FCMIPO

How to Order an Appraisal in FCM FUEL

Appraisal orders will begin in the FCM FUEL portal, on the Appraisal Tab. Once on the
appraisal tab, look for the New Order button (right side, mid page).

Please take special note of the 4 requirements below:
Requirements:
1. Signed disclosures must be returned to proceed with ordering except for Business
Purpose Loans/DSCR.

Note: If choosing to order and pay for an appraisal before Intent to Proceed has been
received, please reach out to appraisaldesk@fcmtpo.com to request an override. Contacting
the appraisal desk can also be done by clicking on the Appraisal Desk link from the Appraisal
tab in FCM FUEL.

2. The FHA case number must be ordered.

Borrowers email must be entered into the Borrower tab on the 1003 in FCM FUEL.

4. |f the Processor would like to receive notifications, you will need to add them as a
contact in the loan notifications within the Contact Center within FCM FUEL with
each loan. ¥**This step must be completed before clicking New Order.

***You will need to contact support@fcmtpo.com to finalize the notification process

W

(contacting support will only need to done on your first order).

AE Ryan McCormick AE Test Act
Support Desk B

X
CLOSE
Lock Desk
I < OPEN CONTACT CENTER I
[

£ EDIT1003 CESHEISAN CONTACT CENTER
Ordered. 5/8 Status: Order Placed L Notificati
B view pocs Received: 5/8 Scheduled: 5/8 oan Notifications
OTIFICATION

Loan # 534152

Status New Note Rate 6.875% © FICO 750

Borrower Lucy Lou Product Conv - 30 Year Fixed Purpose Purchase
Loan Amount $250,000 LTV 7143 @ Address 123 lucy lane

Add additional contacts to receive
notifications about this loan?

g
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From the Appraisal tab click “New Order”.
This will authenticate the user. If a problem occurs and the page does not load, please reach out

to Broker Support at support@fcmtpo.com.

Authenticating user..

e Once the Reggora window loads, you will be redirected to the individual loan file
page within Reggora. On this page, verify the accuracy of the loan information. (ie;
property or loan program)

Designating a primary contact for the scheduling of an order.

e |f the transaction is a purchase, click on Create New Contact and enter the Listing
Agent (or other party that should be the primary contact for inspection scheduling)
contact information. Then click Create.

o The star above the Agents name will be highlighted to indicate they are the
primary point of contact.

e Ifthe transaction is a refinance the star will be selected above the Borrowers name
automatically (Make sure the borrowers phone number and email address accurate).
The Loan Officer is the only one to receive status notifications unless you have
contacted support to add your processor.
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Note: The
contacts listed v Edit o Edit ¥ Eait o
. J Col Borrower 3 Borrower 4
in the contact i
Create New Contact
tiles are points s
of contact for CIED
appraisal
inspection
. Create Contact
only. They will 25
NOT receive -
Rita Realtor
general order | Listing broker
notifications. W: 615-456-1212
t r':_l-.:_. ._: homes.com
Once ready, click the
“Create Order” o
-
=  Reggora Lender | First Colony Mortgage o 5L de@yourmortgage.com
Loans / Loan #533487
#533487 123 Test Street, Murfreesboro, TN 37128 Create Order ||

Deanna Test w Edit Q Edit

Loan Officer Suzie Homebuilder ita Realtor

W 6158487431 Borrower Listing broker

de@yourmortgage.com r@femtpo.co C: 4120001010 Create New Contact

n karen.dechellis@fcmtpo.co

button on the right side of the screen to place the order.

Next, select the product you wish to order from the drop down.

Note: The AUS findings or FCM product guidelines will display the appraisal product required.
e The appraisal fee will populate for the report selected.
e The due date automatically populates for 5 business days from the order date.

o If you need to adjust the due date, click on the date field, and select a new

due date.
» Note: Depending on the date requested, a rush fee may be
implemented by the AMC.

e If requesting a rush order, click on the pencil beside Priority and select the Rush
option. Selecting a Rush will update delivery of the appraisal to 3 business days.
This will also populate a rush fee in addition to your appraisal fee.
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Click Create to generate your order.

MNew Order 987 Willow Way, Bon Aqua, TN

Tatal Fee [F] Procct & Fees B hppeaiver Salection M Broadeast Settings

$0

Sedact 3 Product: Borrower Payment Optian
Dige Date

i . @ Serdd Payment Link to Barrower Bedore Ordening
05,/07/2024 ) Broker Payment

ol Aliocation Mode

Automatic

Drder Ripotrit Methad

Individually

Brionty |
Normal
Pririty Select Priority

RUSh @ O Normal
@ Rush

Payment: Once the order has been created, payment must be made.

e Borrower Payment

The borrower will be emailed a payment link upon order creation. The payment email will
come from delivery@reggora.com and the subject line will reflect First Colony Mortgage
on behalf of “broker name”. The order remains Waiting for Payment until the borrower
pays, at which point the order is released to one or more appraisal vendors.

Your Appraisal Fee is $630.00
All payments must be made before proceeding with the appraisal

L

Cardholder First Name Cardholder Last Name Cardhaolder Email
John Smith email@example.com
Card Number Expiration Date [a%s

1234 12341234 1234 MM/ YY CvC

Billing Street Billing City Billing State Billing Zip
123 Main 5t. Boston MA 12345

Submit Payment
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Broker Payment

When the Broker is paying for the appraisal on behalf of the borrower.

1. Click “Broker Payment” on the right of the screen before creating the order. Once
the order is created, go back to the pipeline, and select the order number. From this
screen click on the Payment tab and Create Payment.

2. Select Payment Contact, if the LO’s name is not in the drop down click on Create
Custom Contact. Enter the LO's first and last name and email address (or the
information of the person paying for the appraisal) then click Submit.

3. From the Payment tab, the broker will have the ability to enter a credit card for
payment of the appraisal within the Reggora platform.

[E Order Details® [3 Loan Details ©@ eVault Documents(i) B Submissions( E1 Payment (© Team Conversation(i

Total Due: $750.00 Total Paid: $0.00 Total Refunded: $0.00 Download Payment Summary
Payments Received
Payer Amount Refunds Errors Sent Captured Paid Receipt
Creating Payment x
Amount
630

Payment Type

[Pay with Credit Card v

Corporate Card

|- Use New Card v

Cancel | Submit
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Note: Use the Payment tab to edit or resend a payment request to the borrower (or person
paying for the appraisal).

B Order Detailsi O Loan Details eVault Documents(i D Team Conversation(D)
Total Due: ¢ Total Paid: $0.00 Total Refunded: $0.00
Payments Received Create Payment
Payer Amount Refunds Errors Sent Captured Paid Receipt

Dolly Street $630.00 $0.00 04/29/2024 ® ® | Edit | | Resend | Delete

Upload Purchase Contract (P&S Contract)

After the order has been created, go into eVault Documents to upload the complete executed
copy of the Purchase Contract (P&S Contract) and all amendments/counter offers (this is crucial
to avoid order delays). Once the attachment(s) show on the screen, it has been successfully
uploaded. If a document is uploaded in error, click on the remove button to discard.

[E Order Details'i [ Loan Details 2 eVault Documents(i B Submissions(i B Payment 2 Team Conversation(i

P&S Contract:

Loan Package 1.pdf Wed, May 8 2024 3:42 PM

Tracking/Status of the Order
There are multiple ways of tracking the status of the order.
e FCM FUEL and the mobile app

Tracking the status of the order can be viewed in FCM FUEL on the Appraisal Tab under
Appraisal Transaction History.

e Directly within Reggora

From the Appraisal tab in FCM FUEL click on Manage Orders to go into Reggora to also see
the status of the order. Click on the order number to see detailed information regarding the
appraisal order.
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Notifications
An e-mail notification will be sent to the Loan Officer at each milestone along the way. Should

you choose to streamline these notifications, please see page 15 & 16 for instructions. If a
processor would like to receive these notifications, please see page 16.

You can also track the progress of the appraisal on the real-time task tracking bar.

(6]
#533593 123 Dolly Street, Murfreesboro, TN (Rutherford County) Wl Edit Order Order Actions v
I-' /) Pending Approval () Waiting for Payment () Finding Appraisers (v) Accepted (/) Inspection Scheduled () Inspection Completed (v) Under Review o S.\bmlt:edl
.
Edit Order

To edit an order, from FCM FUEL, select the Appraisal tab and click on Manage Order. This will

bring you into Reggora'’s site.

If the change is needed while still placing the initial order, click on the Edit button to make the

necessary adjustments.

From here you can edit the:
e Product
e Due date
e Priority

de@yourmortgage.com

=  Reggora Lender | First Colony Mortgage

s / Loan #533786

Order Actions v

#533786 123 cube street, Murfreesboro, TN (Rutherford County) R

If the change is needed after placing the initial order, and the appraiser has not been assigned
to the order yet select the loan and then click on the Edit Order button at the top right of the
screen. This will generate a similar window to the order creation process.

If a change is needed after an appraiser has been assigned, you will need to reach out to
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appraisaldesk@fcmtpo.com for assistance. Contacting the appraisal desk can also be done by
clicking on the Appraisal Desk link from the Appraisal tab in FCM FUEL.

7/ EDIT1003 LE APPRAISAL UPLOAD
Ordered: — Status: — & SUBMIT
B viEw pocs Received: — | Scheduled: —

Order Appraisals FLOAT/LOCK
Intent To Proceed Dates Qrder Info Appraisal Desk
All Borrowers Signed: - Estimated Value: $300,000

Order Alerts that require attention

Fee Escalation

If the appraisal vendor has requested a fee escalation (increase) after accepting the order, a red
bell will appear in the Alerts column of the Orders tab within Reggora.

Hover your mouse over the bell to see the reason for the alert. The Loan Officer will also receive
an email advising them of the alert and that action needs to be taken to keep the order on track.

When there is an active alert the chevron in FCM FUEL Appraisal Tab will show that the order is
on “hold". It will also reflect as a note in the Appraisal Transaction History.

Reggora Lender First Colony Mortgage

Filters n 9 Orders: Last 6 Months ¥

OrderID  Address Products T Payment T ~ Ordered = Due Date = Submission Date = Alerts | Status T - CU Scores T~ Lo
Default Filters

Unread Messages
7 123 Big Guy Way, Murfreesborc, TN

No P& Contracts =3} 90 ik Hogan TEST 1004 URAR 05/03/2024  05/14/2024 05/ AR 340utof§ De
jiacaed appraiser

. v r
Custom Filters [ = 004 URA TEST 1004 URAR 05/03/2024  05/10/2024 0 WaiingforPaymanil 3.4 out of 5 De

Rush
ACTION - Requires Lender Atte...

0\ de@yourmortgage.com

- 123 cube street, Murfreesboro, TN B - )
Waiting for Payment =] : P FCM Test 1004 05/01/2024  05/08/2024 Wating for Payment De
On Hold

Behind Schedule

Due Scon =3} @ 004 URA TEST 1004 URAR 05/02/2024  05/09/2024 Wating for Payment De
Revision Requested

Accepted, Not Scheduled 24+ Ho...

123 Boppers Street, Murfreesboro, TN . _
Fo osssrea ST FCM Test 1004 05/01/2024  05/08/2024 Waiting for Payment De
etty Boop

Click on the Order ID of the loan, this will take you into the order where you can Accept or Deny
the request for a fee escalation.

Accepting the fee

Once an increase fee is approved a new payment link will be sent to the borrower for payment. If
the borrower has already paid for the initial order the new payment request will be for the rush fee.
However, if they have not paid for the initial order the new link will be for the full appraisal fee.
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When the borrower has processed the payment, the order will move forward.

Note: This process is the same if the Broker is paying for the appraisal. The payment link would be
sent to the person paying for the rush fee.

Accept Deny

Status:

Due Date:

Order Type:

Product Names:

Borrower Payment Option:
Order Fee:

Forms:

Branch Name:

Assigned:

Denying the fee

A fee increase can be denied by a Loan Officer and a request can be made to
appraisaldesk@fcmtpo.com to review with another AMC to see if they would proceed without the

fee increase.

An alert will go out to the Loan Officer by email and will appear in FCM FUEL as well as in the
Reggora pipeline if there are any delays to the appraisal order or delivery.

Appraisal Order Complete
There are several ways to retrieve/view a copy of the completed appraisal.
The first is, a PDF copy will be sent directly to the Loan Officer via email;

The appraisal will be available in the Reggora platform in the Submissions tab;
The appraisal will also be available in FCM FUEL View Doc in the Appraisal Tab.
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[E Order Details

0 Loan Details @ eVault Documents(l) B Submissions(])

B Payment

Submission 1
May 3, 2024 11:06 AM

© UCDP Results @ EAD Results

Submission Status:
@ Submission Processing

Date Requested
May 3, 2024 11:07 AM

This submission is still processing. Check back later for the results.

[ View PDF Download Submission v

© Team Conversationl)

Actions v

Appraisal Delivery to the Borrower(s)

The borrower will receive an email to let them know the appraisal is available to view.

1. They will need to click the button to “Proceed to Download” within the email.

2. Consent to receive the
appraisal electronically.

you'll need an

Acknowledge Electronic Delivery

n a few moments you'l be able to download an electronic (Adobe Portable D

; of the apj

report assodial ;
ization code, But even before that, we want to make sure that you

Format, or

understand the following

By completing the steps below, you're consenting to receive the appraisal report obtained
DF) format instead of a paper copy. And you're

for your loan application in electronic
acknowledging the following:

= You will not be charged for this electronic copy of the appraisal report or subsequent

electronic copies his appraisal report you download from us.

[ O I consent to receive the appraisal report in electronic form ]

FCM Appraisal
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Click Download Test PDF

Download Your Appraisal

Complete the steps below to download your appraisal

4, Copy the code and enter in the line
D:mrw oad the test PDF to obtain your security code |abe|ed “Enter Auth COde"

Download Test PDF

Step 2*: Enter the security code below

1. You're aimost there! Copy the authorization code below.

enter Auth Code 2. Go BACK to enter the code and download your appraisal.

Step 3*: You're all set! Download your appraisal by clicking the button below

Download Appraisa Your code:

¥58797cc-de52-401d-87f2-3375993dd4af

ou do not wish to grant consent, you “1.-1-;6'.; consent

Download Your Appraisal

Complete the steps below to download your C\L‘,’.".‘\‘SJI
s 5. Click Download Appraisal. (Once the borrower
cotibipshanihi does this the first time, they will not have to do

this again. These steps are for security purposes
for the borrower).
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M Reggora - Schedule x (3 genemtedpdf ®|

b/ consent/.elw1yzEOwyAMAMC_eA6SwYSNBpkoYJAYEIRQuITIe9Wh0033hj6siK MZTCBCKT JmiieKX4 twNgvKsMBE0tXmbP(

Appraisal Downloaded!

Follow Up Order
e Second Appraisal
e Final Inspection

Downloads

<
BaQ - P
o. From

here you
can click to
download
your
appraisal.

e Disaster Inspection (Product: 1004D Update w/ Interior Inspection)

To create a Follow Up order, go to the APPRAISAL tab in FCM FUEL, and click on Manage Order.

APPRAISAL

Ordered: 5/1 Status: Order Placed
Received: - Scheduled: —

UPLOAD
& SUBMIT

FLOAT/LOCK

NEW ORDER MANAGE ORDER

From the pipeline in Reggora search for your loan and click on the order number.
In the top right corner under Order Actions menu click Create Follow Up Order.

s / Loan #533593

#533593 123 Dolly Street, Murfreesboro, TN (Rutherford County)

@ Place Order On Hold

() Pending Approval () Waiting for Payment () Finding Appraisers () Accepted () Inspection Scheduled (v) Inspection Completed — ( C' Create Follow-up Order tte
Deanna Test o w
Loan Officer Dolly Street Rita Realtor Processor
W: 6158487431 Borrower Listing broker
ourmortn Create New Contact

Select the product you wish to order from the drop down. Click Create to submit the order.

FCM Appraisal
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Sotsl Fee [E Procuect &eFems
%

Sedect a Product:

Due Date
05/07/2024

ob Allocation M.

ade
Automatic o7

Order Regreit Methad
Individually

| Normal o

i i,

New Order 987 Willow Way, Bon Aqua, TN

P vt g

Borrower Payment Optian:
@ Send Payment Link to Borrower Before Ordenng
) Braker Payment

Each follow-up order has its own order tracking to better manage a loan's order. On the Orders

page In Reggora, follow-up orders are nested under the primary order.

22 Orders: Last 6 Months ¥

Order ID Address Appraiser Products T ~ Payment T ~ Ordered = Due Date *+  Submission Date +  Alerts StatusT~
First Colony
562 Thomas Lane, Spring Hill, TN Mortgage Conventional
05/01/2024  05/09/2024
m Larry Jackson Test 1004 SF... . 4 /017 /09/ sl
Account
123 slicker street, Murfreesboro, TN Unif
Fh 900015988 o 04/24/2024  05/02/2024 [ Gancemod |
Kitty Kat Residential .
& First Colony
1004D Final Insy M. 1004D Final
Fh i origge iz v 04/24/2024  05/02/2024  04/24/2024  Submiried
Update Test Inspecti...
Account
First Colony
123 slicker street. Murfreesboro, TN M Unify
Fh 900015988 i i s v 04/24/2024  05/10/2024  04/24/2024  Submitted |
Kitty Kat Test Residential .
Account

Clicking on the order number from the order screen will show you a tab for your primary order

and follow up order.

Reconsideration of Value Requests
e Please complete the Reconsideration of Value form found in FCM FUEL Resources

> Broker Procedures/Guides > Appraisals folder.

FCM Appraisal
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e Email the completed form and any additional documentation needed to
appraisaldesk@fcmtpo.com for review and consideration.

2] Primary Ordes [ '-_- Follow-up: 1004D Final Inspection / Appraisal Update ]

#900015922 1600 Westgate Circle, Spring Hill, TN 37174 (Williamson County) Mall it Order O

Waiting for Payment Finding Appraisers Accepted ——— Inspection Scheduled Inspection Completed Under Review ——— o Submitted
Deanna Test First Colony o w w
Loan Officer Mortgage Test James Dalton Borrower 3 Borrower 4
W: 6158487431 Account Borrower
o o Appraiser e
First Colony Mortgage Test
Account Create New Contact

W: 866-200-1110

Managing LO’s Pipeline Orders

From the Appraisal tab in FCM FUEL, click on Manage Order to view your appraisal pipeline.

On the orders page, you can view your appraisal orders pipeline and click into any individual
order.

APPRAISAL UPLOAD
Ordered: 5/1 Status: Order Placed & SUBMIT

Received: — Scheduled: —

FLOAT/LOCK NEW ORDER MANAGE ORDER

=  Reggora Lender | First Colony Mortgage fug

urmortgage.com

Filters o n 6 Orders: Last 6 Months ¥

" Order ID  Address Products T ~ Payment T ~ Ordered = Due Date = Alerts Status T CU Scores T ~ Loan Officer
Default Filters

Unread Messages
123 cube street, Murfreesboro, TN

No P&S Contracts o [m3] 33786 e FCM Test 1004 05/01/2024  05/08/2024 [ Waiting for Payment Deanna Test
ce Cube

Flagged 6

123 Boppers Street, Murfreesboro, TN

Custom Filters | D 533784 . . FCM Test 1004 05/01/2024  05/08/2024 Waiting for Payment Deanna Test
etty Boop
Rush

it o 987 Willow Way, Bon Aqua, TN

On Hold | h P Rhod 04/30/2024 05/07/2024 Waiting for Payment Deanna Test
etty Rhodes
Behind Schedule
ue §
D ° — 105 Funky Town Drive, Murfreesboro, TN N ; )
Pending Approval o 53359 e FCM Test 1004 04/29/2024  05/08/2024 [ Revison Requested Deanna Test
ames Brown
Under Review
Revision Requested ° R 123 Dolly Street, Murfreesbaro, TN ) )
Revision Submitted Fa 3593 Bolly Street FCM Test 1004 04/29/2024  05/06/2024 [ submitted | Deanna Test
olly Street
JE. 123 Test Street. Murfreesboro, TN ;
334¢ - H build TEST 1004 URAR 04,/25/2024 05/02/2024 Accepted Deanna Test
Suzie Homebuilder

FCM Appraisal User Guide (10/24) - Page 14|17



mailto:appraisaldesk@fcmtpo.com

From here you are able to:
1. Search for orders by loan number, borrower name, or address
2. View the Order ID (loan number), Address and borrower name, Appraiser, Payment status,
Ordered Date, Due Date, Alerts, and Status
Sort the page by Ordered Date or Due Date
Filter by Status(es)
Hover over the payment icon to see a summary
Hover over the alert icons to see more information
Click into the Individual Order Page by clicking on the Order ID

NN W

Team Conversation Tab

Team Conversation (within the Reggora platform) is available within the Orders screen. The
team conversation is only between the broker and appraisal desk. Team Conversation can
be used to ask questions about an order, request a conversion, and more.

Simply type your message and click Send.

Order Details Tab

Order details will show you the order timeline as well as the ability to message the AMC
directly. There is a chat feature at the bottom of the page. Simply type your message and click
Send.

When the AMC replies, you will be notified via email in which you can reply without having to
go back into Reggora.

[E Order Detailssl'] 03 Loan Details @ eVault Documents(i) B4 Submissions(l) B Payment (3 Team Conversation(i)
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Customizing Loan Officers Personal Notifications within Reggora

Users can configure their personal notification settings based on their preference. To do so,
please follow the steps below:

1. Click the icon next to your email address in the right corner. Then click on Profile Info

Reggora Lender = - o
Sentings
Detault Filters Learch by onder I0, b T m
Assianed To his P 1]
ik o Order i Address Appraiser  Products T - Ordered ©  DucDate @ Alerts  Status ¥+ CU: e
Logout
Cusiom Filters

2. Click Edit in the top right, then check Enable Custom Notification Settings, and click the
Custom Notification Settings tab.

Deanna
Prans Numbie +1 | 'G1584E743)
<1 [t your Ced Phone Mumber

(21 )

deByoumenighge com
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3. Change the notification settings to your preference, and then click Save.

1

o

: 0=

tatn Crarge [ f— Consumar Submission Downiosd Marts B
Duchar Massage B Chichie: Brahiand St bl

Aeport Deleary 6 e Biote Creaied [

rapechan Scheduled B Amguored Lendar Altentizn [

Repot Competea B e Cancel Foguest B

rapaction Completed B Evaralt Upload [0

Payrmenl weemeiete B Ot

Paymeni Complete B Pending Drder

Bayrmeni Link Sarm [ Appramal Valuation Lew [

Appessid Leons Depsraton [ o Credontals Bapraten [

Dugler Company Assignman Decine [

For modification of Processor notification settings please contact
support@fcmtpo.com.

Please contact appraisaldesk@fcmtpo.com for any questions or assistance.
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