Monica, 1041372003
ﬁ Skip Wilsen CA Dﬁglzr']:'i ree anta konica eTrac Mortgage - BJ Office 9-00-00 PM
144 Morth Beverwyck Rd - Lake 9/16/2003
MJO0123 0044663 Carl Stuono Hiawatha, NJ 07034 eTrac Mortgage - MJ Office 9-00:00 PM
The All Completed Orders page
NOTE: You may need to scroll down the page to view all of the orders listed.
Viewing Canceled Orders
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.
All Cancelled Orders
Showing records 1109 of 9
LD Loan # Borrower Address Client Cancelled
Number
Jesus & 76630 Bridgeport Lane - Bonita Springs, 415£2004
23030304 Margarita Medina CA 90001 ST L GRS 12:50:00 AM
Angela 4646 Hamlin Rd. E - Ft.Myers, 41572004
e Menendez A, 50001 ellize floiegs - i1 Oifles 12:50:00 A
4605 Tempest Road - Fort Myers, 415£2004
10000 010025 Greg Jean Soral FL 90001 Martgage Company 12-49:00 AM
144 Moarth Beverwyck Rd - Lake 114102003
elrac 4557 eTrac Hiawatha, N 07082 eTrac Mortgage - MJ Office 104200 AM

The All Cancelled Orders page

NOTE: You may need to scroll down the page to view all of the cancelled orders in the list.

eTrac Appraiser’s Manual
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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 Completed Orders page.

All Orders
Showing records 1 to 25 of 146
File Loan# Borrower Address Client Date Due Status
Number
testorder Borrower name :\JTEE;DF]EHY AU SR eTrac Mortgage - MJ Office Completed
23040775 Steven See ?:i?gungg%;nnna bn- FLMYBIS, i Community Mortgage 9/6/2003 On Hold
pooa ano120 Borrower name :ﬁ Eé%%%ny ALl L) eTrac Mortgage - M Office 44472004 Completed
The All Orders page
NOTE: You may need to scroll down the page to view all of the orders listed.

The Calendar allows the appraisal office to keep track of the scheduled appraisals and appraisals due. It also helps the
appraiser organize and remember his/her scheduled appraisals.

Use the following procedure to view the calendar.

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 Calendar button. This opens the shared calendar.

You have the option to export all your scheduled appraisals to Microsoft Outlook by clicking export.
The calendar is also an option that needs to be activated for your view by the appraisal office.

See the following page to view the calendar.

eTrac Appraiser’s Manual 14



Export

Fullfear Year Multihfonths hlonth "Week WorlcWeek OutloolWeek EesouwrceDay Day OndDay Tineline
March, 2006

Sunday Monday Tuezday We ay Thursday Friday Saturday

2845 Mar 145 24y 34 4

Appraizal due:

milke 1 Flyers

road View Edit
Sin bin Tin B S 104y 14y
Ly Ly 14 4 By loiy 17 4y 18 i
184y 204, 214y 2245 234y 244 254y

[chanage ta 3jzzj2006 12:00:00 AM made. |

26 4 2T 4 28 4 294 304 34y Apr 14

Full¥ear Year Multihfonths Month Week WorkWeek Outlock™Week ResowceDay Day GridDay Timeline

My Messages

My Messages allows you to send messages between you, the office, and other appraiser users.

Use the following procedure to view “My Messages”.
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 My Messages button. This opens your messages page.

A Diivision of Global [4S, LLC

[ Main ]
[ ListAllNew ]
[Cismomn| My Messages
LInread Messages hd
From Subject Message DateSent
eTrac Demo EE: Big Dog I recommend bringin a big piec. . 1132005 5:40:2% P
hiy Messages

3. After clicking the My Messages button it will automatically open up to your unread messages.

eTrac Appraiser’s Manual 15



A Division af Global DME, LLC

[en ]
T
Cmwmm] My Messages

Unread Messages

Unread he 2s

All Messages in past 2 weeks
All Messages in past 90 days
Sent Messages

Message

DateSent

PE

I recommend bringin a big paec...

11372005 5:40:28 PI

4. If you would like to view any previously received messages click the dropdown like shown above. You will also
be able to view a log of your sent messages as well.

5. Tosend a message click Tools at the top of the page. The tools menu displays along the left edge of the page.
6. From the tools menu click the Leave Message button.

The following screen will appear in a new window.

Leave a Message

‘To: " Select a Staff User V|or | Select an Appraiser Lser +

Subject: |

Ilessage:

(] Urgent

Fields marked with an * are required

eTrac Appraiser’s Manual
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Searching Orders

eTrac 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.

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.

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.

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.

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 they 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.

Enfer Barrower Mame | rob| search

by

Searches are not case sensitive and can be as general or specific as you want.

After you click the Search button, any files that match your search criteria are listed. The top line of the report shows you how
many results were found.

Showing files 1ta 1 of 1

File Humber Loan # Borrower Address Status

aooa 000120 Barrower name 10 Property Address - Ctiy, NJ 03000 Completed

Search results

eTrac Appraiser’s Manual 17



Reports

eTrac’s 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.

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

Receivables Paid The receivables paid report lists all reports that have been
paid to the appraiser within the last 60 days.

The report displays the requested information.

Open Accounts Receivables
There are 14 appraisals due to be paid to Carl .

Total current receivables = $2,755.00

File # Borrower Address Product Completedinvoiced Fee

23030280 lan Matheson 3486 Pointe Creek Court - Bonita Springs, | pap 3/31/2004 $95.00
CA 90001

23030287 Mancy Moss B466 SE Bdth Place - Cape Coral, CA 50001 LRAR 372372004 $195.00

23030288 Burt Lancaster 7367 YWellington Avenue - Alva, CA 90001 LIRAR 372352004 $110.00

23030295 Douglas Aldridge 876 Limpkin Road - Naples, CA 90001 URAR 3472004 $1B5.00

Example of a ‘Receivables Open’ Report

eTrac Appraiser’s Manual 18



Changing Your Appraiser Profile

If necessary, you can update any aspect of your profile information except for your name. 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 page. The Setup menu displays along the left edge of the page.

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

Update MyProfile

Appraiser Mame Carl

Appraiser E-Mail Ibarl@myetrac.cum

Appraiser Office # |B??—EEIS—B?22

Appraiser Cell # |B??-593-8?22

Appraiser Home # |E??—593—8?22

Appraiser Fax # |EEI1-4EEI-3EI43

Appraiser Address |1 44 Maorth BEewversychk Rd

Appraiser City |Lake Hizwatha

Appraiser State INJ
Appraiser Zip IEI?‘EIS4

License 1

| E}{piratiun:l
License 2 | E}{piratiun:l
| E}{piratiun:l

Coverage Area WY, NJ, PA, RI, CT =

License 3

Update kyProfile I

The Update My Profile page

3. Make the desired changes to the information in your profile. (You are not allowed to change your name.)

4. Click the Update My Profile button at the bottom of the page. A message displays to notify you that your profile
has been updated.
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Sending Office E-mail

eTrac makes it convenient to send email messages back to your appraisal office.
NOTE: Depending on your access level you may or may not be able to see the E-mail Log Icon or the E-mail Client Icon.

This will allow you to send any questions or comments to the appraisal office. E-mail

This will allow you to see any emails that you have send to the office or to the
appraiser. Log

This will allow you to send any questions or comments to the client. (You will only see E-mail
this option if your office has it configured so that you can email the client.) Client

/3 Email Demo Appraisals, Inc - Microsoft Internet E o o] |

Email Demo Appraisals, Inc

Subject: IND Contact with Client

I have been unable to contact th ;I

Hessage:

Click the E-mail Office or Email Client icon to launch the Email form window

NOTE: The email icon disappears as soon as you make a menu selection from the left side of the
page. It reappears when you click a tab at the top of the page.

Help

You can access eTrac online help information by clicking the Help button at the top of the page. The help feature is
context sensitive, meaning that it will provide help information about the menu or page you are currently viewing. For
example, if you click the Reports tab and then on the Help button, the help system will display information about the
Reports page.
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Reviewing Your Inspections Scheduled

eTrac makes it easy for appraisers to review their current inspections scheduled.
1. Click the Tools tab at the top of the page. The Tools menu displays along the left edge of the page.
2. From the Tools menu, click the My Schedule button.

A separate browser window opens, displaying all of the inspections that have the status "Scheduled".

Bobby Brown's Inspection Schedule as of 4/9/2003 1:56:28 PM

There are 1 inspections scheduled.

File Number Bomower Address Inspection
Time
4162003
0044 o Borromer 123 - Springfeld, PA 13064 100 PM

Example of an Inspection Schedule

Logging Out

When you are finished using eTrac, 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 eTrac". You may now close your browser
window, if desired.
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