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System Requirements

Computer/Processor

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

Operating System

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

Browser

-{ Internet Explorer 5.5 or Higher / ADL B or Higher with cookies enabled

RAM / Hard Disk

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

i 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 M8

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

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

Windows XP:

1 32 MB of RAM minimum
Full install size: 12 MB

Display

. Super VGA (800 x 600) or higher-resolution monitor with 256 colors

* Super VGA (1024 x 768) strongly recommended
Peripherals Microsoft Mouse, Microsoft IntelliMouse®, or compatible pointing device

Internet Access

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 eTrac Appraiser System

What You Will Need

In order to log into eTrac, you must have the URL /ink that was sent to you via e-mail by the appraisal company, 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 Loan

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
bution. 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 || |

Passwond | |

Fergot your password? Click here.

The Appraiser Login Page

After successfully logging in, 2 Welcome page displays.
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4. At the Welcome page, click the Appralser Menu link to enter the program.

Open Orders
40 records found
Sorted by |
© Ascending © Descending
File & Loan # Borrower ' A:]tlress ‘Client Date Due Status Luspection
E Homeowner eTrac Demo
00-446% 0123 Noame Address - City, NJ 07000 Mortgage Company 12/31/2006 Cn Hold
j 7 '
R L TR R eTrac Demo
0000-1 . 00741 ;ZZ‘;;M %Lﬂifﬁ?%ﬁ%m Mortgage Company 12/31/2006 Scheduled  1£25/2006
’ NI :
i . ‘12 Adams Sireet - Carls Mortgage Aot
R0t 0954 T ASRON Gk, OR 08000 Compay 123112006 Assigned.
o : . elrac Demo @ =
000044 0123 oo ﬁf:%’;’;’sﬁdd"m "1 Meotigage Company 12/31/2005 Let Msg
: * . . eTrac Demo
0000-6 00138 [Fran Kukla ff aﬂhf;”ﬁf;’ggo'lsf’mg Mortgage Company 12/31/2005:0n Flold
? ’ PA
' i Borrower . - Properiy Address - Ciry, eTrac Onetimer T
RO % Neme WY 10000 Lending e

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)

L.

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

® Ascending O Descending

File # Address - Client o Date Due Status Inspection
———— . B — ; Scheduled
0012- John 5863 Military Road - Lynn,  eTrac Demo Mortgage .
. . ) seTrac Demo Mortgage N
41233 eTrac Demo Mort 4
5 111 mike | 1 Flyers f?a:;}__: Philadelphis, Compiny DA 322006 Assrgmd
412121 Tames Brown };;8“1’”‘ st- Brooklyn, NY ol Mortgage Assigned
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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.

Open Orders
40 records found

Sorted by

File &

00-4463

0123

00741

00654

0123

® Ascending O Descending

00138

00548

Fran Kulda

Borrowsr
: %Nmf L

_ Losm # Barrgwer TAI:H.!‘BS 5

PA 08880 "

37 Morris Road - Spring
Valley, N'Y 10001

v Property Address - KCity,
. “NY 10000

..___Eli'e.ht;- S _ D_ate Due .Statns

Homeowner eTrac Demeo I

Name Address - City, NJ 07000 Mortgage Company  12/31/2006 On Hold
S L . eTrac Demo Co i
éf;‘;‘:mm %;ﬁ?ﬁﬁg%"mg Mottgage Company 12/31/2006 Scheduled
bl NT -
. 12 Adams Street - Clarls Mortgage .

Tarmi Abbott (3 o 000 Company 121’311'2006#551311&01

. - eTrac Detno o
poower _Droperty Address 15, Mongage Company 12/3112005 Left Msg

NI

eTrac Demeo

Mortgage Company 12/31/20035 On Hold
Pa

Lending 111642004 OnI—Io!d |

Inspection
S_ghedu]et_l

142572006

The All Open Orders page

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

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.
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File

Number Loan # Bomower Address Client Date Due  Status

Eﬁ_ S Amy 4213 hghgh, PA 19064 Leanard Tillery ESQ. Assigned
111 Property Address - . .

BE Bnrrower namehigh siown, PA 19064 Leonard Tiiery ESQ. Assigned

s Leonard Tilery 0. Unassigned

111 Properly Address - .
(045 Borrower name sprin gﬂe| o, PA19064 Frge Money Bank Ass&gmd
0044 Joe Borrower 123~ Springfield, PA 19064 ~ Free Money Bank - Assigned
Q02 Wiad 491 - Swarthmore, PA 18081 Free Money Bank Assighed

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.

isal Status Assiged
Current Status ! ed
Being Typed
Enter New Status Comgleigjc‘le
Declined by Appraiser ;@ _
in Progress <ams)
In Review w O
o Inspacted
Status History Left Mg
Date No Answer User
141972005 12:01:57 PM n Hold b appraiser carl
Office Notes Received By Appraiser ¥ At THE DOOR
] ) Refer To Comments
Estimated Delivery Reviewed Ivpiced
Inspection Scheduled: Scheduled = e ]
Unassigned o] | ;
Appraised Value Waiting for Acceptance | anhly, no commas ar dollar signs)
{_Updats Status ]| ast updated on: 1/3/2006 11:42:00 AM {__Download ACl |

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
Acceptance

If the appraiser’s access level is set to review you will get this status to
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 mus
specify a new date, click the calendar button [E

hange the date and time in the Inspection Scheduled field. To

e The current month displays at the top of
the box

e To select 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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Downioading 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 Appralsal Orders

Showing apen filas 1 to 50 of 192

= fﬁcg MJ 09000

%'ig | Client Borrower Address Appraiser Due Date Status
Q000 elvac Modgage - B Borrower name 10 Property Address - Ctiy, Jzan A/4,2004 In Frograss

LE

BE

Rabant Waldeck 1 Main Streel - Iialibu, NJ 99999

JUEE ) Approved Bank

Carterel Morlgage
Corp

Larmen

S

. - ‘ 1125 7th ave - gwarthmors,
12112 Cem Aime Miller NJ 12121

L EharlpitesCA OO0 e
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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Supanisar Supenvisor Fee $0.00

Reviswer Raviewer Fes $0.00
Balance $387.50
Check Mo.

Date Neadad 471472004 Date Paid Mot Paid

Notes/Special

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

Appraisal Status Laft Msy

Current Status
Status History
Date Status Message User
2172004 2:56:43 PM LeR Msg left message for Jack at home to schedule inspection carl Delet

daleﬁim_e

inspection Scheduled Date 2/3/2004 Time 4:00pm
Office Notes Cantact will give appraiser check befora inspaction
Estimated Delivery 2142004

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

Processed By

The boitom 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.

The File Download dialog hax
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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.

Opening the download file

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

Demonamnipoh | Shoriege
L vosor3 e, O] 3.8 o,

‘ol of e Herse Ownary Amsoaaton (W07 ] 65 CTA0
-, Aprcima Ictalnather ofunil & szl I e aubject project K5 ki
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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 Compieted Orders

Showing records 1 to 50 of 128

:.:‘i::“ber Loan # Borrower Address Client Completed
0000 000120 Borrower name 1U F‘rnperty Address - Ctly NJ 0000 eTrac Morgage - M) Oﬂice 4.:’2‘6!2[]04

B “h,
it

3110074 4444 Chuck Jones

101372000
9:00:00 PM

102 Bl\élg%sneet Santa Monica, eTrac Murigage NJ Office

a4 North Beysrwyck Rd #ﬁﬁe 9r16m003
iHiawatha, MEOEO3A . o . 90000 RN
The ANl Completed Orders page
NOTE: You may need to seroll down the page o 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 Maln 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 1to 9 of 9
:,:il:‘:“hm Loan # Bosrower Address Client Cancelled
23030304 Jesus & 768630 Bridgeport Lane - Bonita Springs, 4152004

Margaiita Medina CA 80001 Sherwood Mortgage 12,5000 AM

804

‘ I A ; 128000 A,
4805 Tempest Rnad Fort Myers, 4152004

_1.=.DI:IDG 010025 Greg Jean Soral FL 9EIE|E|1 , Mortgage Company 49.00 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.
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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 .
Number Loan # Borrower Address Client Date Due Status
tesiorder Borrower name M P*’DPEHy Address - test,

eTrac Mortgage - NJ Office

Completed

i

eTrac Mortgage - NJ Office 47412004 Completed

The Al Orders page
NOTE: You may need to scroll down the page to view all of the orders listed

000o 00020 Borrower nama NJ 03000

Calendar

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.
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Export

FulVear Year Multdonths Month Week WorkWeek Outlook'Week ResourceDay Day GridDay Timeline

= March, 200 o >
E o . Edondmg y oW : . Thureday ey Samurday
2T 4n 2By Mar 1 4 Zin 3ig Ay

Apprasal due:
tilce 1 Flyers
road View Edi:

It bim Iy 2 i Y4 104 Mg

Ly Lty M Ly 164y Uty By

1940 Wiy 2l 24 4y a2ty
. |change to 3i22/2006 12:00:00 AM mode. |
R s L Lz Nin i Aprlym

FullYear Year MuiMonths Menth Week WorkWeek OutlookWeek ResowrceDay Day GridDay Tmelne

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 Divisinn af Global DS, £

' A B DMy Messages
Unread Meééagas A?
From * [ Subject Message DateSent
eTrac Demeo RE: Big Dog I recommend bringin a big pisc... 11732005 540:29 Fid
Show My Messages

3. After clicking the My Messages button it will automatically open up to your unread messages.
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e :
A Division of Globad DMS, L1.0

i |
My Messages

Unread Messagus %

1 : DateSent
All Messages in past 2 weeks Message jravesen

All Messages in past 90 days  bg I recommend bringin a big pier... 11/3/2005 5:40:29 P

Sent Messages

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.

To send 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 ¥ o | Select an Appraiser User gl ;
Subject: | |
]

Message:

g

Urgent

Fields marked with an * are required
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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, seiect the type of search you want to perform and click the appiopriate 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 #1 102.

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 borvewer whose name includes those letters, such as Robbie, Roberts, and Jarobski.

Erter Borrower Name |r0b| -

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 1to 1 of 1

File Humber Loan # Borrower Address Status

aoag ‘ J00120 Bnrmwe'r;'ﬁ'ame 10 Property Address - Ctiy, NJ 09000 Complét'ed: E.:

Search resulls
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Reports

eTrac’s reporting feature enables you to instantly view a repott 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 Cari .

Total current receivables = $2,755.00

File # Borrower Address Product Completedimvoiced Fee
23030280 lan Matheson oo Creek Cout - Bonita Springs., g /3112004 $95.00
23030287 Nancy Moss 6466 SE Edth Place - Cape Coral, CA 90001 URAR ‘ S F2Y2004 $195.00
23030238 Burt Lancaster 7367 Wellington Avenue - Alva, CA 50001 URAR 3232004 $110.00
23030295 Douglas Aldridge 876 Limpkin Road - Naples, CA 90001 URAR 3/5/2004  $165.00

Example of a ‘Receivables Open’ Report
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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 Name Carl

Appraiser E-Mail  [eari@mystrac.com

Appraiser Office #  [877-693-8722

Appraiser Cell #  [877-683-8722

Appraiser Home #  [877-693-8722

Appraiser Fax # |8U1-4B§-3U43

Appraiser Address  [144 North Beverwyck Rd 1
Appraiser City ILake Hiawatha

Appraiser State W

Appraiser Zip W

License 1 |ww s g Expiratinn:lT
Licenss 2 [ Egiaton]
License 3 - - Expiration: §

MY, NJ, PA, BRI, CT

Coverage Area

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. Eemuil
Oifice

@

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

. E-raail
appraiser, Log
This will allow you to send any questions or comments to the client. (You will only see ;f"mi“]
this option if your office has it configured so that you can email the client,) Client

2% Emaif Demw Appraisals, Inc - Micro nternet Explorer

Subject: [No Contact with Client

I have been unsble to contact th

Heceage:

|

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

L Ae— s

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 af 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, ¢lick 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 echeduled.
Inspection
File Number Bomower Address Time
162003
00d4  Joe Borrower 123 - Springfield, PA 19064 1:00 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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