Electronic Appraisal System
(E-Appraisal)

User Guide
Version2.0

Prepared for

Department of Veterans Affairs
Veterans Benefit Administration

July 2004



Table of Contents

CRAPLEE 1 == OVEIVIEW ..ot n e 14 |
Chapter 2 -- Accessing the System ........ooouvuiiiiii e 2
Chapter 3 -- Uploading an Appraisal ...............ooiiii i 44

Chapter 4 -- Retrieving an Appraisal ............coooiiieiiiiiiiiiiie e 1242



Chapter 1 -- Overview

The Department of Veteran’s Affairs (VA) Electronic Appraisal System (E-Appraisal) is
a Web-based application that allows:

» Appraisers to upload appraisal documents online.
> Appraisers and Staff Appraisal Reviewers (SARSs) to retrieve appraisals for online
review or hardcopy printing.

E-Appraisal also stores appraisals electronically and provides appraisal data to the VA’s
Appraisal System (TAS).

As a result of the E-Appraisal implementation:

> Appraisals are processed more quickly and efficiently.

» TAS receives appraisal data in virtual real-time when the appraisal is uploaded into
E-Appraisal.

» Appraisals cannot be misplaced or lost, as is possible with hardcopies. Appraisals
are now stored electronically and available online.

This user guide provides instructions for appraisers and SARs to use the E-Appraisal
system and is organized as follows:

» Chapter 2, Accessing the System — E-Appraisal is accessed via the VA's Veterans
Information Portal (VIP). This chapter describes how to get to the Portal site and
how to log in to the Portal and select E-Appraisal.

» Chapter 3, Uploading an Appraisal — This chapter describes how to upload an
appraisal document to E-Appraisal. This function is only available to appraisers.

» Chapter 4, Retrieving an Appraisal — This chapter describes how to retrieve an
appraisal from E-Appraisal. This function is available to both appraisers and SARs.
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Chapter 2 -- Accessing the System

Works with
IE or
Netscape

Accessed
through
VA Portal

Only need
one valid
user ID
and
password

E-Appraisal is a Web-based system that can be accessed with either
of the major Internet browsers, Internet Explorer or Netscape. Once
the user is connected to the Internet, E-Appraisal is accessed through
the VA’s Portal.

The Portal is an interface to the VA’s Web-based applications. A
user needs only one valid user ID and password to access a menu of
the applications to which the user has been granted access. The
Portal manages user validation to any application selected.

Once connected to the Internet, the user should enter the Portal at:

http://vip.vba.va.qgov/

The following screen displays.

Veterans
Information

Usar Hames

Passwind:
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Fublic Accass
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does nod requine auterdicadon.
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Program Informati

User Registration

Enter a valid Portal user ID and password

In the areas shown with red arrows in the above picture. When the
Portal successfully validates this information, it displays the next
screen.
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http://vip.vba.va.gov/

Select
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from the
Portal’s
Applications
menu
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This picture shows the portion of the Portal home page where the
Applications menu is displayed on the left of the page. All
applications for which the user has registered access are shown in
this area of the menu.

Select E-Appraisal
From this menu, as indicated by the red arrow in the above picture.

When the Portal validates the user registration with E-Appraisal, the
user is connected to the application and the E-Appraisal Welcome
screen displays. From this point forward, the menu functions that are
available in E-Appraisal depend upon whether you are an appraiser
or an SAR.
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Chapter 3 -- Uploading an Appraisal

Refer to

Chapter 2
for E-
Appraisal
access
instructions

Upload

Instructions

Only an appraiser can upload an appraisal document.

Chapter 2 of this guide provides instructions on how to access the E-
Appraisal system.

When the E-Appraisal Welcome screen displays, the appraiser
should:

Click on Appraisal

And the screen shown in the next picture displays.
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The appraiser selects:

Upload Report

To upload an appraisal, as indicated by the red arrow in the previous
picture. The screen shown in the next picture then displays.
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The appraiser should:

Enter the 12 digit VA case number, a.k.a. VA Loan
Identification Number (LIN)

In the area indicated by the red arrow in the previous picture and,
then,

Click on Submit button

Note: If the appraiser enters an invalid LIN, E-Appraisal displays a
message that the LIN is invalid and to enter a valid LIN.

When a valid LIN is submitted, the screen shown in the next picture
displays.
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E-Appraisal automatically populates data in the Property Address
and Purchaser’s Name and Address areas of the screen. The
appraiser should:

1. Verify the Property and Purchaser Information
2. Correct any errors in this information

The appraiser also:

Must enter data into the Appraisal Value and Legal
Description fields

These fields are marked in red, which denotes mandatory fields in the
E-Appraisal system.

Cannot reset
submitted
data

Note: If the appraiser wishes to delete what has been entered and
start over:

Click on the Reset button

This action returns the screen to the state it was in prior to the last
data submission. The screen cannot be reset to earlier values once
the data has been submitted.
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If the appraiser is satisfied with the data entered:

Click on the Submit button

To submit the data to E-Appraisal. The screen shown in the next
picture then displays.
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Appraisal system for the LIN.

Note: If there is an error in this data, the only way to fix it is to: |

Click on Appraisal
Select Upload from the menu

Enter the LIN

Edit the screen and submit the changes

N2
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Enter path
or browse
directory for
document

If the data is correct, the appraiser should:

Type in the “Specify path to File” block, the location of
the appraisal document in the appraiser’s PC
(document directory), or

The appraiser can browse his/her directory to find the document.

Click on Browse button to locate document on your PC

The screen shown in the next picture then displays.
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When the appraiser locates the correct document:

1. Click on the document to highlight it
2. Click on the Open button

The screen display returns to the E-Appraisal document entry screen.
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The path field displays the document selected.

Note: If this document path is not correct:

Click on the Reset button

This action returns the screen to the state it was in prior to the last
data submission. The screen cannot be reset once the submission
has occurred. E-Appraisal has already begun to upload the
document.

If the appraiser is satisfied that the correct document path is
displayed:

Click on the SAVE button

E-Appraisal begins uploading the document from the appraiser’s PC.
The screen shown in the next picture displays while the upload is in
progress. This screen shows the percent of the document loaded as
uploading proceeds.
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When the upload process is complete, the screen shown in the next
picture displays with instructions to the appraiser regarding
notification to the SAR that the appraisal document has been
uploaded.
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Note: The appraiser MUST notify the SAR that the appraisal
document is available in E-Appraisal. This notification is NOT done
automatically in the system.

E-Appraisal displays the uploaded document, as shown in the next
picture, in PDF format.

Note: E-Appraisal contains assistance for the appraiser in creating a
PDF file for upload if the appraiser does not have such capability on
his/her PC.
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The upload process is now complete and the appraiser can log off the
E-Appraisal system.

Note: An appraiser can replace the appraisal document with an

Can send updated document. The appraiser simply goes through the upload
new updates process for the LIN. The appraiser and the SAR can only retrieve the
latest, updated copy. Previous copies of the appraisal are NOT
available to the appraiser or the SAR. The appraiser must send
another notification to the SAR that an updated appraisal document
has been uploaded into E-Appraisal.

An appraiser can retrieve a document while still logged into E-
Appraisal or upon logging in. The instructions for retrieving a
document are defined in this guide in Chapter 4, Retrieving an

Appraisal.
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Chapter 4 -- Retrieving an Appraisal

Refer to Appraisers and SARs can retrieve appraisals for review from E-
Chapter 2 Appraisal.

for E-

Appraisal Chapter 2 of this guide provides instructions on how to access the E-
access Appraisal system.

instructions

When the E-Appraisal Welcome screen displays:

Click on Appraisal

The drop-down menu shown in the next picture displays.
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Retrieval The user should:
instructions

Click on Retrieve Report

The screen shown in the next figure displays.
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This is the incorrect screen shot. It should read “retrieve” the
appraisal report
The user should:

Enter the VA Loan Identification Number (LIN)

In the area indicated by the red arrow in the previous picture and,
then,

Click on Submit button

Note: If the user enters an invalid LIN, E-Appraisal displays a
message that the LIN is invalid and to enter a valid LIN.

When a valid LIN is submitted, the screen shown in the next picture
displays.
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The top portion of the screen displays property and appraisal data.

Note: If this is the wrong property:
How to get to I pOPeTY

correct LIN

1. Click on Appraisal
2. Click on Retrieve Report
3. Enter a different LIN

If this is the correct property, select:

Click here to view Appraisal Report.

To retrieve the appraisal. The screen shown in the next picture
displays the appraisal selected, in PDF format.
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Review The user can:
online or

Z’i"; 1. Review the appraisal online
aracory 2. Print the appraisal with the Internet browser’s Print
function

The user can log off E-Appraisal when finished or click on Appraisal
and retrieve a report for another LIN.
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