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FICRAS
APPRAISER PROCEDURE TRAINING

Basic System Understanding

FICRAS Goal
Manage the Appraisal order/receipt/review process efficiently
-and-
Promote Regulatory Compliant Practices and Risk Management in Real Estate Secured Lending

FICRAS = Financial Institution Complete Risk Aversion Solution

EASE OF FUNCTION and EASE OF COMPLIANCE! FICRAS is a user-friendly and efficient valuation
management system that provides financial institutions a means of complying with the Interagency Appraisal
and Evaluation Guidelines and bank specific policy & procedures. Use of this system and the compliance
component will help the financial institution client reduce real estate lending risk and please bank examiners.
The FICRAS system offers a way for banks to manage the "independence" requirement and still demonstrate

quality control over the valuation product.

Web Based System | Trained Compliance Officers
(Management Component) {Compliance Component)
+ Management of Approved Appraiser Lists + Policy and Procedure Formulation
» Management of Appraisal Function by loan officer, appraisal review » USPAP, Interagency A&E Guidelines and bank specific policy & procedure
department and the contract appraiser: compliant forms:
o Appraiser Bid Process o Engagement letters
o Appraiser Engagement o Review Forms
o Receipt of Appraisal Report o Validity Check/Evaluation Forms
o Review of Appraisal Report o Final Inspection Forms
o Report Finalization & Delivery « Appraiser Approval Process including:
o Rating of Appraisal Product o Appraiser application

o Tiered panel risk classification
o Appraiser rating system
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All users must white list @FICRAS.com, @valuelynk.com and any bank client extension to
ensure receipt of emails. The emails will come from your client bank, but assistance is from
FICRAS.

PART I: SYSTEM LOG-IN

www.FICRAS.com
The system is set up for two separate user types:
1) Bank (Lender/ARD)
a. Loan Officer (lender)
b. Appraisal Review Department (ARD)
c. Credit Analyst (ability to view appraisals and orders, not process)
2) Appraiser
a. Contractor outside of Financial Institution

APPRAISER LOG-IN
Log Into the System: www.FICRAS.com

Select: LOG-IN/SIGN-IN (top right)
Select: “Appraiser” radio button
Type: your e-mail

Type: your password

FICRAS Login /

Login Type: Lender/ARD Appraiser
Login Email:

Password:

Can't remember your password? Click Here

WWW.FICRAS.COM
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PART Il: YOUR PROFILE

A. Select: Your Profile

—————
FICRAS
-'_-‘—--____
Main Menu <

Your Profile «

S Check “Your Profile” information for Accuracy
MNew Bid Requests . . . .
Select the “Create/Edit Your Profile” to edit any entry field

Submitted Bids

Your Engagements

Contact Data
Reference Docs ¢ Verify Contact Information
e Select the “Yes” radio button to receive emails from the lender

Appraiser Training (PDF)

B client
nteragency Guidelines
B ¢ Input a secondary email to “Forward Emails to” (optional)
National Registry . . . e . .
National Registry ¢ Indicate Fee Assignment Availability (Appraisal, Review, etc.)

B. Select: Your Profile — Service/Competency tab

Verify your information. This is used by all FICRAS banks to search appraiser information. You can
update this as you achieve greater competency or change service areas. Select “SAVE and EXIT”, or go

to the next tab.

C. Select: Your Profile — Qualifications tab

¢ Indicate if you have read the Interagency Appraisal and Evaluation Guidelines. This is
necessary knowledge to perform appraisals for Financial Institutions.

¢ Upload your qualifications where indicated.
e Upload a sample appraisal document if you would like it available to lenders. (optional)

D. Select: Your Profile - Experience tab — VERY IMPORTANT TO CONTINUE TO
UPDATE

This should be updated as your competency changes. FICRAS banks check this particularly when
bidding special purpose properties. Any FICRAS user can search the appraiser database for qualified
appraisers. Select “SAVE and EXIT”, or go to the next tab.

NOTE: The edit date of your information is evident to the searching financial institutions.

WWW.FICRAS.COM



FICRAS

™

Financial Institution Complete Risk Aversion Solution

E. Select: Your Profile - License and Cert. / Designation(s) tab - VERY IMPORTANT
TO CONTINUE TO UPDATE

This tab is for your primary certification. Initial entry of your primary state certification must be done
from this tab. Once entered, all updating can be done from “Your Profile”.

License Type (select)

License State (select primary)

License Title (should pre-fill if prior selections are completed)

License Number

License Expiration (date selection)

Upload Primary License only (you will include your additional license when you “Save and Exit”)

ADDITIONAL STATE LICENSE upload is from the main “Your Profile” screen. Select “Your Profile”, select
“Add License” button (bottom right), then save your license(s). Update one at a time. Once entered, you
will see all your licenses listed and can update any license from this main screen individually.

F—
FICRAS Member Profile

Main Menu
Your Profile «
Your Clients
New Bid Requests
Submitted Bids
Your Engagements
Reference Docs

Appraiser Training (PDF)

National Registry

Profile Last Upditr_ (D years, 0 months. & days days since update)
Contact Information:
Company/Organization
Appraiser/Consultant
Authoriy

Street Address
City/Municipality

State

Postal Zip Code

Telephons Number

E-Mail Address

Website Address
Qualifications/Vitae:
General Operating Area:

Specific Areas Served:

Licensing:

Certified General Appraiser License

Appraizeri20bella-samplei20cartification.dock

Certified Residential Real Property Appraiser

Update

Update Primary
Certification
(after initial entry
on Certification
tab)

Update
Remove

Add Additional licenses
here

WWW.FICRAS.COM
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Type: Cceneral [JResidential Cother

State: Please Select... ~

Title:
Number:

Expires:

Digital Copy: /

Save License

F. Select: Your Profile - Insurance/Staff/Data

¢ Errors & Omissions Insurance
o Provide policy information and upload a copy of policy

® Associate and Trainee Staff
o Provide any staff information you want lenders to see

¢ Data Sources
o Provide access to data sources you want lenders to see

G. Select: Your Profile - Personalization tab - MANDATORY COMPLETION OF
SIGNATURE IS NECESSARY TO RECEIVE ENGAGEMENTS

e This tab enables you to upload a photo and your company logo for FICRAS lenders
to see. (optional)

¢  Your Signature Block (Mandatory Completion of Steps 1 and 2)
o Type your name
o Enter your signature — select either:
=  Draw - use the mouse to draw your signature (click clear if you wish
to erase and try again)
=  Upload - upload your signature
= Type - this selection will add a font to your typed signature

WWW.FICRAS.COM n
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Add your signature to your profile

Signature & Perscnalization

Adding your organization logo and a personal photo are options that help to personalize and professionalize your profile. Ta do so, click the respective [Choose File] icons, locate the photo or logo files you wish to
upload, double click that file and your phote or erganization lego will be uploaded for inclusion in your professional profile.

Organization Logo Choose file
Appraizer Photo Choose file

Use the section below to add/update your signature.

Type your name first
Please type your name (it can also be used as your Signature) *

Appraiser Bella _

You can use one of the below option to add/update your Signature.

Select "Clear" to
erase and try
again

Select your signature
type

O Upload a digitial copy ® Hand drawn Signature () Use your Name as Signature

This displays
hand drawn Save when you are

done

/ur‘ L Se T

SAVE PROFILE AND EXIT

WWW.FICRAS.COM | 7/
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PART Ill: YOUR CLIENTS

e Manage all FICRAS client information
¢ View your application status

¢ View your submitted applications

i
FICRAS
e
Main Menu ¢ o "
Your Bank Specific Applications: View Bank Specific
Your Profile Application Here
Data Search: | All Columns v
Your Clients
Submitted Bids Bella Financial Bella ARD 3333333333 ard.pella@cox.net 2016-12:29 Application Submitted - Click To View
Commercial Bank 2015051 Application Submitted - Click To View
Your Engagements Value Bank ARD Leader 727.5551212 ardlezd Bvaluglynk.com 01640531 Application Submitted - Clck To View
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PART IV: NEW BID REQUESTS

A “New RFP Requested” email should prompt you to enter the system. All
communication is through FICRAS, not as a response to the email. Loginto
www.FICRAS.com to Bid.

Only active bids are visible on the “New Bid Requests” table.

e
FICRAS LoGouT
0>
Main Menu ; ; y
€ Current RFP's / Bid Requests: Yg‘“dctzgagoe“xéz‘“r
Your Profile m you have submitted a proposal, that proposal is transferred to the "Submitted Bids" section which can be accessed on the main navigation bar to the left.
Your clients search: | All Columns v Print This Report  |Jeilgial]
New Bid Requests
——, EEE =

ate Receiv
Your Engagement

Reference Docs Submitted bids move here
Appraiser Training (PD)

Interagency Guidelines

You can only bid when
the bid is open - if
awarded it auto-closes

e vi a
al biv d
soianade p en a
ezl Stre ase d
Declined or Deleted Invitations
View your declined or deleted bids

When a bid is actie, you can message the bank from the specific project by
selecting the “view” link in the “Messages” column.

National Registry

45950 02/0817 Commercial Appraisal Eella Financial andrew Best Street Q) iew: 0 View/Respond
42612 01/30M17 Commercial Appraisal Bella Financial Apartment Complex C Click to messaae COpen View: 0 View/Respond
42380 01/08M17 Cemmerdial Appraisal Eellz Financial Medical Office Appr; - Closed | View: 0 View/Respond

Notice “Status”.
o Open: available to Bid (Accept, Decline, Save for Later)
o Closed: You can save the request (returns to New Bids) or delete
the request (moves to Deleted Invitations)

Select “View/Respond” to open the bid.

View/Respond (]

g e G ropesale

Print This Request
You can print the bid
Bid Requirement:

Appraiser must have ne direct, indirect or prospective interest, financial or otherwise, in subject property or transaction. Bidding appraiser must disclose any services
regarding the subject property previously performed by the appraiser.

Review the bid and make your selection.

WWW.FICRAS.COM n
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PART V: SUBMITTED BIDS

When a bid is submitted from the “New Bid Requests” table, it transfers to
“Submitted Bids”.

——
FICRAS
T RAS

search fora
Main Menu ¢ Bids You Have Submitted:

Your Profile Data Search: | All Columns

sort by any
column

m -

Print This Report EanrtTn Excel
Your Clients
BKID  [Date Sent [submitted To Project Name Project Type [Turn-around Project Fee Current Status Post/Receive Messages

New Bid Requests

67983 20171008 Bela Financial BR Office Commercial Appraisa 1073112017 52000 Submicied View
Submitted Bids 67763 2017-10-04 Bella Financial residential Residential Appraisal 10/20/2017 5450 Engagement Sent View: 0 View
Your Engagements 65491 20170911 Bella Financial Commercial Office-processor order Commercial Appraisa 09/30/2017 51500 Selected ( View your bid View
6425 |2017:08-29 Bela Financial California Office Commercial Appraisa 08/31/2017 52000 G View

Reference Docs = ; — = = :
63633 |2017.0821 Bells Financisl Office Commercial Appraisa 8/31/2017 52500 Subrmicted View: 1 View
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PART VI: YOUR ENGAGEMENTS

A. New Engagement Requests

¢ You will receive an e-mail from the bank indicating “Your Proposal Has

Been Accepted”

¢ Loginto FICRAS to Accept or Decline the Engagement.

g
FICRAS
LA
Msie Mo <
Your Profile
CmpEmrE New Engagement Requests

New Bid Requests Data Search: | All Columns v

20170710 05/26/2017

Your Engagements « 2017-07-10 Bells Financial new name residenta

Reference Docs 2017-06-30 Bella Finandial Commercial Office

Select the “Accept/Decline” link.

Accept/Decline

Please indicate whether you accept or decline this engagement:
® Accept This Engagement Decline This Engagement

Required:Secondary Signature

20170630 05/05/2017

1. Make Your Selection

LOGOUT

Messaging it done by
selecting "View" inthe
message column

Accept or Decline
the Engagement
here

Post/Receive Messages |Accept/Deciine

450 Engagement Sent View 0 AccepvDecine
52000 | Engagement Sent view: 0 AccepuDecine

2. Click here to add
your signature from

e,

"Your Profile”
Add Signature -

3. Submit

Submit Your Signed Engagement Letter

Please type your full legal name in the block above and once completed, click the "Submit Your Signed Engagement Letter” button. By doing so. you acknowledge receipt of this

engagement.

WWW.FICRAS.COM | Ll
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B. Your Current Engagements

Messaging the Lender — this can be accomplished from the “Messages” column

by clicking “View” for the specific project or,

Your Current Engagements

or from

Data Search: | All Columns v the
Message by project
Engagement |Last Date Clicking "'View
= Client Project Type Street Address
1D ULLEGL] Engaged |Around
Bella . Commercial . Engagement . View Eng. /
42411 01/10/17 ‘Warehousze-Ohio B 123 First Street 011017 01/27/2017 £1500 View: 1 - Remove
Financial Appraisal Accepred Submit Report

Open the Project by selecting “View Eng. / Submit Report” and you can
post a message.

View Eng. / Submit Report X

[
¢ submit Your Report D

-____________/

REPORTS YOU HAVE SUBMITTED SUBMIT A NEW REPORT

Mote* - If your report gets returned as " Report Rejected", click on the " View Report” link to re-submit report with corrected information and/or uploads.

SUBMIT AN INVOICE

INVOICES YOU HAVE SUBMITTED

Post a message
to lender

Conversation displays
here

ARD-APPRAISER ENGAGED PRO)

Ask a Question / Post a Response

Thu [ =00 AM EST Bella ARD How is it going

Go To Current Engagements Go To Archive Of Completed Projects

A

WWW.FICRAS.COM
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View Engagement Letter and Original RFP

Select “View Eng. / Submit Report” on the Engagement Table

The second tab is the Engagement Letter. You can view and print the letter.
Scroll to the bottom and you will see your signature applied when you accepted
the engagement.

View Eng. / Submit Report *

Engagement Letter

Print This Engagement
“BELI—A Thu Jul 13 2017 5:09 PM EDT
AFPRASAL CONSULTING SERVICES, LLD

Name: appraiser bella MName: Bella ARD
Organization: Test F - Organization: Bella Financial
Phone: 1111111111 Phone: 333-333-3333
Email: appraiser.bella@cox.net Email: ard.bella@cox.net
Project Name: 2017-123 First Street
Project Type: Commercial Appraisal
Re: Reference ID: 059876

Turn-Around Date: 07/31/2017

Turn-Around Fee: 2000

To:

You can view your original rfp on the “Your Proposal/Original RFP” tab

View Eng. / Submit Report 0

Your Proposal / Original RFP ‘

Estimated Delivery Date: 07/31/2017
Appraisal Fee: 52000
Comments/Conditions:

Service Agreement:

ORIGINAL RFP REQUEST

Appraiser must have no direct, indirect or prospective interest, financial or otherwise, in subject property or transaction. Bidding appraiser
must disclose any services regarding the subject property previously performed by the appraiser.

Bid Requirement:

WWW.FICRAS.COM
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PART VII: SUBMIT THE APPRAISAL REPORT

Your Current Engagements

Click here to [ Export To Excel ][ reset ]

Data Search: | All Columns ~
Engagement (Last Date Turn-
- Client Project Type Street Address
1D Updated Engaged |Around
22411 01r0n7 B lwarehouse-Ohia Commerdial | 4og firstswreer 0171017 012772017 s1500 | ENESETENE View:1 | VeWEES g move
Financial Appraisal cepted Submit Report

View Eng. / Submit Report

Submit Your Report

REPORTS YOU HAVE SUBMITTED

Click here to submit a
new appraisal

SUBMIT A NEW REPORT

Please Read: If your report gets returned as " Report Rejected”, click on the " View Report” link to re-submit report with corrected information and/or uploads.

INVOICES YOU HAVE SUBMITTED

ARD-APPRAISER ENGAGED PROJECT MESSAGING

Ask a Question / Post a Response

Mo Items To Display

Go To Current Engagements Go To Archive Of Completed Projects
4

View Eng. / Submit Report ©
Submit Your Report

REPORTS YOU HAVE SUBMITTED SUBMIT A NEW REPORT

Please Read: If your report gets returned as " Report Rejected”, click on the " View Report” link to re-submit repert with corrected information and/or uploads.

reset

o e cuowacmystans ———— apraasen acrwmy srarus v eronr e svpur

42066 2016-12-16 12:41:56 Deliverad Report Delivered ‘fiew Report/ Re-Submit

If report is returned and a new
INVOICES YOU HAVE SUBMITTED report is submitted, select here SUBMIT AN INVOICE
so the previously submitted

cover sheet can be utilized for
re-submission

_ DATE SUBMITTED INVOICE AMOUNT INVOICE DOCUMEN T

67673 2017-10-04 52300 1507120066Appraiserinveice.docx Update Delete

ARD-APPRAISER ENGAGED PROJECT MESi Project messaging occurs here j
M

No Items To Display

Go To Current Engagements Go To Archive Of Completed Projects
3
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Submit A New Report *

Deliver Your Report |

The appraisal report is incorporated by reference to this form and the value reported on this form is for summary purposes along with other required information. This
form is meant for summary purposes only. This form transmits the fact of what the opinion of value was from the appraisal and reported in the appraiser's report. This
form is not intended, nor is it to be construed, as an appraisal report by itself as defined under the Uniform Standards of Professional Appraisal Practice (USPAP), but is
intended only as a summary of information required by the client in the process of transmitting the appraisal report to the client within the FICRAS service system. Only the
items with a red * are mandatory for submissien. The remaining items are requested.

APPRAISAL SUBMISSION COVERSHEET

Property Description:

There are several items that are mandated, however, the information pre-
fills with that provided by the bank. You are requested to correct/refine any
provided information.

Only fields noted with a red “*” are mandatory to complete/edit.

Appraisal Report Details:

Mandated items for submission include: Report Date, Effective Date,
Addressee, Premise selection, Appraisal Client, and Intended User. Note that
bank information pre-fills, but can be edited by you.

Purpose of Appraisal:
Intended Use selection is mandated (dropdown selection)
Identification of signing appraisers is mandated (text entry)
Other fields are requested

Market Value Conclusions
Appraisers “As Is” Market Value Conclusion must be entered for
submission. All other fields are requested.

WWW.FICRAS.COM
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Unit indicators are computed based on your conclusion. You can assist by
selecting the pertinent unit indicators for the property type. (this is not
mandated).

APPRAISERS MARKET VALUE CONCLUSIONS . j
/ Enter MV Conclusion Here
Appraisers "As Is" Market Value Conclusion:* $|0

Prospective MV "As Complete™ $ 0 Date of Completion: Select

‘ o Appropriate Unit
Prospective Market Value at Stahilized: 5|0 Date of Stabilization: Indicator for the

Property Type

#.of Lots: 0 (e.g. Beds fora
Other Physical Unit Indicators: 0 Please Select... nursing home)
Other Physical Unit Indicators: 0 Please Select... ~
Other Physical Unit Indicators: 0 Please Select... ~

Income Information
The submission includes an income section. Only one item is mandated:
Is this an Income Producing Property? Yes or No

If the answer is “No”, the operating statement collapses. If the answer is “Yes”,
it remains.

In the operating statement, if information is entered into the open white cells
(PGI, V&C and Operating Expenses), and the “Calculate” button is selected, all
pertinent computations will be performed. The appraiser can enter this from
the appraisal report, or this can be performed by the lender.

COMPLETE THE FOLLOWING IF APPLICABLE

s this an Income Producing Property?* 4 Oves (ONo

L

Does Market Value Reflect A Going Concern? Oves (ONo

WWW.FICRAS.COM
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Dpsr AL Annual Total Measurement Types / Values
Statement

I N S TS I B
Actual Income &
8000
Expenses
$ 0 0 $ 0 0 $ 0 o

Potential Gross Income  $ 0 ﬁ 0 $ 0

EZT;ZS;:”S‘S‘? s 0 * 0 s 0 s 0 0 s o 0 o 0
Effective Gross Income  $ 0 $ 0 $ 0 $ 0 0 $ 0 0 0 0
Operating Expenses $ 0 « 0 $ B $ 0 0 $ 0 0 (o] 0
Net Operating Income  $ 0O $.0 $ 0 $ 0 0 $ 0 0 (o] 0
Stabilized Income & Expenses

Potential Gross Income  $ 0 « 0 $ 0 $ 0 0 $ 0 0 0 0
éi:g::“gi‘ $ 0 « 0 slo slo 0 50 0 0 0
Effective Gross Income  $ 0 $.0 $ 0 $ 0 0 $ 0 0 0 0
Operating Expenses $ 0 * 0 $ 0 $ 0 0 $ 0 0 o]

Net Operating Income % 0 $10 $ 0 $ 0 0 $ 0 0 0
Enter Annual Operating Data and Comparative units, then click “Calculate” to compute $/unit value.

Upload Appraisal Report:

At the bottom of the page, choose your report and upload. The report will
appear when the upload is complete.

APPRAISAL REPORT

Choose file

Important Note: Do not click "Submit This Report" until the Appraisal Report is Uploaded - to Upload. click the "Choose File" button above

[ Last step: Submit % Submit This Report

If bank requires a signed pdf copy of the engagement letter, this can be

uploaded in the “Signed Engagement Letter” upload section.
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PART VIII: INVOICE SUBMISSION

After submission of the appraisal you will be directed back to the “Submit Your
Report” tab to submit your invoice.

View Eng. / Submit Report [}

Submit Your Report
REPORTS YOU HAVE SUBMITTED

Please Read: If your report gets returned as " Report Rejected”, click on the " View Report” link to re-submit report with corrected information and/or uploads.

_ CREATED m APPRAISER ACTIVITY STATUS VIEW REPORT / RE-SUBMIT

42066 2016-12-16 12:41:56 Delivered Report Delivered View Report / Re-5ubmit

INVOICES YOU HAVE SUBMITTED

Submit invoice here
reset

o Joaresuoureo worce oo wore ocuwea

67673 2017-10-04 $2300 1507120066Appraiserinvoice.docx Update Delete
ARD-APPRAISER ENGAGED PROJECT MESSAGING
Once submitted it will
sepearinie Ehe

Ne ltems To Display

Go To Current Engagements Go To Archive Of Completed Projects
*

Submit An Invoice X

This preills from the
engagement letter. Correct

is needed to reflect invoice
Please enter the combined total of your inveice in the entry field below. You mustu amount ar by clicking the "Select File...” button below the

invoice total field.

Your Invoice Total: $ | 2300 2,300
Upload file here, then
Choose file

Submit This Invoice

APPRAISAL INVOICE

Contact FICRAS Staff with any questions or concerns:
compliance@FICRAS.com

support@FICRAS.com

administration@FICRAS.com

“Chat” is also available on the website.

Thank you for your service to the appraisal profession!
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