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Introduction

What is the Electronic Appraisal Delivery Portal?

The Electronic Appraisal Delivery portal (EAD) is the Web-based portal that the lenders and their
designated agents use to electronically submit appraisal data files. Through the EAD portal, you can
submit up to 10 appraisal data files at a time, search for previously submitted appraisal data files,
clear hard stops, and view reports.

Who should read this manual?

This User Guide guides lender admin through completing administrative tasks in the EAD portal. The
lender admin is an EAD portal user who has authority to set up and manage the business structure
within the EAD portal, including the access privileges of other users such as adding users and
managing their access rights to the EAD portal, including changing passwords, changing a user's
role, and revoking a user's access and if applicable, establish Lender Agent relationships.

What’s in this manual?
This manual contains the following sections:

= Section 1: Lender Admin Registration guides on getting started with the EAD portal, including
an overview, a user structure and roles discussion, and step-by-step instructions for completing
the lender administrator’s registration.

= Section 2: Managing Business Units provides step-by-step instructions for setting up and
managing a business unit(s) within the EAD portal.

= Section 3: Managing Users provides step-by-step instructions for adding users and managing
their access rights to the EAD portal, including changing passwords, changing a user's role, and
revoking a user's access.

= Section 4: Managing Lender Agents provides step-by-step instructions for inviting and
managing relationships with lender agents in the EAD portal. Lender agents are third-party
entities authorized to perform tasks on the lender’s behalf.

= Section 5: Direct Integration User Registration provides step-by-step instructions to obtain and
configure EAD Direct Integration Credentials for your integrated system.

= Appendices:
A. Password Strength Rules

B. Additional Assistance

HOMEOWNERSHIP
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1. Lender Admin Registration

Lender Admin is the first person to register from a lender and is an EAD portal user who has authority
to set up and manage the business structure within the portal, including the access privileges of other
users. The focus of this section is on getting started and completing the registration process. It
includes an overview, EAD portal user structure and roles discussion, and steps for completing your
registration.

1.1 Overview

At a high level, your overall process for getting started in the EAD portal follows this process flow:

Lender Admin Registration - Complete the registration process with FHA, as applicable.
Manage Business Units - Set up organization's business unit structure.

Manage Users - Add users to the business unit(s).

If applicable establish third-party (lender agent) business relationships.

pwnhE

NOTE: As a lender admin, the first task you need to complete is your initial registration. Once
registration is complete, the lender admin can set up business units, add users, or if applicable,
establish lender agent relationships.

1.2 EAD portal User Structure and Roles

The EAD portal is structured to manage three main types of users from within your internal
organization: lender admin, lender user and lender read-only user. Your organization may also have
relationships with the third-party organizations called lender agents who are contracted to upload the
appraisals and complete the assigned tasks.

For each type of user role, specified functionality is available as indicated in the Table 1.2.1 below:

HOMEOWNERSHIP

FHA EAD Lender Admin Guide Page 6 of 95 Version 1.3.1



‘),vl NI

uc‘

Y Us

FHA’s Office of Single Family Housing

bﬁ!
v
"ﬂ N

Table 1.2.1 Functionality Available by User Role

Set up business unit structure \/

Add users \/

Manage users and lender agents \/

Submit appraisal data files \ \

Search for appraisal data files \/ \ \
Upload corrected appraisal data files \/ \

Set up reports \/ \ \
Review reports \/ \ \
Request overrides \/ \

Change your own user profile \/ \ \
Complete user account self-care tasks \/ \ \

As you can see from the chart above, the lender admin role has access to all functionality available in
the EAD portal. Before a lender admin can access the functionality listed above, the lender admin
must be authorized by FHA, as applicable, and complete the registration process in order to access
the EAD portal.

FHHGD
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1.3 EAD Registration Process

The initial Lender Admin must be set up first, after which other users can be invited or set up.
Setting up the Lender Admin has two phases:

1. The FHA Registration - The Lender Admin establishes a relationship with FHAC and requests
FHA Authorization to become an EAD Lender Admin. The Lender Admin will receive
credentials from FHAC.

2. The EAD portal Registration and Linkage - The Lender Admin establishes a relationship within
the EAD portal and provides FHA credentials to complete the link, thus establishing the ability
to submit appraisals to FHA through the EAD portal.

1.3.1 Before You Can Complete Registration
Before you begin the lender admin registration steps in the EAD portal,

1. Have an FHAC user ID.

2. Contact your FHAC Application Coordinator and request authorization for the Administrator
role for the Electronic Appraisal Delivery (EAD) portal Application.

3. Retrieve your ‘Appraisal Portal One Time Key’ for the EAD portal from the FHAC User Profile
screen found on the ID Maintenance menu.

4. The FHAC ‘Appraisal Portal One Time Key’' (FHA Authorization Code) will be used during the
initial log in process within the EAD portal. This key will authorize and complete the EAD portal
linkage with FHAC.

5. All EAD Administrators must have an active FHA Connection ID with the EAD Administrator
role assigned. You must sign into FHA Connection (FHAC) at least once every 90 days,
otherwise your FHA Connection ID will be terminated and you will not be able to access the
EAD portal. Contact your FHAC coordinator to reactivate your FHA Connection ID. Once your
FHAC coordinator has reactivated your FHA Connection ID, you will be able to access EAD
the next business day. When you sign on you will need to re-enter your original authorization
information again and complete the registration information.

After the above tasks are completed, locate your registration mail from ead-noreply@veros.com and
complete the registration process.

HOMEOWNERSHIP
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1.3.2 Lender Admin Registration Steps

This section covers the registration steps for lender admins in the EAD portal.

Figure 1.3.2.1 Email Sent to “Invited” Lender Admin

From: ead-noreply @veros.com

Sent: Mon 2/23/2015 11:11 AM
To! Jane_smitn@swiender.com

Subject: EAD Portal Registration Invitation

vl

An Electronic Appraisal Delivery (EAD) portal administrator at your organization has sent you an invitation to create a EAD portal user account. Please click on the link below to create your EAD portal user account.

2f5499UNrZI5KQzg558BIR00bUYiB{CLDZKBRRX0ZOAAZ ZWRBNSREMC IMNMOU2d KA1 Zn55<nKAITOItrY432%ghUIKdyXIoz62TuaP FkpHT LMY Gx 11%2f TPMBIMNI ILY82

[htt 5 //weni-ga.electronicappraisaldelivery.com/VAMAuthUtility/SelfRegistration.aspx?hash=VfBzakpymiyP6divR4mVanNu9BC7ya@lsk ]

Please contact the FHA Resource Center at (808) CALL-FHA (225-5342) with questions regarding thollketup of your account.

Hyperlink to EAD

When you receive the email message, click the hyperlink in the Figure 1.3.2.1 to access the Self
Registration page.

Figure 1.3.2.2 Self Registration Page

Electronic Appraisal Delivery Portal

Self Registration
“Last Name
| [smith |
referred\User ID “Retype Preferred User ID
| Jane_smith | [Jane_smithi |

* Password * Retype Password

[N | [peenssere |

Email Address Role
jane_smith@swiender )qm Lender Admin
* Indicates Required Inform3on

5Veras Real Estate Solutions

Required Entry Fields
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To register for the EAD portal, follow these steps:

1. Complete all the required entry fields (marked with a red asterisk (*) indicated required
information)

*First Name

*Last Name

*Preferred User ID (enter twice)
*Password (enter twice)

2. Click Create

If the new user creation is successful, you receive a Registration Successful page (shown in the
Figure 1.3.2.3).

If the name entered in the Preferred User ID and Retype Preferred User ID fields is already in use,
you get the error message “User ID is not available” and you need to select a different user ID.

If the passwords entered in the Password and Repeat Password fields are different, a popup error
message “Password values do not match” appears.

Figure 1.3.2.3 Self Registration Successful Page

Electronic Appraisal Delivery Portal

Registration Successful

o Thank you for registering with EAD. An email has been sent with instructions for you tolog in and use EAD.

After completing the Self Registration page, you receive the EAD portal-system generated email
(shown in the Figure 1.3.2.4) asking you to validate the email address and complete your
registration.

FHRA GD
HOMEOWNERSHIP
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Figure 1.3.2.4 Email Address Validation Request

Sent: Mon 2/23/2015 11:19 AM

From: ead-noreply@veros.com

To! Jane_smith@swlender.com

&

Subject: EAD Portal New User Email Verification Required

bl

Your Electronic Appraisal Delivery (EAD) portal wser accownt has been created. Pleass click on the link below to log into the EAD portal. validats your e-mail address, and complste your EAD portal registration

tronicappraisaldelivery. con/ViHAuthEnforcer/ValAuthEnforcer. aspx?hash=427248898h: £3221£ef59d71h07855.

hbtps: //wev-ga.el

£-5342) with gquestions regarding the sstup Of your account

Hyperlink to the EAD portal to Validate
email address & identify the new user ID

You must click the hyperlink within the message to access the Login page (shown in the Figure

1.3.2.5) and complete your registration and validation of your email address.

Figure 1.3.2.5 Login Page

Electronic Appraisal Delivery Portal

‘WARNING: This system contains U.S. Government Data. Unauthorized use of this system is prohibited

“UserID

Misuse of Federal Information at this Web site falls under the provisions of Title 18, United States Code, section 1030, This law specifies penalties for unauthorized access, exceeding anthorized access, alteration,
damage or destruction of information residing on Federal Computers password [ ]

This computer system, inchiding all related equipment, networks, and network devices (specifically including Internet access) are provided only for authorized U S. Government use. US. Government computer
systems may be monitored for all lawful purposes. inchuding to ensure that their use is authorized, for management of the system, to facilitate protection against unauthorized access. and to verify security procedures,
survivability, and operational security. Monitoring inchides active attacks by authorized U.S. Government entities to test or verify the security of this system. During monitoring. information may be examined. recorded,
copied and used for authorized purposes. Al on, including personal . placed or sent over this system may be monitored.

Having trouble logging in? Please contact
the FHA Resource Center at (800) CALL-FHA (225-5342)
or email answers@hud.gov

Use of this computer system, authorized or mnauthorized, constitutes consent to monitoring of this systetn. Unauthorized use may subject you to criminal prosecution. Evidence of nnauthorized use collected during
monitoring may be used for administrative, criminal, or other adverse action. Use of this system constitutes consent fo monitoring for these purposes.

Use of this system implies understanding of these terms and conditions.

Accept and Login

News Updates
Welcome to the Electronic Appraisal Delivery Portal.

5Veros Real Estate Solutions SveEros

You can now log into the EAD portal using your newly created user ID and password.

NOTE: After logging out of the EAD portal, you can click the Favorites button on your Internet
Browser tool bar to save the website as a favorite bookmark.

HOMEOWNERSHIP
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The first time you log into the EAD portal, the system directs you to the Terms and Conditions page
shown in the Figure 1.3.2.6.

To finish the login process, you must:
¢ Read and accept the Terms and Conditions.

e Select three Challenge Response Questions that are used in the event your password needs
to be reset.

Figure 1.3.2.6 Terms and Conditions Page

Electronic Appraisal Delivery Portal Temms of use | Frvacy

User ID: JANE_SMITH

EAD - Terms and Conditions

Please read and accept the Terms & Conditions to continue.

WARNING: This system contains U.S. Government Data. Unauthorized use of this system is prohibited
Misuse of Federal Information at this Wb site falls uader the provisions of Tile 18, United States Code, section 1030, This law speciies penaltics for unauthorized access, excecding authorized access, alteration, damage or destruction of information residing on Federal Computers.
‘This computer system, inchuding al related equipment, networks, and network devices (specfically inchuding Internet aceess) are provided oly for authorized U.S. Goverment use. U.S. Government computer systems may be monitored for al lavdul purposes, inchuding to ensure that their use is

authorized, for management of the system, to facilitate protection against unauthorized access, and to verify security procedures, survivabilty, and operational security. Monitoring inchudes active attacks by anthorized U.S. Government entifies to test or verify the security of this system. During
‘monitoring, information may be examined, recarded, copied and used for anthorized purposcs. All information, including personal information, placed or sent over this system may be monitored.

Use of this computer system, authorized or unauthorized, constitutes consent to monitoting of this system. Unawthorized use may subject you to criminal . Evidence llected during monitoring may be used for ive, criminal, or other adverse action. Use of this
system constitutes consent to monitoring for these purposes.

Use of this system implies understanding of these terms and conditions.

100 Not Accept 1 Accept

| Accept Button

To set up your challenge questions, follow the steps on this page as shown in the Figure 1.3.2.7:

1. Select three separate questions from the six provided in the dropdown.

2. Enter the answers for each question.

3. Click Submit to register the questions and answers in the system. After you submit the
guestions and answers, the EAD portal Home page appears and you can begin using the EAD
portal.

HOMEOWNERSHIP
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Figure 1.3.2.7 Challenge Response Questions Page

User ID: JANE_SMITHI

Electronic Appraisal Delivery Portal

EAD - Challenge Response Questions

Please select and answer three of the following questions. These answers will be used if you need to reset your password.
Question 1 What s your paternal Grandfather's first name?
Answer
Question 2 What was your first pet's name? -
Answer
Question 3 What is your Mother's middle name? -
Answer

® 2015 Veros Real Estate Solutions Svéres:

Pull Down Menu Control Submit Button

You are then directed to the Create Business Unit page, as shown in the Figure 1.3.2.8. Click the
click here to create Business Unit hyperlink for the EAD portal system to create your business unit.

Figure 1.3.2.8 Create Business Unit Page

Terms of Use | Privacy

Electronic Appraisal Delivery Portal
User ID: JANE_SMITH|

Create Business Unit

[We\come‘ jane smith. You are the first registrant from JSC. P\efe click here to cr'ate Business Unit to proceed with creating a Business Unit for your organization. ]

A

Sueios

Click to create Business Unit

HOMEOWNERSHIP
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The business unit is an EAD portal organizational structure that allows you to manage users,
relationships and accessibility of different user roles. It also enables you to define subgroups
(subordinate business units) within your organization for ease of use and management of activity.
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The Business Unit Creation Successful page shown in the Figure 1.3.2.9 informs you that the
business unit was successfully created. Click the log out hyperlink to continue.

Figure 1.3.2.9 Business Unit Creation Successful Page

Electronic Appraisal Delivery Portal Terms ofUse | Privacy

User ID: JANE_SMITHI

EAD - Business Unit Creation Successful

( Your Business Unit was created successfully. Please log out and log back in to continue. ]

eros Real Estate Solutions Vo

The EAD portal Login page appears after clicking log out in the Figure 1.3.2.9.

Figure 1.3.2.10 Login Page

Electronic Appraisal Delivery Portal Terms of Us:

‘WARNING: This system contains U.S. Government Data. Unauthorized use of this system is prohibited *Userin

Misuse of Federal Information at this Web site falls under the provisions of Title 18, United States Code. section 1030. This law specifies penalties for unauthorized access. exceeding authorized access, alteration,

damage or destrucdon of information residing on Federal Comptes. paswes [ ]

This computer system, including al related equipment, networks, and network deviees (specifically including Intermet access) are provided only for authorized U.S. Government use. U.S. Government computer

systems may be monitored for all lawul purposes, inchiding fo cnsure that their use is authorized, for management of the system, to facilitate protection against unauthorized access, and to verify security procedres,
v, and 1 security. Monitoring inchdes active attacks by authorized U.S. Government entities to test or verify the security of this system. During monitoriag, information may be examined, recorded,

copied and used for anthorized purposes. Al i ion, including personal ion, placed or sent over this system may be monitored the FHA Resource Center at (800) CALL-FHA (225-5342)

or email answers@hud.aov

Having trouble logging in? Please contact

Use of this computer system, authorized or unauthorized, constifutes consent to monitoring of this system. Unauthorized use may subject you to criminal prosecution. Evidence of unauthorized use collected during
monitoring may be used for admiristrative, criminal, or other adverse action. Use of this system constitutes consent to monitoring for these purposes.

Use of this system implies understanding of these terms and conditions.

News Updates

Welcome to the Electronic Appraisal Delivery Portal.

Real Estate Solutions VT
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Using your user ID and password, log into the EAD portal to start the linkage process.

Figure 1.3.2.11 FHA Account Linkage Page

Electronic Appraisal Delivery Portal & =

User ID: JANE_SMITHI

FHA Account Linkage

Welcome, Jane Smith. As an administrative user, you are required to link your EAD user account to your FHA user account. Please enter your FHA EAD Authorization Code and click Submit to begin the linkage process.

FHA EAD Authorization Code l

Real Estate Solutions

Seioe

Enter FHA EAD Authorization Code

Enter the FHAC ‘Appraisal Portal One Time Key’ provided in FHA connection in the FHA EAD
Authorization Code field above in the Figure 1.3.2.11 to complete the linkage process.
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2. Managing Business Units

The focus of this section is on managing business units. A business unit contains lender users,
lender IDs, lender agent relationships, and subordinate business units.

The topics covered in this reference include:

¢ Managing Business Units Overview
e Creating a Child Business Unit

¢ Renaming a Business Unit

e Deleting a Business Unit

2.1 Managing Business Units Overview

Your organization is initially set up with one business unit in the EAD portal based on the information
provided during the registration process. This is the primary, or parent, business unit. A business unit
contains lender users, lender IDs, lender agent relationships, and subordinate business units.

For most organizations, the primary business unit meets business needs. In the event your
organization requires additional business units to meet your business process needs, the lender
admin may add additional units, known as child business units. With the child business units, you can
further structure the amount of access other users have within the EAD portal. For example, if your
organizational structure has several branches or segments, you can optionally set up a similar
structure in the EAD portal and assign users to certain business units.

You can assign users to only one business unit at a time. Individual users can see their assigned
business unit and the other business units in your organizational structure.

Table 2.1.1 Functionality associated with a Business Unit

Functionality Description
Creating a Child Business Unit | Enables you to add another business unit in the EAD portal.
Enables you to rename a business unit to make organizing business units easier and
meet current needs.
Enables you to delete a business unit if it does not contain any users, submissions
and relationships.

Renaming a Business Unit

Deleting a Business Unit
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2.2 Creating a Child Business Unit

You may create additional business units to accommodate your organizational structure and
changing business needs. Each created child business unit contains the same components as the
parent business unit including: Users, Lender IDs, Relationships and Business Units.

In this example, Jane Smith Company is the parent business unit. The two child business

units underneath are Lender A East and Lender A West. You can add more business units
anywhere within this structure.

:{ Jane Smith Cumpany}: Parent Business Unit
] N ———
| Users
ﬂ Lender IDs

...Ii- .

* Relationships

" Business Units

|_|- .

_ﬁ Lender East }4 Child Business unit

.
+|~ Users

ﬂ Lender IDs
ﬂ Relationships

ﬂ Business Units

—'-- Lender West =< Child Business Unit

e ——
+ Users

- Lender IDs

 Relationships

- Business Units

i
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To create a child business unit, follow these steps:

FHA'’s Office of Single Family Housing

1. From the EAD portal Home page, click the Account Administration tab and select User and
Business Unit Administration.

ol
Electronic Appraisal Delivery Portal UserID: JANE_SwiTH1

Submit Appraisal Account Administration ~ Help Center
Home User Profile

User Account Self Care.

[ s snc Business Unt Aamnsiraton )
" Submit Appraisal Search Help Center

—MPN | Uploadappraisal datainto the EAD portal and receivefa unique Document File | Locate previousty submitted appraieal reports for status updates, correcting 4 | Review online documentation that offere aditional field-level information to

Identfier for your submission. mistakes orto submit additional appraisal reports (if required). enhance your experience using the EAD porial,
sl Reports =% I’ Account Administration

.7
| Receie inormation on previously subiteo appraisd reports (mawioualy of n J | Wansge your online experience wih the EAD portl by selecting a landing page and
aggregate) to manage workliows or identify issues thdt should be addressed the recipients of electronically delivered messages and reports.

News Updates

‘Welcome to the Electronic Appraisal Delivery Portal

Solutions

User and Business
Unit Administration

After you select User and Business Unit Administration, the Administration - Home page
appears.

Terms oruse | Pri
Electronic Appraisal Delivery Portal User ID: JANE_SMITH1

| ome.) Help Genter

Administration - Home

Jane Smith Company

m fetcome Jane Smith
Tips for managing your business units and users:

Jane Smith Company

Click on & in the view on the left to expand an item and viewits contents

Users.

Lender IDs

Click on a business unit name to manage the business unit

Relationships
Click on "Users” to manage the Users in the business unit

Business Units

Expand the "Users™ item and click on a users name to modify that user.

. A
Regular users are displayed in blue < and Direct Integration users are displayed in grey =

Soms user operations may not taks effect immediatsly. Click on the refresh button on the left Zito rafresh the visw.

¢ ¢ 0 0 © ¢
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FHA'’s Office of Single Family Housing

2. From the Administration — Home page, click Business Units in the left navigation bar.

Note: Click the I to display the list of existing child business units, if any.

Electronic Appraisal Delivery Portal

Terms of Use | Privacy

User ID: JANE_SMITH1

Administration - Business Unit

Help Center
Jane Smith Company

I (S

F i e Jane Smith Company (Business Unit Number: RWCE7100)
4l Users Rename Business Unit
4l LenderDs

Current Business Unit Name  Jane Smith Company
2L Relationships

=" Business Units * New Business Unit Name

I Lender East

] Lender West Create Child Business Unit 4|

* Business Unit Name

Delete Business Unit

* Select Business Unit -- Select Business Unit -

>

*Indicates Required Information

5Veros Real Estate Solutions

Sueios

Child Business Units

After you select Business Units from the left navigation bar, the Administration — Business Units
page appears.

Electronic Appraisal Delivery Portal

Toms ofse | Pvacy

User ID: JANE_SMITH1

Administration - Business Unit

Help Center
Jane Smith Company

i S Sr Gamy Jane Smith Company (Business Unit Number: RWCS7100)

4 Users Rename Business Unit
#F LenderIDs Current Business UnitName  Jane Smith Company
<1 Relationships
Fi Gl * New Business Unit Name

4" Lender East

1 Lender West Create Child Business Unit 4]

* Business Unit Name SW Lender]

Delete Business Unit

* Select Business Unit -- Select Business Unit -

*Indicates Required Information

Veros Real Estate Solutions

Sodios
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This page allows you to manage your business unit(s). You can rename, create, or delete a business
unit. This section focuses on creating a child business unit.

3. From the Administration — Business Unit page, locate the Create Child Business Unit section
and enter the name of the new business unit in the Business Unit Name field.

Electronic Appraisal Delivery Portal

JANE_SMITH1

Administration - Business Unit

Jane Smith Company

Jane Smith Company (Business Unit Number: RWCE7100)

Rename Business Unit

Current Business UnitName  Jane Smith Company

Create Child Business Unit 4]
* Business Unit Name SW Lender| x
Delete Business Unit
* Select Business Unit -- Select Business Pnit --

* Indicates Required Information

Enter the Child
Business Unit Name

Create Button

Click Create.

HOMEOWNERSHIP
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After you click Create, a Business Unit successfully created as SW Lender (name of the business
unit) message appears.

IH ‘o FHA’s Office of Single Family Housing

Terms of Use | Privacy
Electronic Appraisal Delivery Portal

User ID: JANE_SMITH1

Help Center
Administration - Business Unit

Jane Smith Company

¥, Jane Smith Company

Business Unit successfully created as SW Lender
<1 Jane Smith Company

4] Users
+ LenderIDs Rename BusinessjUnit
+1- Relationships Current Business [Init Name  Jane Smith Company

A * New Business Ufit Name
41 Lender East
41 Lender West

Create Child Busifess Unit
* Business Unit Ngme

Create

Delete Business Unit

3 I b E L

* Select BusinessfUnit -- Select Business Unit -- -

* Indicates Require§ Information

©2015 Veros Real Estate Solutions

SéieE:

Successful Message

You can see the business unit added to after you click = BusinessUnits: ¢4 close the navigation
structure and then click *" Business Units 44 re_gpen the navigation structure.

Terms ofuse | Privacy
Electronic Appraisal Delivery Portal

User ID: JANE_SMITH1

Help Center
Administration - Business Unit

Jane Smith Company

<1 Jane Smith Company
=+ Users.
4 LenderIDs

| Relationships.

=I" Business Units

4l Lender East

/" Lender West

£/ SW Lender

5Veros Real Estate Solutions

Jane Smith Company (Business Unit Number: RWCG7100)
Rename Business Unit
Current Business Unit Hame  Jane Smith Company

* New Business Unit Name

Create Child Business Unit

* Business Unit Name

Delete Business Unit

* Select Business Unit -~ Select Business Unit -+

* Indicates Required Information

Iéies
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2.3 Renaming a Business Unit

Renaming a business unit is a way to help organize your user setup in business terms and provides
another way to help meet changing business needs. When your organization makes organizational
changes, you can use this functionality to better align with those changes and update the business
unit name to something more suitable.

Although there are no impacts to a user’s level of access under the business unit, be sure to
communicate any business unit name changes to your users.

To rename a business unit, follow these steps:

1. From the EAD portal Home page, click the Account Administration tab and select User and
Business Unit Administration.

Terms of Use
Electronic Appraisal Delivery Portal JANE_SMITHY

submit Appraisal
Home
\ . Submit Appraisal =5 Search Help Center
== S
= | Upload appraisal data into the EAD portal and receiv a unique Document File | Locate previously submitted appraisal reports for status updates, correcing 4 | Re that offers additional field-level information to
> Identifer for your submission. mistakes orto submit additional appraisal reports (if required). en g the EAD porial

sl O Reports . Account Administration
= {7
| o ously submitied appraishl reports (individually or in | e e B (e S e
agaregate) t lows or identiy issues tfat should be addressed the recipients of electronically delivered messages and repors.

News Updates

‘Welcome to the Electronic Appraisal Delivery Portal

User and Business Unit

Administration
 —
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After you select User and Business Unit Administration, the Administration - Home page
appears.

Tomms oruse | Pruacy
Electronic Appraisal Delivery Portal

User ID: JANE_SMITH1

Administration - Home

Jane Smith Company

m Weicome Jane Smih

Tips for managing your business units and users:

=1+ Jane Smith Company

i Users Click on &3 in the view o the leftto expand an item and view its contents.
- Lender IDs Click on a business unit name to manage the business unit
| Relationships.

Click on "Users" to manage the users in the business unit
Business Units

Expand the "Users” item and click on a user's name to modify that user.

. B
Regular users are displayed in blue & and Direct Integration users are displayedin grey 4

¢ 0 0 0 ¢ ¢

Some user operations may not take effectimmediately. Click on the refresh bution on the IeGto refresh the view.

Veros Real Estate Solutions

Sios

2. From the Administration — Home page, click Business Units in the left navigation bar.

Note: Click on the # to display the list of existing child business units.

Terms ofUse | Privacy
Electronic Appraisal Delivery Portal

User ID: JANE_SMITH1

Help Center
Administration - Business Unit

Jane Smith Company

~i* Jane Smith Company Jane Smith Company (Business Unit Number. RWC67100}

4l Users Rename Business Unit

t| Lender ID:
enderibs Current Business Unit Hame  Jane Smith Company

|- Relationships

|- Business Units New Business Unit Name

4" Lender East

+f" Lender West

Create Child Business Unit

P * Business Unit Hame

A

Delete Business Unit

* Select Business Unit -- Select Business Unit -- -

* Indicates Required Information

state Solutions

Child Business Units
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After you select Business Units from the left navigation bar, the Administration — Business Units
page appears.

Terms ofUse | Privacy
Electronic Appraisal Delivery Portal

User ID: JANE_SMITH1

Jane Smith Company

F IS Grsay Jane Smith Company (Business Unit Number. RWC67100)
Rename Business Unit

Current Business UnitName  Jane Smith Company

Create Child Business Unit -
Delete Business Unit
* Select Business Unit -- Select Business Unit -- - Delets

* Indicates Required Information

Lo

This page allows you to manage your business unit(s). You can rename, create, or delete a business
unit. The focus of this section is on renaming a business unit.
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FHA’s Office of Single Family Housing

3. From the Administration — Business Units page, locate the Rename Business Unit section
and enter the new name in the New Business Unit Name field.

Electronic Appraisal Delivery Portal

Terms of Use | Privacy

User ID: JANE_SMITH1
Administration - Business Unit

Jane Smith Company > SW Lender

= Jon — SW Lender (Business Unit Number: T6052512)
e Rename Business Unit =
i : Current Business Unit Name  SW Lender
2] ships
* New Business UnitName  |NE Lender | ronome |
Create Child Business Unit =
* Business Unit Name
Delete Business Uit =
* Select Business Unit - Seldkt Business Unit -- - Delet
* Indicates Required Information

s Real Estate Solutions

Enter New Business
Unit Name

Rename Button

Click Rename.

FHA EAD Lender Admin Guide

HOMEOWNERSHIP
Page 25 of 95 Version 1.3.1



l . Hil‘li“ f FHA’s Office of Single Family Housing

After you click Rename, a Business Unit successfully renamed as NE Lender (hame of the business
unit) message appears.

Terms of Use | Privacy
Electronic Appraisal Delivery Portal

User ID: JANE_SMITH1

Administration - Business Unit

Help Center
Jane Smith Company > NE Lender
Business Unit successfully renamed as NE Lender
=I Jane Smith Company

NE Lender (Bus; kEE Unit Number: TGQ62512)
Rename Bu-sin* Unit -
‘Current Busineqs Unit Name  NE Lender

««««« —

Create Child Business Unit -
Delete Businesk Unit -

* Select Busine$s Unit -- Select Business Unit -- - Delets

* Indicates Requifed Information

Jveros

Successful Message

If you try to rename the business unit to the same name as an existing business unit’s name, you
receive a message indicating you need to use a different name.

NOTE: Renaming a business unit has no impacts on the existing submissions associated with the
business unit. The submissions remain with the renamed business unit.

HOMEOWNERSHIP
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You can see the renamed business unit (NE Lender) after you click = BusinsssUnits: 14 close the
navigation structure and * BusinessUnits thap click to re-open the navigation structure.

Terms of Use | Privacy
Electronic Appraisal Delivery Portal

User ID: JANE_SMITH1

Help Center
Administration - Business Unit

Jane Smith Company > NE Lender

P IS Gy NE Lender (Business Unit Number: TGQ52512)
4l Users Rename Business Unit
41" LenderDs

Current Business Unit Name  NE Lender
1" Relationships

+/ Lender East

/- Lender West

1 NE Lender

Create Child Business Unit

Delete Business Unit

* Select Business Unit -- Select Business Unit - -

* Indicates Required Information

® 2015 Veros Real Estate Solutions

Svéros
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2.4 Deleting a Business Unit

Deleting a business unit is another way to help manage your business units. Only business units that
have never had submissions associated with them can be deleted. The existence of submissions in a
business unit prevents the deletion of that business unit, and you cannot transfer the appraisal
submissions from one business unit to another.

Prior to deleting a business unit, all the users need to be transferred or deleted and all the
relationships cancelled. You cannot delete the parent business unit.

To delete a business unit, follow these steps:

1. From the EAD portal Home page, click the Account Administration tab and select User and
Business Unit Administration.

Terms of Use
Electronic Appraisal Delivery Portal JANE_SMITHY

Submit Appraisal
Home

\ . Submit Appraisal =5 Search Help Center
== S
= | Upload appraisal data into the EAD portal and receive b unique Document File | Locate previously submitted appraisal reports for status updates, correcing 4 | Re that offers additional field-level information to
ion. en

Identifier for your submissi mistakes or to submit additional appraisal reports (if required). gthe EAD portal

sl O Reports . Account Administration
= {7
| o usly submitied appraisa reports (individually or in | e e B (e S e
agaregate) t lows or identify issues thef should be addressed the recipients of electronically delivered messages and repors.

News Updates

‘Welcome to the Electronic Appraisal Delivery Portal

User and Business
Unit Administration
" ——
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After you select User and Business Unit Administration, the Administration - Home page
appears.

Tomms oruse | Pruacy
Electronic Appraisal Delivery Portal

User ID: JANE_SMITH1

Administration - Home

Jane Smith Company

<1 Jane Smith Company

Welcome Jane Smith

Tips for managing your business units and users:

s Click on &3 in the view on the left 1o expand an flem and viewts contents.
/" Lender IDs Click on a business unit name to manage the business unit
I Relationships

Click on "Users" to manage the users in the business unit
+/" Business Units

Expand the "Users” item and click on a user's name to modify that user.

. B
Regular users are displayed in blue & and Direct Integration users are displayedin grey 4

¢ 0 0 0 ¢ ¢

Some user operations may not take effectimmediately. Click on the refresh bution on the IeGto refresh the view.

Veros Real Estate Solutions

Sios

2. From the Administration — Home page, click Business Units in the left navigation bar.

Note: Click on the # to display the list of existing child business units.

Terms of Use | Privacy
Electronic Appraisal Delivery Portal

User ID: JANE_SMITH1

Help Center
Administration - Business Unit

Jane Smith Company

~ Jane Smith Company Jane Smith Company (Business Unit Number. RWC67100)

4l Users Rename Business Unit

+| Lender ID:
enderibs Current Business Unit Name  Jane Smith Company

|- Relationships

|- Business Units Hew Business Unit Name

40" Lender East

-+ Lender West

‘Create Child Business Unit
4" NE Lend.
— * Business Unit Name

Delete Business Unit

3

* Select Business Unit -- Select Business Unit -- -

* Indicates Required Information

Suéios

Child Business Units
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After you select Business Units from the left navigation bar, the Administration — Business Unit
page appears.

T
Electronic Appraisal Delivery Portal

User ID: JANE_SMITH1

_tiome_| Help Center
Administration - Business Unit

Jane Smith Company

I (T

I Jane Smith Company Jane Smith Company (Business Unit Number: RWCE7100)

+1 Users Re
41 LenderIDs

iness Unit

Current Business UnitName  Jane Smith Company
41 Relationships

) r East

“ Lender West Create Child Business Unit

Delete Business Unit

* Select Business Unit -- Select Business Unit -

£
5
v v v

* Indicates Required Information

Jveros

This page allows you to manage your business unit(s). You can rename, create, or delete a business
unit. The focus of this section is on deleting a business unit.
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FHA’s Office of Single Family Housing

3. From the Administration — Business Unit page, locate the Delete Business Unit section and
select the business unit you wish to delete from the from the Select Business Unit dropdown.

NOTE: Deleting a business unit is a permanent action and cannot be undone.

Electronic Appraisal Delivery Portal

User ID: JANE_SMITH1

Administration - Business Unit

Jane Smith Company

-
e R R Jane Smith Company (Business Unit Number. RIWCE7100)

& Users

4 LenderIDs

4 Relatior

Rename Business Unit

Current Business Unit Name  Jane Smith Company

Create Child Business Unit

* Business Unit Name

Delete Business Unit

* Select Business Unit

- Sel
* Indicates Required Information | Lend

Lender West

A
NE Lender *

/veros:

Select
Business Unit

Delete Button

Click Delete.

FHA EAD Lender Admin Guide
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After you click Delete, a Business Unit deleted successfully message appears.

Terms of Use | Pri
Electronic Appraisal Delivery Portal

User ID: JANE_SMITH1

Help Center
Administration - Business Unit

Jane Smith Company

I | Business Unit deleted successfully I

 Jane Smith C
aneomith Lempany Jane Smith gmpany (Business Uit Number: RWCE7100)

4~ Users
+/" Lender IDs Rename Buginess Unit
P REEETS Current Busifiess Unit Name  Jane Smith Company

= Bunesunis * New Busindss Unit Name
/" Lender East
/" Lender West
41~ NE Lender Create ChildBusiness Unit
* Business Uit Hame =
Delete Busigess Unit

* Select Bustess Unit -- Select Business Unit -- -

* Indicates Refuired Information

eros Real Estate Solutions

Successful Message

You can see the business unit (NE Lender) is removed after you click =I" Business Units 1 close the

navigation structure and then click * BusinessUnits 45 ra_gpen the navigation structure.

Terms of Use | Fri
Electronic Appraisal Delivery Portal

User ID: JANE_SMITH1

Help Center
Administration - Business Unit

Jane Smith Company

T

I Jane Smith Company Jane Smith Company (Business Unit Number: RWC67100)

4l Users Rename Business Unit

4l Lender IDs

Current Business Unit Name  Jane Smith Company
-+ Relationships

I Business Units * New Business Unit Name

/" Lender East

4/ Lender West Create Child Business Unit

* Business Unit Name

Delete Business Unit

* Select Business Unit - Select Business Unit - -

*Indicates Required Information

5Veros Real Estate Solutions

Suéss:

HOMEOWNERSHIP

FHA EAD Lender Admin Guide Page 32 of 95 Version 1.3.1



l * Hiﬁm * FHA'’s Office of Single Family Housing

3 Managing Users

The topics covered in this section include:

e Managing Users Overview
¢ Adding Users

e Transferring Users In and Out of Business Units
e Changing a User’s Role

e Changing Passwords or Unlocking Accounts
e Suspending Users

e Restoring or Permanently Deleting Users
e Password Criteria

3.1 Managing users Overview

In the EAD portal, the authorized lender admins are responsible for adding and maintaining users for
their organization. The lender admins must be directly authorized by FHA. Once authorized, the
lender admin is responsible for managing the access rights for all other users in your organization.

HOMEOWNERSHIP
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Table 3.1.1 Functionality available by User Role

FHA'’s Office of Single Family Housing

Functionality Lender Admin Lender User Lender Read- Only
User

Set up business unit structure \

Add users \

Manage users and lender agents N

Submit appraisal data files \ Y

Search for appraisal data files \/ \/ \
Upload corrected appraisal data files \/ v

Set up reports N N N
Review reports N N N
Request overrides N N

Change your own user profile N v N
Complete user account self-care tasks N v N

Table 3.1.2 Functionality associated with Managing Users

Functionality

Description

Adding Users

Enables you to create or invite a lender user, or a lender read-only
user to the EAD portal.

Transferring Users In and Out of Business Units

If your setup includes multiple business units, this functionality
enables you to move the users in and out of business units to
meet organizational needs. Users can only be assigned to one
business unit at a time.

Changing a User’s Role

Enables you to change a user’s role between a lender admin, or a
lender user, or a lender read-only user.

Changing Passwords or Unlocking Accounts

Enables you to change a user’s password for security reasons or
if a password is forgotten. It also enables you to unlock a user
account if a user account is locked after 3 failed password
attempts.

Suspending Users

Enables you to suspend a user’s access to the EAD portal.

Restoring or Permanently Deleting Users

Enables you to restore a user's access to the EAD portal or
permanently delete a user from the EAD portal.

HOMEOWNERSHIP
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3.2 Adding Users

This section explains how to add a user in the EAD portal — including a lender user, or a lender
read-only user. Refer to the Table 3.1.1 Functionality available by User Role for each
user’s available functionality.

To add a user in the EAD portal, follow these steps:

1. From the EAD portal Home page, click the Account Administration tab and select User and
Business Unit Administration.

Terms of Use | Privacy
Electronic Appraisal Delivery Portal User ID: JANE_SMITH1

| Submit Appraisal = ) Search Help Center
5 >

|=— $

— | Upload appraisal data into the EAD porll and receivf 3 unique Document File | Locate previously submitted appraisal reporis for status updales, corsciing 4 | re

ssion en

Identifier for your submi mistakes or to submit additional appraisal reports (if required)

documentation that offers additional field-level information to
2 using the EAD portal

sl o Reports . Account Administration
= | S
‘ Receive info ously submitied appraishl reports (individually or in ‘ Wanage yor ence with the EAD portal by selecting a landing page and
agre lows or identify issues tifat should be addressed the recipients of eliversd messages and reports

News Updates

Welcome to the Electronic Appraisal Delivery Portal

Veros Real Estate Solutions

User and Business

Unit Administration
" ——

NOTE: The User and Business Unit Administration feature is not available through the Account
Administration icon on the Home page.
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After you select User and Business Unit Administration, the Administration - Home page
appears.

Terms ofUse | Privacy
Electronic Appraisal Delivery Portal User ID: JANE_SMITH1

Help Center

Administration - Home

Jane Smith Company

m Weicome Jane Smih
Tips for managing your business units and users:

<1 Jane Smith Company

Click on & in the view on the leftto expand an item and viewits contents.

I Users

41 Lender IDs

41" Business Units

Click on a business unitname to manage the business unit
Relationships
Click on"Users™ to manage the users in the business unit

Expand the "Users” item and click on a user's name to modify that user.

. B
Regular users are displayed in blue & and Direct Integration users are displayedin grey 4

¢ 0 0 0 ¢ ¢

Some user operations may not take effectimmediately. Click on the refresh bution on the IeGto refresh the view.

Veros Real Estate Solutions

2. From the Administration — Home page, click Users in the left navigation bar.
NOTE: Click the # sign to display the list of users assigned to that business unit.

Terms of Use | Privacy
Electronic Appraisal Delivery Portal UserID: JANE_SMITH1

Help Center

Administration - Users
Jane Smith Company
~ Create User -

Users, * First Name * Last Name * Email Address

o

e Jane Smith
; * User ID * Password [ *Role - Select Role - -

L-f3, jane di

[ETTE } T

Relationships

I Business Units Invite User ™
* First Name * Last Name Business Unit Jane Smith Company
* Email Address * Role -- Select Role -- -

Modify User B

* Select User — Select User - Edit

Transfer Users -

* Select Users * Business Unit - Select Business Unit -- -

Restore Users -

- setect [r—

Suspended Users

“Indicates Required Information

Auéivs
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After you select Users from the left navigation bar, the Administration — Users page appears.

vacy
Electronic Appraisal Delivery Portal UserID: JANE_SMITH1

I Users * First Name * Last Name * Email Address
& Jane Smith
Hibe * User ID * Password [ *Role - Select Role -- -
B jane_di
= Lender s |_reset ] create ]
Relationship:
Business Unit: Invite User
* First Name * Last Name Business Unit Jane Smith Company
* Email Address “ Role - Select Role --
o
Moy User
* Select User - Select User —- - Eait Suspend
Transfer Users -
* Select Users * Business Unit - Select Business Unit -- -
Restore Users -
Suspended Users
“Indicates Required Information

The Administration — Users page allows you to manage the users within your business
unit(s). You can create, invite, modify, transfer, and restore users.

The focus of this section is to add another user by creating or inviting a user. The major
difference between the two is who creates the User ID and Password:

A. Create User — With Create User, you enter the name and email address of the person you
are creating, along with a User ID and temporary Password you select. This allows you to
control the naming convention of the User IDs. You must provide the temporary Password
to the person you are adding, EAD portal does not send the Password to the newly created
user. Once created, the person created receives an email with their User ID and a unique
registration URL to begin the registration process. After the registration process is started,
the user receives a prompt to change their password. To create a user, continue with Step
3.

B. Invite User — With Invite User, you enter only the name and email address of the person
you are inviting. Once invited, the person invited receives an email with a unique
registration URL to begin the registration process. After the registration process is started,
the user receives a prompt to create a User ID and Password. To invite a user, continue
with Step 4.
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3. Create User:
From the Administration — Users page, locate the Create User section

Electronic Appraisal Delivery Portal JANE_SwrTH1

Administration - Users

Jane Smith Company

i Jane Smith Company

=i Jane Smith Company
Use
en
Invite User
* Email Address [ “ Role - Select Role -- -
T
Modify User
* Select User - Select User -- - Eait Suspend
Transfer Users -
* Select Users * Business Unit ~ Select Business Unit -
Restore Users A
* Select Restore Delete Permanently
Suspended Users
*Indicates Required Information

Create User Section

In the Create User section, complete the required (*) fields:

e *First Name

e *Last Name

e *Email Address

e *UserID

o *Password (follow the Password Criteria)

e *Role (select lender user or lender read-only user)
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*

Terms of Use | Pri

User ID: JANE_SMITH1

Electronic Appraisal Delivery Portal

Administration - Users

Jane Smith Company

[ i oo -

— Jane Smith Company el =

4 e +FietName. [Patty - Last ame it A b yan@mongage com

Lender IDs.
-, — - Rae s Ui T
+I" Relationships.
I T

163

e

Business Units.
N

Invite User

* First Name 7 * Last Name ] Business Unit Jane Smith Comgny
* Email Address ] “Role - Select Role - -

Modify User

* Select User - Select User - - et | suspend |

Transfer Users

* Select Users * Business Unit - Select Business Unit -- -

Restore Users ~
Suspended Users

“Indicates Required Information

s Real Estate Solutions

Reset Button Create Button
U ———

Click Create.

NOTE: The Reset button clears all the information entered in the fields.
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After you click Create, a User created successfully message appears at the top of the
Administration — Users page

This generates an email from ead-noreply@veros.com containing the added user’s unique
registration URL to begin their registration process.

Terms of Use | Privacy

User ID: JANE_SMITH1

Electronic Appraisal Delivery Portal

Help Center

Jane Smith Company

m User created successfully. This change may take a few minutes to take effect.

i Jane Smith Company e y
v
S S E— S —
e S
& jone_di *UserID | * Password [ *Role ~ Select Role - -
+" Lender IDs
e
4/ Relationships
+I" Business Units
Invite User
* First Name [l * Last Name [ Business Unit Jane Smith Company
* Email Address [l “Role — Select Role - -
Modify User
“ Select User < Select User -- Eait Suspend
Transfer Users -
* Select Users Patty Ryan *Business Unit ~- Select Business Unit - -
Restore Users -
Suspended Users
“Indicates Required Information

Fuies

Successful Message

Be sure to provide the user with the password you created. When the user logs in with the
new temporary password, he/she is prompted to create a new secure password.
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4. Invite User:

FHA’s Office of Single Family Housing

From the Administration — Users page, locate the Invite User section.

Electronic Appraisal Delivery Portal

User ID: JANE_SMITH1

Administration - Users

Jane Smith Company

I Jane Smith Company oete e
41 Lender IDs
+1- Relationships
Invite User A
* Email Address ] * Role - Select Role -- -
Modify User B
* Select User - Select User - | et | suspena
Transfer Users a
* Select Users Business Unit - Select Business Unit -- -
Restore Users -
Suspended Users
“Indicates Required Information

© 2015 Veros Real Estate Solutions

Invite Users Section

In the Invite User section, complete the required (*) fields:

e *First Name

e *Last Name

e *Email Address

¢ *Role (select lender user or lender read-only user)

Aies
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Terms of Use | Pri
Electronic Appraisal Delivery Portal

Administration - Users

Jane Smith Company

m vers

— Jane Smith Company el =

/" Lender IDs.

I Relationships

41" Business Units: Reset Create

Invite User -

st Name Lasehame e Unit one Smith Company
* Email Address _s@mortgage.com * Role Lender User -

Modify User
* Select User -- Select User -- M

Transfer Users -
* Select Users Patty Ryan * Business Unit ~- Select Business Unit -- -
Restore Users B

Suspended Users

“Indicates Required Information

Reset Button Invite Button

Click Invite.

NOTE: The Reset button clears all the information entered in the fields.
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After you click Invite, a User invited successfully message appears at the top of the
Administration — Users page.

This generates an email from ead-noreply@veros.com containing the added user’s unique
registration URL to begin their registration process.

Terms of Use | Privagy
Electronic Appraisal Delivery Portal User ID: JANE_SMITH1

Administration - Users

Jane Smith Company

l [ essfully

I Jane Smith Company

[ — Lo E— - E—

Invite User

* First Name [ * Last Name [ Business Unit Jane Smith Company
* Email Addrefs [ “Role - Select Role - -
Ermarr

Modify User

*Select User| - Select User - - Eait Suspend
Transter Usd =
* Select Uses Patty Ryan = Business Unit - Select Business Unit - -

Restore Use|

*Select | restore | netete Permancntiy

Suspended Ufers

“Indicates Reduired Information

Successful Message
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3.3 Transferring Users in and out of Business Units

If your organization sets up multiple business units, this functionality allows you to transfer the users
from one unit to another. Transferring users in and out of different business units allows you to
efficiently manage resources based on the setup of your organization.

Users only have access to submit appraisal data files to the business unit to which they are assigned.
However, the users who are transferred from a child business unit to a parent business unit can view
and edit submissions in the child business units. Transferred users receive emails notifying them of
the transfer.

To transfer a user from one business unit to another, follow these steps:

1. From the EAD portal Home page, click the Account Administration tab and select User and
Business Unit Administration.

Terms of Use | Privacy
Electronic Appraisal Delivery Portal User ID: JANE_SMITH1

\ . Submit Appraisal =) Search Help Center
= &
= | Upload appraisal data into the EAD portal and recsive § uniqus Document File | Locate previously submittsd appraisal reports for status updates, correcting 4 | Re tation that offers additional field-level information to
on. en

Identifier for your submissi mistakes or to submit additional appraisal reports (if required) 2 using the EAD portal

sl Reports . Account Administration
J .
(e ously submitied appraisalfreports (individually or in | roEEme e e e s e e
aggregate) t lows or identiy issues thaf should be addressed the recipients of electronically delivered messages and repors.

News Updates

‘Welcome to the Electronic Appraisal Delivery Portal

Veros Real Estate Solutions

User and Business
Unit Administration
" —

FHRA GD
HOMEOWNERSHIP

FHA EAD Lender Admin Guide Page 44 of 95 Version 1.3.1



? |H"“| FHA'’s Office of Single Family Housing

After you select User and Business Unit Administration, the Administration - Home page
appears.

Terms ofUse | Privacy
Electronic Appraisal Delivery Portal User ID: JANE_SMITH1

Administration - Home

Jane Smith Company

m Weicome Jane Smih

Tips for managing your business units and users:

<1 Jane Smith Company
31 Users Click on & in the view on the leftto expand an item and view s contents.

41 Lender IDs Click on a business unit name to manage the business unit

Relationships
Click on"Users™ to manage the users in the business unit
I Business Units

Expand the "Users” item and click on a user's name to modify that user.

. B
Regular users are displayed in blue & and Direct Integration users are displayedin grey 4

¢ 0 0 0 ¢ ¢

Some user operations may not take effectimmediately. Click on the refresh bution on the IeGto refresh the view.

Veros Real Estate Solutions

2. From the Administration — Home page, click Users in the left navigation bar.
Note: Click the # sign to display the list of users assigned to that business unit.

Terms ofUse | Pr
Electronic Appraisal Delivery Portal UserID: JANE_SMITH1

Help Center
Administration - Users

Jane Smith Company

=i Jane Smith Company Cialicg =
* First Name * Last Name * Email Address
S Patty Ryan
L ety - — — Rote Ceare <

S Jane Smith

I LenderDs M

I Relationships Invite User =
+|" Business Units

* First Name * Last Name Business Unit Jane Smith Company

* Email Address * Role -- Select Role -- -

Modify User -

Transfer Users -
* Select Users Patty Ryan * Business Unit - Select Business Unit -~ -
Restore Users

Suspended Users

“Indicates Required Information

s Real Estat: Solutions

Users
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After you select Users from the left navigation bar, the Administration — Users page appears.

Electronic Appraisal Delivery Portal JANE_SMITH1

Jane Smith Company

=+ Jane Smith Company

Fettme [ - — - —
- Lender IDs

1" Relationships

* First Name [ * Last Name [ Business Unit Jane Smith Company
* Email Address [ “Role — Select Role -- -
]

* Select User -~ Select User - - Edit Suspend

* Select Users * Business Unit — Select Business Unit -

Restore Users

* Select Restore | Delete Permanently

Suspended Users

“Indicates Required Information

Fuios

The Administration — Users page allows you to manage the users within your business unit(s). You
can create, invite, modify, transfer, and restore users.

The focus of this section is transferring a user from one business unit to another.
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3. From the Administration — Users page, locate the Transfer Users section. Select the user(s)
you wish to transfer from the Select Users dropdown.

Terms of Use | Privacy
Electronic Appraisal Delivery Portal UserID: JANE_SMITH1

Administration - Users
Jane Smith Company

m voers

Create User

= Jane Smith Company

Invite User

* First Name [ * Last Name [ Business Unit Jane Smith Company
* Email Address [ “Role ~ Select Role - -

Modify User
“Select User — Select User -- - Eait Suspend

N
Transfer Users -
*Select Users * Business Unit - Select Business Unit -~ -

Restore Users

Suspended Users

“Indicates Required Information

Sveros:

© 2015 Veros Real Estate Solutions

Select User
N —

Hold down the ‘CtrI’ key to highlight more than one user at a time.
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4. From the Business Unit dropdown, select the Business Unit to which you want the user
transferred.

Terms ofUse | Privacy

User ID: JANE_SMITH1

Electronic Appraisal Delivery Portal

Administration - Users

Jane Smith Company

m veers

=i Jane Smith Company Create User =
& PattyRyan

‘& Jane Smith
+~ Lender IDs

=I" Relationships Tnvite User

- Fist Name — Last Name — Business Uni aneSmith Company
- Lender East
- Users * Email Address I:l * Role - Select Rale -- -

+ LenderDs

I Relationships

=I" Business Units

+~ Business Units

Modify User =
+ Lender West
Transfer Users

* Select Users * Business Unit |- Select Business Unit -- xv
-- Select Business Unit -
Lender East

Lenderwest AN

Restore Users -
st
Suspended Users

“Indicates Required Information

® 2015 Veros Real Estate Solutions

SieE

Select Business Unit Transfer Button

Click Transfer.
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After you click Transfer, a User(s) transferred successfully message appears.

Electronic Appraisal Delivery Portal

Terms of Use |

User ID: JANE_SMITH1

Administration - Users

Jane Smith Company

% Jane Smith Company

= Jane Smith Company
I Users
& PattyRyan
- &, Jane Smith
£ Jane di
" Lender IDs
/" Relationships
=i Business Units
I Lender East
- Users
+ LenderIDs
- Relationships
-+ Business Units

)" Lender West

Create User A

hrsthame [ || * Last Name

Users
User(s) transferred successfully. This change may take a few minutes to take effect.

* UserID | | * Password

Invite User

* First Name

-

* Email Address

Modify User

* Select User -- Select User - M

Transfer Users

* Select Users Patty Ryan

Restore Users

* Select
Suspended Users

“Indicates Required Information

* Business Unit

]

- Select Role -~ M

-- Select Business Unit --

*Role -- Select Role - -

T .

Business Unit Jane Smith Company

T .

-

Delete Permanenty

© 2015 Veros Real Estate Solutions

JveEros:

Successful Message

Transferred users receive an email from ead-noreply@veros.com notifying them of their transfer to
another business unit.
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You can see the user transferred to the selected business unit after you click =" Business Units
to close the navigation structure and then click " BusinessUnits ¢4 ro_gpen the navigation structure.

Terms ofUse | Privacy

User ID: JANE_SMITH1

Electronic Appraisal Delivery Portal

Administration - Users

Jane Smith Company

Create User -
e [ - R S R
.
Invite Uses
* Email Address [ *Role - Select Role - -
Modify User
Transfer Users =
* Select Users * Business Unit - Select Business Unit -- -
Restore Users -
* Select Deicte Permanently
Suspended Users
“Indicates Required Information

Auéios

User Transferred to
child business unit
N —

A transferred user may lose access to the appraisal data files they previously uploaded. You cannot
transfer submissions from one business unit to another.
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3.4 Changing a User’s Role

Changing a user’s role provides the user with greater or less functionality from that point forward for
all appraisal data files that user can access. Refer to the Functionality Available by User Role chart
for each user’s available functionality.

To change a user’s role, follow these steps:

1. From the EAD portal Home page, click the Account Administration tab and select User and
Business Unit Administration.

Terms of Use | Privacy
Electronic Appraisal Delivery Portal User ID: JANE_SMITH1

Submit Appraisal Account Administration
Home User Profile
User Account Self Care:
l User and Business Unit Administration I
\ . Submit Appraisal =) Search Help Center
|— &
— | Upload appraisal data into the EAD poral and receife 3 unique Document File | Locate previously submitted appraisal reports for status pdates, correcing 4 | Review onine cocumentation that offers additionsl fiele-level information to
> Identifier for your submission. mistakes orto submit additional appraisal reports (if required). enhance your experience using the EAD portal
sl Reports . Account Administration
= | S
| s e ey | roEEme e e e s e e
aggregate) to manage workflows or identiy issues that should be addressed the recipients o electronically delivered messages and reports.

News Updates

Welcome to the Electronic Appraisal Delivery Portal

©2015 Veros Real Estate Solutions Vo

User and Business
Unit Administration
N ——
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After you select User and Business Unit Administration, the Administration - Home page
appears.

Terms ofUse | Pri
Electronic Appraisal Delivery Portal User ID: JANE_SMITH1

| tome | Help Center
Administration - Home

Jane Smith Company

Jane Smith Company

Welcome Jane Smith

Tips for managing your business units and users:

< Users Click on 3 in the view on the leftto expand an item and viewits contents:

1" Lender IDs Click on a business unit name to manage the business unit

4 Relationships
Click on "Users” to manage the users in the business unit

Business Units.

Expand the "Users” item and click on a user's name to modify that user.

o H
Regularusers are displayed in blue < and DirectIntegration users are displayed in grey =

Some user operations may not taks effect immediately. Click on the refresh buttan on the left Gito refresh the view.

e 0 0 0 0 e

e Solutions

2. From the Administration — Home page, click Users in the left navigation bar.
Note: Click the # sign to display the list of users assigned to that business unit.

Terms ofUse | Pr
Electronic Appraisal Delivery Portal UserID: JANE_SMITH1

Help Center
Administration - Users

Jane Smith Company

=i Jane Smith Company Cialicg =
* First Name * Last Name * Email Address
A
S Patty Ryan
L ety - — — Rote Ceare <

S Jane Smith

B T

+ LenderDs AN

I Relationships Invite User =
+|" Business Units

* First Name * Last Name Business Unit Jane Smith Company

* Email Address * Role -- Select Role -- -

Modify User -

Transfer Users -

* Select Users Patty Ryan * Business Unit - Select Business Unit -~ -

Restore Users

Suspended Users

“Indicates Required Information
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After you select Users from the left navigation bar, the Administration — Users page appears.

Electronic Appraisal Delivery Portal

Administration - Users

Jane Smith Company

= i
L Patty Ryan
T
Invite User
* First Name [ * Last Name [ Business Unit Jane Smith Company
Email Address [ Rol — Select Role - -
e e
Moify User
* Select User - Select User -- Edit Suspend
Transfer Users B
*Select Users Patty Ryan * Business Unit - Select Business Unit - -
Restore Users =
Suspended Users
“Indicates Required Information

Jveros

The Administration — Users page allows you to manage the users within the business unit(s). You
can create, invite, modify, transfer, and restore users.

The focus of this section is changing a user’s role under Modify User.
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3. From the Administration — Users page, locate the Modify User section. In the Select User

dropdown, select the user you wish to edit.
T

User ID: JANE_SMITH1

Electronic Appraisal Delivery Portal

Administration - Users

Jane Smith Company

m e

=1+ Jane Smith Company Create User
* Role -- Select Role -- -

&, Patty Ryan
e e — - —

& Jane Smith
£ jane_di

+* Lender IDs.

I Relationships Invite User
+I- Business Units ) . ;
* First Name [ * Last Name [ Business Unit Jane Smith Company

* Email Address [ “Role ~ Select Role -

Modify User
B (pamn [Ew

-- Select User --
Patty Ryan y

Transfer Users Jane Smith
-

* Select Users Patty. Rya:: * Business Unit -- Select Business Unit -

Restore Users
—

* Select
Suspended Users

“Indicates Required Information

Edit Button

Modify User Select User
.}

Section
N —

Click Edit.
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After you click Edit, the Edit Users page appears. The user's name, User ID, email address and
current role are listed.

Electronic Appraisal Delivery Portal

Administration - Modify User

Jane Smith Company > Patty Ryan

=+ Jane Smith Company
I Users
Iy
& Patty Ryan
&, Jane smith
2 jane_di
I LenderIDs
1" Relationships

+I" Business Units

s Real Estate Solutions

Torms orUse | Povacy

User ID: JANE_SMITH1

Help Center

User Details
First Name: Patty
- EET—

Change User Password/Unlock Account
et [ ]

“Indicates Required Information

T —

Lest Home e Lender e -
Email Address p_ryan@mortgage.com

SavelUnlock Account

Hveros:

Edit Users
Section
e —
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4. To change a user’s role, select the new role from the Role dropdown.

i

User ID: JANE_SMITH1

Electronic Appraisal Delivery Portal

Help Center
Administration - Modify User

Jane Smith Company > Patty Ryan

m Fdtvsers

=i+ Jane Smith Company EEREES .

F s First Name Patty Last Name Role Lender Read-Only User  ~
q
£ Pty Ryan eer D Frm ] il Address T

& Jane Smith

4 o]
= jane_di
4 LenderIDs

Change User Password/Unlock Account -
1" Relationships

0 Business Units “New Password L] ReopeNewPowod [ ] | ciear | srvctunock fccount

“Indicates Required Information

s Real Estate Solutions

Select Role Update Button

Click Update.
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After you click Update, a User modified successfully message appears.

Terms ofUse |
Electronic Appraisal Delivery Portal

User ID: JANE_SMITH1

Help Center
Administration - Modify User
Jane Smith Company > Patty Ryan

3 Jane Smith Company Edit Users

User modified successfully. This change may take a few minutes to take effect.
User Details A

ane Smith Company

First Name Pl ] Last Hame e st .
User ID Email Address p_ryan@mortgage com
1" Relationships

Change User Password/Unlock Akcount
+1 Business Units New Passwrord

e e

“Indicates Required Information

©2015 Veros Real Estate Solutions

Soéres:

Successful Message

The user receives an email from ead-noreply@veros.com notifying them of their changed user role.
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3.5 Changing Passwords/Unlocking a User Account

This functionality allows you to change a user’s password for security reasons and for forgotten
passwords. It also enables you to unlock a user account when a user account is locked after 3 failed
password attempts.

Once you change a password, you must provide it to the user to enable login. An email notification
from ead-noreply@veros.com is sent telling the user that their password has changed, but does not
provide the new password. After logging in with the new temporary password, the user is prompted to
create a new secure password after answering the personal challenge questions.

To change a password, follow these steps:

1. From the EAD portal Home page, click the Account Administration tab and select User
and Business Unit Administration.

Terms of Use | Privacy

Electronic Appraisal Delivery Portal User ID: JANE_SMITH1
Submit Appraisal s v Account Administration v
Home User Profile
[ User and Business Unit Administration ]
\ Submit Appraisal [ =) Search Help Center
\" ] { ”
=— | Upload appraisal data into the EAD porial and rfceive a unique Document File | Locate previously submitted appraisal repors for status updates, correcing 4 | Review anline documentation that offers additional fielc-level information to
Identifier for your submission. mistakes orto submit additional appraisal reports (if required). enhance your experie ing the E)\Du ortal
alll > Reports ‘ Account Administration
) P
|| Recaive nformetion on previousty subrited appraisal reports (ndhadusly orin || Manage your onlin experience with s EAD porta by sslacing a landing pags and
aggregate) to manage workflows or identiy iss{es that should be addressed the recipients of electronically delivered messages and reports.

News Updates

Welcome to the Electronic Appraisal Defivery Portal

Jveros

User and Business
Unit Administration
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After you select User and Business Unit Administration, the Administration - Home page
appears.

Terms ofUse | Privacy
Electronic Appraisal Delivery Portal User ID: JANE_SMITH1

Administration - Home

Jane Smith Company

m Weicome Jane Smih
Tips for managing your business units and users:

<1 Jane Smith Company

Click on & in the view on the leftto expand an item and viewits contents.

I Users

41 Lender IDs

41" Business Units

Click on a business unitname to manage the business unit
Relationships
Click on"Users™ to manage the users in the business unit

Expand the "Users” item and click on a user's name to modify that user.

. B
Regular users are displayed in blue & and Direct Integration users are displayedin grey 4

¢ 0 0 0 ¢ ¢

Some user operations may not take effectimmediately. Click on the refresh bution on the IeGto refresh the view.

Veros Real Estate Solutions

2. From the Administration — Home page, click Users in the left navigation bar.
Note: Click the # sign to display the list of users assigned to that business unit.

Terms ofUse | Pr
Electronic Appraisal Delivery Portal UserID: JANE_SMITH1

Help Center

Administration - Users

Jane Smith Company

=i Jane Smith Company Cialicg =
* First Name * Last Name * Email Address
A
S Patty Ryan
B - — — Rote Ceare <

& JaneSmith

- LenderDs M\

I Relationships Invite User =
+|" Business Units

* First Name * Last Name Business Unit Jane Smith Company

* Email Address * Role -- Select Role -- -

Modify User -

Transfer Users -

* Select Users Patty Ryan * Business Unit - Select Business Unit -~ -

Restore Users

Suspended Users

“Indicates Required Information
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After you select Users from the left navigation bar, the Administration — Users page appears.

JANE_SMITH1

Electronic Appraisal Delivery Portal

Jane Smith Company

e [ Lot tme — S— —
i
Invite Uses
* First Name [ * Last Name [ Business Unit Jane Smith Company
Email Address [ Rol - Select Role - -
Modify User
* Select User — Select User -- Edit Suspend
Transter Users B
*Select Users Patty Ryan * Business Unit - Select Business Unit - -
Restore Users B
Suspended Users
“Indicates Required Information

o

The Administration — Users page allows you to manage the users within the business unit(s). You
can create, invite, modify, transfer, and restore users.

The focus of this section is changing a user’s password under Modify User.
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3. From the Administration — Users page, locate the Modify User section. In the Select User
dropdown, select the user you wish to edit.

Terms of Use | Privacy
Electronic Appraisal Delivery Portal User ID: JANE_SMITH1

Administration - Users

Jane Smith Company

=1 Jane Smith Company

- & patyRyan

L& JaneSmith

+f Lender IDs

Create User

< Relationships Invite User =

+I- Business Units ) . )
* First Name [ * Last Name [ Business Unit Jane Smith Company
* Email Address [ “Role ~ Select Role - -

Modify User

Select User patty Ryan Edit Suspend
- Select User -
Patty Ryan A

Transfer Users | | o

“ Select Users Paily Ryan 4 * Business Unit - Select Business Unit - -

Restore Users

Suspended Users

“Indicates Required Information

Modify User Select User Edit Button
Section
.}

Click Edit.
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After you click Edit, the Edit Users page appears. The user’'s name, User ID, email address, and
current role are listed.

Terms of Use | Privacy
Electronic Appraisal Delivery Portal UserID: JANE_SMITH1

Help Center
Administration - Modify User

Jane Smith Company > Patty Ryan

User Details S

=1 Jane Smith Company

o s First Mame LastMame Role Lender Read-Only User~
o o
& PattyRyan User ID. |:| Email Address p_ryan@mortgage com
& Jane smith e |

B jane_di
" Lender IDs
Acltionsh Change User Password/Unlock Account B
+ Relationships

1 Business Unis New Pasword [ ] netpenewrsswon [ ]

“Indicates Required Information

)5 Real Estate Solutions Sveros

Edit Users
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4. From the Edit Users page, locate the Change User Password section. Enter a new password in

the New Password field following the Password Criteria listed in Appendix A. Repeat the new
password in the Retype New Password field.

Electronic Appraisal Delivery Portal

Administration - Modify User

Jane Smith Company > Patty Ryan

m Fdtvsers

- Jane Smith Company UssaDetats
= Users First Name Patty Last Name Role Lender Read-Only User  ~
,.
z an User ID FrRan Email Address p_ryan@mortgage com
Change User Password/Unlock Account.
“Indicates Required Information “

Aréros

Change Enter New Retype New
Password Section Password Password

Save/Unlock
Account Button

Click Save.
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After you click Save, Password changed successfully message appears.

Electronic Appraisal Delivery Portal

Terms otUse | rvacy

User ID: JANE_SMITH1

Administration - Modify User

Jane Smith Company > Patty Ryan

i Jane Smith Company

=" Jane Smith Company

® 2015 Veros Real Estate Solutions

Help Center
Edit Users

Password changed successfully. This change may take a few minutes to take effoct.

User Details A =
First Name Last Name Role Lender Read-Only U -

Change User Password/Unlock Account

“New Password

R T

“Indicates Required Infdrmation

Successful Message

Be sure to provide the user with the password you changed

send the temporary password.

. The EAD portal does not
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3.6 Suspending users

If necessary, you may suspend a user from the EAD portal. Once suspended, the user can no
longer access the EAD portal. Suspended users receive an email notifying them of their
suspension from the EAD portal. You may later restore or permanently delete a suspended
user in the EAD portal.

The appraisal data files associated with the suspended users remain available in the EAD
portal in the business unit where they were submitted.

To suspend a user, perform the following steps:

1. From the EAD portal Home page, click the Account Administration tab and select User
and Business Unit Administration.

Terms of Use | Privacy [ Logout |
Electronic Appraisal Delivery Portal User ID: JANE_SMITH1

s | Account Administration +
Home User Profile

User Account Self Care.

| User and Business Unit Administration ||
\ . Submit Appraisal =) Search Help Center
| — &
— | Upload appraisal data into the EAD porial and receivh a unique Document File | Locate previously submitted appraisal repors for status updates, correcing 4 | Re tation that offers aditional field-level information to
~ Identiier for your submission. mistakes orto submit additional appraisal reports (if required). en e using the EAD porial

alll > Reports ‘ Account Administration
) P
|| Recaie nformetion on prviousty subrited aparaisk reports (indhadusly orin | anage your onine expenem:e with the EAD portal by selecting a landing page and
aggregate) to manage workflows or identify issues tfat should be addressed the recipients of electronically delivered messages and reports.

News Updates

Welcome to the Electronic Appraisal Defivery Portal

Suos

User and Business
Unit Administration
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After you select User and Business Unit Administration, the Administration - Home page
appears.

Terms orUse | Privacy
Electronic Appraisal Delivery Portal User ID: JANE_SMITH1

|_tome | Help Center
Administration - Home

Jane Smith Company

m Weicome Jane Smih
Tips for managing your business units and users:

<1 Jane Smith Company

Click on & in the view on the leftto expand an item and viewits contents.

I Users

41 Lender IDs Click on a business unit name to manage the business unit

Relationships
Click on"Users™ to manage the users in the business unit
I Business Units

Expand the "Users” item and click on a user's name to modify that user.

. B
Regular users are displayed in blue & and Direct Integration users are displayedin grey 4

¢ 0 0 0 ¢ ¢

Some user operations may not take effectimmediately. Click on the refresh bution on the IeGto refresh the view.

‘eros Real Estate Solutions

2. From the Administration — Home page, click Users in the left navigation bar.
Note: Click the # sign to display the list of users assigned to that business unit.

Terms ofUse | Privacy
Electronic Appraisal Delivery Portal User ID: JANE_SMITH1

Help Center

Administration - Users

Jane Smith Company

m seere

=I" Jane Smith Company Create User .

* First Name * Last Name * Email Address
P

5 PattyRyan
& pany By - vserid e — - Roe deatole <

~ & JaneSmith

4 LenderiDs A

+1- Relationships Invite User =
+~ Business Units.

* First Name * Last Name Business Unit Jane Smith Company

* Email Address * Role -- Select Role -- -

Modify User =

* Select User - Sellct User - - Edit

Transfer Users =
* Select Users Patty Ryan * Business Unit - Select Business Unit - -

Restore Users B
* Select Delete Permanently
Suspended Users

“Indicates Required Information

eros Real Estati: Solutions

Users
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After you select Users from the left navigation bar, the Administration — Users page appears.

Terms ofUse | Privacy
Electronic Appraisal Delivery Portal User ID: JANE_SMITH1

Administration - Users

Jane Smith Company

= Jane Smith Company

—

* First Name [ * Last Name [ Business Unit Jane Smith Company
* Email Address [ “Role - Select Role -~ -

Maodify User <
* Select User - Select User -- Edit Suspend
Transfer Users B
* Select Users Patty Ryan * Business Unit - Select Business Unit -

Restore Users <
Suspended Users

“Indicates Required Information

©2015 Veros Real Estate Solutions

The Administration — Users page allows you to manage the users within the business unit(s). You
can create, invite, modify, transfer, and restore users.

The focus of this section is to suspend a user under Modify User.
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3. From the Administration — Users page, locate the Modify User section. In the Select
User dropdown, select the user you wish to suspend.

NOTE: Hold down the ‘Ctrl’ key to highlight more than one user at a time.

JANE_SMITH1

Electronic Appraisal Delivery Portal

Administration - Users

Jane Smith Company

=i+ Jane Smith Company ’
& pattyRy
& Jane Smith
Lot

4l LenderIDs

-+ Relationships Invite User
+I- Business Units i 3

Modify User
rSel«t User -- Select User | ®
-- Select User --
Patty Ryan
Transfer Users
* Select Users Patty Ryar] * Business Unit -- Select Business Unit - -
Restore Users
* Select
Suspended Users
“Indicates Required Information
Modify Users Select Users Suspend Button
Section
.} N
.

Click Suspend.
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After you click Suspend, a User suspended successfully message appears and an email
notification is sent from ead-noreply@veros.com to the suspended user.

Terms of Use | Privacy

User ID: JANE_SMITH1

Electronic Appraisal Delivery Portal

Administration - Users

Jane Smith Company

User suspended successfully. This change may take a few minutes to take efiect.
I Jane Smith Company —_— 2
etome [ S— —— — ——1
* User ID * Password [ *Role - Select Role - -
.
Invite User
* Email Address [ *Role ~ Select Role - -
Moify User
* Select User — Select User - Edit Suspend
Transfer Users B
*Select Users Patty Ryan * Business Unit - Select Business Unit -~ -
Restore Users =
Suspended Users
“Indicates Required Information

Successful Message

You can also see the suspended user listed in the Select Suspended Users field of the
Restore Users section after the page is refreshed.

A suspended user cannot access the EAD portal, but you may later restore or permanently
delete them in the EAD portal.
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3.7 Restoring or Permanently Deleting Users

You may restore or permanently delete a suspended user. Restoring a user provides the same
access the user had prior to suspension. Once restored, an email notification from
ead-noreply@veros.com is sent to the user enabling them to log in to the system again.

Permanently deleting a user removes the user completely from the EAD portal. Once you
permanently delete a user, an email notification is sent from ead-noreply@veros.com telling them that
they have been permanently removed from the EAD portal.

The appraisal data files for users permanently deleted from the EAD portal remain available in the
business unit where they were submitted.

To restore or permanently delete a user, follow these steps:

1. From the EAD portal Home page, click the Account Administration tab and select User
and Business Unit Administration.

o
Electronic Appraisal Delivery Portal User ID: JANE_SMITH1

s~ | Account Administration ~

Home User Profile

User Account Self Care.

User and Business Unt Administration

A

\ B Submit Appraisal E ) Search Help Center
i ‘ Upload appraisal data into the EAD portal and receife a unique Document File ‘ Locate previously submitted appraisal reports for status updates, correcting 4 | Review online documentation that offers additional field-level information to

Identifier for your submission. mistakes or to submit additional appraisal reports (if required). enhance your experience using the EAD portal.

sl > Reports ' Account Administration
)P
‘ Receive information on previously submitted appraidal reports (individually or in ‘ Mal g youl DEHEHEE ‘with the EAD portal hy electing g alanding page and
- aggregate) to manage workflows or identify issues that should be addressed the recipients of electronically delivered messages and reports

News Updates

‘Welcome to the Electronic Appraisal Delivery Portal

Heéros

User and Business
Unit Administration
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After you select User and Business Unit Administration, the Administration - Home page
appears.

Electronic Appraisal Delivery Portal User ID: JANE_SMITH1

Administration - Home

Jane Smith Company

=1 Jane Smith Company

Help Center

Welcome Jane Smith

Tips for managing your business units and users:

< Users Click on 3 in the view on the leftto expand an item and viewits contents:

1" Lender IDs Click on a business unit name to manage the business unit

4 Relationships
Click on "Users” to manage the users in the business unit
Business Units

Expand the "Users” item and click on a user's name to modify that user.

o H
Regularusers are displayed in blue < and DirectIntegration users are displayed in grey =

e 0 0 0 0 e

Some user operations may not taks effect immediately. Click on the refresh buttan on the left Gito refresh the view.

‘eros Real Estate Solutions

2. From the Administration — Home page, click Users in the left navigation bar.
Note: Click the * to display the list of users assigned to that business unit.

Terms of Use | Priv:
Electronic Appraisal Delivery Portal UserID: JANE_SMITH1

Help Center

Administration - Users
Jane Smith Company

=i+ Jane Smith Company Create User

I Users

S g— * First Name * Last Name * Email Address
& Jane Smi

B jane_di " User ID * Password [ *Role -~ Select Role - -

2 T .
I Relationships

41" Business Units

Invite User <
* First Name * Last Name Business Unit Jane Smith Company
* Email Address * Role -- Select Role -- -

Modify User B
* Select User — Select User - Edit
Transfer Users

* Select Users * Business Unit — Select Business Unit -- -

Restore Users B

- setect Pty Ryan [r—

Suspended Users

“Indicates Required Information
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After you select Users from the left navigation bar, the Administration — Users page appears.

Electronic Appraisal Delivery Portal UserID: JANE_SMITH1

Jane Smith Company

=i Jane Smith Company Create User

B - E— fra— E—

Invite User

* First Name 1 * Last Name ./ Business Unit Jane Smith Company
* Email Address [ *Role - Select Role -

Modify User

* Select User -- Select User - - Edit Suspend

Transfer Users

* Select Users * Business Unit - Select Business Unit - -

Restore Users

* Select Patty Ryan Restore | Delete Permanently

Suspended Users

“Indicates Required Information

JveEros

The Administration — Users allows you to manage the users within a business unit. You can
create, invite, modify, transfer, and restore users.

The focus of this section is on the Restore Users section.
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3. From the Administration — Users page, locate the Restore User section. From the
Select Suspended Users list, highlight the user you wish to either restore or permanently
delete.

NOTE: Hold down the ‘Ctrl’ key to highlight more than one user at a time.

Terms of Use | Privacy
Electronic Appraisal Delivery Portal UserID: JANE_SMITH1

Fetme [ Lo E— b A —
.
Invite Uses
* il Address — - Rele serien
T T
Modify Uses

* Select Users * Business Unit - Select Business Unit - -

“Indicates Required Information

Restore Users Suspended Users Restore Button Delete Permanently
Section - | Button
o e -

Click Restore if you want the user to have access to the EAD portal again.
OR
Click Delete Permanently if you want to completely remove the user from the EAD portal.
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After you click Restore, User(s) restored successfully message appears. The user receives an
email from ead-noreply@veros.com notifying them that they now have access to the EAD portal.

e e

User ID: JANE_SMITH1

Electronic Appraisal Delivery Portal

Administration - Users

Jane Smith Company

ml User(s) restored successfully. This change may take a few minutes to take effect. I
=1+ Jane Smith Company e -

-
I Users ‘
- T - 1 - —

& Jane Smith

L8 e e [ r— — “noe e+
+ Lender IDs
[t | oo |

=1 Relationships

41" Business Units
Invite User B
* First Name ] * Last Name ] Business Unit Jane Smith Company
* Email Address ] *Role ~ Select Role - -
Moify User -
* Select User — Select User -- - Edit Suspend
Transfer Users B
* Select Users * Business Unit ~ Select Business Unit - -
Restore Users =

Setect Patty Ryan e

Suspended Users

“Indicates Required Information

Aies

Successful Message
./
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After you click Delete Permanently, User(s) deleted successfully message appears. The user
receives an email from ead-noreply@veros.com notifying them that they were permanently
deleted from the EAD portal.

Electronic Appraisal Delivery Portal UserID: JANE_SMITH1

Administration - Users

Jane Smith Company

¥ Jane Smith Company Vsers.
User(s) deleted successfully. This change may take a few minutes to take effect.

=i Jane Smith Company Create User :

Fetame | - E— fra— E—

e - Pssword — Role Csearaes v

Invite User

“Fistame [ * st ame [ Businss Uni Jonesmith Company

* Email Address [ *Role - Select Role -
Modify User B
Edit Suspend

* Select User -- Select User - -

Transfer Users

* Select Users * Business Unit - Select Business Unit - -

Restore Users

* Select Patty Ryan
Suspended Users

“Indicates Required Information

JVEros

©2015 Veros Real Estate Solutions

Successful Message
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4 Managing Lender Agents

The focus of this section is on managing lender agents, which are third-party entities that a lender
authorizes to perform functions within the EAD portal, such as uploading the appraisals and
evaluating the results.

The topics covered in this section include:

e Lender Agent Relationship Overview

e Creating Relationship with a Lender Agent
o When to Register a New Lender Agent

e Inviting a Lender Agent

e Updating a Lender Agent Relationship

4.1 Lender Agent Relationship Overview

A Lender Agent is a third-party entity that a lender authorizes to perform functions within the EAD
portal, such as uploading the appraisals and evaluating the results.

As the Lender Admin, you are responsible for authorizing the lender agents to perform these tasks on
behalf of your organization. The appraisal data files submitted by a lender agent on behalf of your
organization become part of your business unit structure and can be viewed by the lender and
returned in the lender-initiated searches and reports. The lenders may also take actions on these
appraisal data files as if they had submitted them directly.

4.2 Creating Relationship with a Lender Agent

As the Lender Admin, you may need to submit a new FHA’s Electronic Appraisal Delivery (EAD)
Portal Lender Agent Registration Form if the Lender Agent is not in the FHA EAD portal. To
request an account on behalf of the Lender Agent please refer Section 4.2.1. To determine if you
need to request an account on behalf the Lender Agent, please log into the FHA EAD portal and
verify that the Lender Agent does not appear in the Lender Agent dropdown list.

To confirm that the Lender Agent is not in the Lender Agent list, please log into the FHA EAD portal
and follow these steps:
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1. From the EAD portal Home page, click the Account Administration tab and select User and
Business Unit Administration.

FHA'’s Office of Single Family Housing

Electronic Appraisal Delivery Portal UserID: JANE_SMITH1

Submit Appraisal Account Administration ¥ Help Center
Home User Profile
[ User and Business Unit Administration ]
Submit Appraisal Search Help Center
| —l *
. | Upload appraisal data inta the EAD partal and receiv a unique Document File | Locate previously submitted appraisal reports for status updates, correcting | Review online documentation that offers additional field-level information t
Identiier for your submission. mistakes orto submit additional appraisal reports (if required). enhance your experience using the EAD portal
Reports [ I’ Account Administration
-~
| Receive information on previously submitted appraigal reports (individually or in J | Wanage your online experience with the EAD portal by selecting a landing page and
aggregate) to manage warkflows or identify is sues tfat should be addressed. the recipients of electranically deliversd mess ages and reporis

News Updates

‘Welcome to the Electronic Appraisal Delivery Portal

User and Business
Unit Administration

After you select User and Business Unit Administration, the Administration - Home page
appears.

Terms of

Electronic Appraisal Delivery Portal User ID: JANE_SMITH1

[_siome | Help Center
Administration - Home

Jane Smith Company

m fetcome Jane Smith
Tips for managing your business units and users:

Jane Smith Company

Click on &3 in the view on the left to expand an item and view its contents.

4l Users

Lender IDs

Click on a business unit name to manage the business unit

Relationships
Click on "Users" to manage the users in the business unit

Business Units.

Expand the "Users™ item and click on a user's name to modify that user.

e o
Regular users are displayed in blue < and Direct Integration users are displayed in grey =

© 0 0 0 0 O

Some user operations may not take effectimmediately. Click on the refresh bution on the let G to refresh the view.
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2. From the Administration — Home page, click Relationships in the left navigation bar.

Electronic Appraisal Delivery Portal User ID: JANE_SMITH1

Help Center
Administration - Home

Jane Smith Company

<1 Jane Smith Company

Welcome Jane Smith

Tips for managing your business units and users:

3 Users Click on E3 in ths view on the leftto expand an item and viewits contents:

Lender ID:

Click on a business unit name to manage the business unit

Click on "Users” to manage the users in the business unit.

41" Business Units

Expand the "Users” item and click on a users name to modify that user.

. B
Regular users are displayed in blue & and Direct Integration users are displayed i grey %=

¢ 0 ¢ ¢ o0 0O

Some user operations may not take eflect immediately. Click on the refresh bution on the I to refresh the view.

Veros Real Esf

After you select Relationships from the left navigation bar, the Administration - Relationships
page appears.

Electronic Appraisal Delivery Portal

User ID: JANE_SMITH1

Administration - Relationships

Jane Smith Company

m Seenenes

Help Center

= Jane Smith Company Invite a Lender Agent 2]
4+ Users Business Unit Jane Smith Company “ Lender Agent -- Select Lender Agent -- -
4 LenderIDs
- Relsorships
John Smith
+I Business Units Update a Relationship
* Select Relationship -- Select Relationship -- ~ Status

Change Status To

1 E 3

Current Relationships
Relationship Name Lender Agent Name Business Unit Number Status.
Jane Smith Company-John Smith John Smith 6CP20525 ACTIVE
Jane Smith Company-Lnd Inc Lnd Inc YUKB6362 CANCELLED
Jane Smith Company-Sample VRS Sample VRS U708 CANCELLED
Jane Smith Company-VC Tnc Ve Tne BIG02243 DECLINED
Jane Smith Company-VC Ine Veine UEST1600 DECLINED
W42 3(v][n] Pagesial[s -] Bitem

Real Estate Solutions
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3. From the Administration - Relationships page, click on the Lender Agent dropdown to view the
list of registered the Lender Agents.

Terms of Use
Electronic Appraisal Delivery Portal serD: JANE_SMITH1

Help Center

Jane Smith Company

m fertonsnes

=I* Jane Smith Company Invite a Lender Agent.

Business Unit Jane smith Company “ Lender Agent -- Select Lender Agent --

Update a Relationship

* Select Relationship -- Select Relationship -- ~ Status

Change Status To

Current Relationships AMC A New

Relationship Name Lender Agent Narfe AMCB jusiness Unit Number Status.
AMCC
Jane Smith Company-John Smith John Smith EAD Agert Comp 3CP20525 ACTIVE
EADBank-Agent HTN26488 DECLINED
HYD 1MB24056 CANCELLED
icp
LenderAgent_Smith
LndInc

1602243 DECLINED

Jane
Jane
Jane
Jane

JES71600 DECLINED

W[ i)z 2 [v][m] pagesiefs -

z
]

New Company Agent
Primary Business Unit
Sample VRS

Satya Agent Rootl Company
Satya Root Agent Company. Sveros

Lender Agent List

If the Lender Agent is in the Lender Agent dropdown list, please go to Section 4.3 Inviting a Lender
Agent.

If the Lender Agent is not in the Lender Agent dropdown, please go to Section 4.2.1 Registering a
Lender Agent.

After you complete the registration process as applicable, the Lender Agent will appear on the
Lender Agent dropdown list in the EAD portal.

4.2.1 Registering a Lender Agent

As the Lender Admin, you will need to complete the FHA’s Electronic Appraisal Delivery (EAD)
Portal Lender Agent Registration Form http://pages.veros.com/EADLenderAgentRegForm.html on
Veros website to request an account on behalf of the Lender Agents

This form allows EAD Lender Admins to register the Lender Agents they wish to assist them in
delivering electronic appraisal data through the FHA EAD portal. Lender Admins need to provide their
own information as well as the contact information for their Lender Agent. Once the registration form
is submitted, the Lender Agent will receive additional instructions on completing the FHA EAD portal
registration process. *After you complete the registration process as applicable, the Lender Agent will
appear on the Lender Agent dropdown list in the EAD portal.
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4. 3 Inviting a Lender Agent

This section covers how to initiate setting up a relationship with a lender agent. After you invite a
lender agent to establish a relationship with your organization, the lender agent receives an email
from ead-noreply@veros.com inviting them to submit the appraisal data files on your organization’s
behalf. To become an active lender agent for your organization, the agent must log in to the EAD
portal and accept the invitation.

The lender agent can perform all of the functions of a lender user, including submitting the appraisals,
viewing the results, requesting the overrides, searching for the appraisals, scheduling and viewing the
reports, and viewing all the findings related to the appraisals submitted on your organization’s behalf.
This includes UAD Compliance Check messages, and all FHA proprietary findings that are delivered
as part of the appraisal results through the EAD portal.

To invite a lender agent, follow these steps:

1. From the EAD portal Home page, click the Account Administration tab and select User and
Business Unit Administration.

Torms ofUse | oy
Electronic Appraisal Delivery Portal UserID: JANE_SwiTH1

s~ | Account Administration ~

User Profie

\ B Submit Appraisal I N &) Search Help Center
= E.
— | Upload appraisal datainto the EAD porial and receive a unique Document File | Locate previously submitted appraisal reports for status updates, correcting y | Review online documentation that offers additional field-level information to

Identifier for your submission. mistakes or to submit additional appraisal reports (if required). enhance your experience using the EAD portal,

sl Reports . Account Administration
Q ).
| Recene Information ubmi bl reports (individually or in | manage youron with the EAD portal by selecting a landing page and
aggregate) to mana identify issues tfat should be addressed the recipients of electronically delivered messages and reports

News Updates

‘Welcome to the Electronic Appraisal Delivery Portal

Suéros

User and Business
Unit Administration
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After you select User and Business Unit Administration, the Administration - Home page
appears.

Terms ofUse | P
Electronic Appraisal Delivery Portal User ID: JANE_SMITH1

Administration - Home

Jane Smith Company

=1 Jane Smith Company

Help Center

Welcome Jane Smith

Tips for managing your business units and users:

< Users Click on 3 in the view on the leftto expand an item and viewits contents:

Lender IDs Click on a business unit name to manage the business unit

Relationships
Click on "Users” to manage the users in the business unit

Business Units.

Expand the "Users” item and click on a user's name to modify that user.

o H
Regularusers are displayed in blue < and DirectIntegration users are displayed in grey =

Some user operations may not taks effect immediately. Click on the refresh buttan on the left Gito refresh the view.

e 0 0 0 0 e

2. From the Administration — Home page, click Relationships in the left navigation bar.

Note: Click the # sign to display the list of lender agents associated with that business unit.

Terms of Use | P
Electronic Appraisal Delivery Portal UserID: JANE_SMITH1

Help Center
Administration - Home

Jane Smith Company

=" Jane Smith Company

Welcome Jane Smith

Tips for managing your business units and users:

I Users Click on &3 in the view on the leftto expand an item and view its contents.

i LenderIDs
=" Relationships
John Smith

+1- Business Units

Click on a business unitname to manage the business unit
Click on "Users™to manage the users in the business unit
Expand the "Users™ item and click on a users name to modify that user.

s B
Regular users are displayed in blue & and Direct Integration users are displayed in grey =

© 0 0 0 0 0O

Some user operations may nottake effect immediately. Click on the refresh button on the left 5 fo refresh the view.

Relationships

T
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After you select Relationships from the left navigation bar, the Administration - Relationships
page appears.

FHA'’s Office of Single Family Housing

Terms of Use | Pri
Electronic Appraisal Delivery Portal User ID: JANE_SMITH1

|_torme_| Help Center
Administration - Relationships

Jane Smith Company

m Feanonshis

=/ Jane Smith Company Invite a Lender Agent 8

o Lz Business Unit Jane Smith Company “ Lender Agent - Select Lender Agent - M

4/ LenderIDs
r D

John Smith

4 Business Units Update a Relationship
* Select Relationship -- Select Relationship -- ¥ Status

Change Status To

b E L

Current Relationships

Relationship Name Lender Agent Name Business Unit Number Status
Jane Smith Company-John Smith John Smith GCPa0s25 ACTVE
Jane Smith Company-Lnd Inc LndInc YUKBE362 CANCELLED
Jane Smith Company-Sample VRS Sample VRS UIAT2083 CANCELLED
Jane Smith Company-VC Inc VClne BIG02243 DECLINED
Jane Smith Company-VC Inc VCIne UEST1600 DECLINED
W1z 3(p][(n] Pagesiefs - 13 itemsin 3 pages

5 Veros Real Estate Solutions

This page allows you to invite a lender agent to establish a relationship with your organization.

3. From the Administration - Relationships page, select the Lender agent you wish to invite from
the Lender Agent dropdown.

Terms ofUse | Pri
Electronic Appraisal Delivery Portal User ID: JANE_SMITH1

Help Center
Administration - Relationships

Jane Smith Company

m Felatonsns

=1 Jane Smith Company Invite a Lender Agent A

A" Users Business Unit Jane Smith Company * Lender Agent VCInc -
+I Lender s l I
S vy ]
John Smith
-+ Business Units. Update a Relationship =
* Select Relationship - Select Relationship -~ Status

Change Status To

Current Relationships =
Relationship Name Lender Agent Name: Business Unit Number Status

Jane Smith Company-Jahn Smith John Smith GCP20525 ACTNVE

Jane Smith Company-Lnd Inc LndInc YUK86362 CANCELLED

Jane Smith Company-Sample VRS Sample VRS ULA72083 CANCELLED

Jane Smith Company-VC Inc VClnc BIG02243 DECLINED

Jane Smith Company-VC Inc VClInc UES71600 DECLINED

W[4tz 2[r][n] pagesizafs -

s Real Estate Soluions p

Select Lender Agent Invite Button

Click Invite.
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After you click Invite, You have successfully invited [name of the lender agent] message appears.

The Current Relationships section shows a “Pending” status until the lender agent accepts or
declines the relationship invitation.

Electronic Appraisal Delivery Portal JANE_SMITH1

Admi ationships

Jane Smith Company

e Invitea Lender Agent AR
en Business Unit Jane Smith Company “ Lender Agent - Select Lender Agent —-
Update a Relationship
* Select Relationship -- Select Relationship -- ¥ Status
Change Status To
Current Relationships
Lender Agent Name Business Unit Number Status
John Smith GCP20525 ACTIVE
Lnd Inc VUKge362 CANCELLED
Sample VRS UIA72083 CANCELLED
Jane Smith Company-VCfinc VCInc HMB24056 PENDING
Jane Smith Company-VCfinc VCInc BIG02243
W<tz 3[r](h] Pagesize: 14 itemsin 3 pages
S ./

The lender agent then receives an email invitation. If the lender agent accepts the invitation, the EAD
portal creates the relationship between your organization and the lender agent. The status in the
Current Relationships section changes to “Active”.

Note: If the lender agent has not yet accepted the invitation, you can cancel the request by updating
the lender agent’s status to “Inactive”. Refer to 4.4 Updating a Lender Agent Relationship.
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4.4 Updating a Lender Agent Relationship

Once the lender agent has accepted the invitation, you can update their status. For example, you can
change the status from “Active” to “Inactive” and vice versa.

If the invitation request is in “Pending” status, you can change the status from “Pending” to
“Cancelled”.

Note: Unlike a user (lender admin, lender user, or read-only lender user) or business unit, you cannot
permanently delete a lender agent. You can, however, leave it in an “Inactive” status.

To update a lender agent relationship, follow these steps:

1. From the EAD portal Home page, click the Account Administration tab and select User and
Business Unit Administration.

Terms of Use | Privacy
Electronic Appraisal Delivery Portal UserID: JANE_SMITH1

s v | Account Aaministration v Help Center
Hom User Profile
[ User and Business Unk Administration l
| . Submit Appraisal =) Search Help Center
| == &
= | Upload appraisal datainto the EADD ortal and re unique Document File | Locate previously submitted appraisal reports for status updates, correcting 4 | Review online documentation that offers additional fielc-level information to
~ Identifer for your submis: mistakes orto submit additional appraisal reports (ifrequired). enhance your experience using the EADp ortal
sl Reports » Account Administration
= | &
| s previously submitted appraisf reports (indvidually or in | Manage your online experience with ihe EAD portal by selecting a landing page and
aggregate) to manage workflows or identify issues tfat should be addressed the recipients of electronically delivered messages and reports

News Updates

‘Welcome to the Electronic Appraisal Delivery Portal

User and Business
Unit Administration
N —
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After you select User and Business Unit Administration, the Administration - Home page
appears.

Terms ofUse | P

User ID: JANE_SMITH1

Electronic Appraisal Delivery Portal

Administration - Home

Jane Smith Company

=1 Jane Smith Company

Welcome Jane Smith

Tips for managing your business units and users:

< Users Click on 3 in the view on the leftto expand an item and viewits contents:

Lender IDs Click on a business unit name to manage the business unit

Relationships
Click on "Users” to manage the users in the business unit

Business Units.

Expand the "Users” item and click on a user's name to modify that user.

o H
Regularusers are displayed in blue < and DirectIntegration users are displayed in grey =

Some user operations may not taks effect immediately. Click on the refresh buttan on the left Gito refresh the view.

e 0 0 0 0 e

2. From the Administration — Home page, click Relationships in the left navigation bar.

Note: Click the # sign to display the list of lender agents associated with that business unit.

Terms of Use | Privacy

User ID: JANE_SMITH1

Electronic Appraisal Delivery Portal

Help Center
Administration - Home

Jane Smith Company

m \retcome Jane Smith

Tips for managing your business units and users:

=i Jane Smith Company

o B Unit : =
usiness Unitsfl Regular users are displayed in blus < and Difect Integration users are displayed in grey =

Some user operations may nottake effect immediately. Click on the refresh button onthe left Gito refresh the view.

- Users © Clickon E3in the view on the left to expand an item and view its contents
—Lenderl: o Clickon a business unitname to manage the business unit
=/ Relationships
£ Click on "Users"to manage the users in the business unit
++ John Smith
e vCne o Expandihe Users” item and dlick on a user’s name to modify that user.
)
]

s Real Esta e Solutions

Relationships

T
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After you select Relationships, the Relationships page appears. The middle section of this page,
Update a Relationship, allows you to change the relationship status granted to the lender agent.

3. From the Relationships page, click the Select Relationship dropdown to select the lender agent
relationship you want to update.

Electronic Appraisal Delivery Portal JANE_SMITH1

Help Center

Jane Smith Company

m e
el

ith Company Invite a Lender Agent B
Pl Business Unit Jane Smith Gompany * Lender Agent - Select Lender Agent -
+1- Lender s
S Reboonsiips i |
John Smith
VCInc Update a Relationship =
I~ Business Units * Select Relationship Jane Smith Company-Jo = l Status ACTIVE |
Cnange Status To INACTIVE - A | upoate |
Current Relationships A
Relation: Lender Agent Name Business Unit Number Status
Jane Smif i John Smith GCP20525 ACTIVE
Jane Smith C Lnd Inc YUKBE362 CANCELLED
Jar Sample VRS UIAT2083 CANCELLED
Jane Smith Comparky-VC Inc VCIne HMB24056 PENDING
Jane Smith Comparl-VC Inc VCIne BIG02243 DECLINED
W[z 2 [pI[m] pagesie[s -] 14 items in3fpages

©2015 Veros Real Estate Solutions

Select Relationship Change Status Current Status Update Button

As applicable, click the Change Status To dropdown to update the status from “Active” to “Inactive”
and vice versa.

Click Update.

If you change the status to “Inactive”, from “Active” status, warning message appears as shown
below.
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Message from webpage ﬁ

FHA’s Office of Single Family Housing

Deactivating this relatiocnship will prevent John Smith from submitting,
updating, or viewing submissions for Jane S5mith Company. Are you
sure you want to proceed?

0] ] [ Cancel

To complete the update, click OK. Relationship Status updated successfully message appears.

Terms of Use | Priv
Electronic Appraisal Delivery Portal UserID: JANE_SMITH1

Help Center
Administration - Relationships

Jane Smith Company

¥3 Jane Smith Company Relationships

Relationship Status updated successfully.
=I" Jane Smith Company

o Users Invite a Lender Agendl =
41 Lender IDs Business Unit Jane Smith Company * Lender Agent - Select Lender Agent -- -
~I- Relationships
i+ John Smith
- VCinc
Update a Relationship

Business Units.

53

* Select Relationship -- Select Relationship -- ~ Status

Change Status To | vpcete |

Current Relationships
Relationship Name Lender Agent Name Business Unit Number Status
Jane Smith Company-ghn Smith John Smith GCP20525 INACTIVE
Jane Smith Company-Lhd Inc LndInc VUKes362
Jane Smith Company-Sjmple VRS. Sample VRS UIA72083
Jane Smith Company-Yf Inc VCIne HMB24056
Jane Smith Company-Yf Inc VCInc BIG02243
W<z 2 v n] pagesie[s -] 14 items in 2 pages

Veros Real Estate Solutions

Successful Message Inactive Status
N —— —

The Current Relationships section then shows an “Inactive” status for the lender agent.
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FHA'’s Office of Single Family Housing

You can also change the status from “Pending” to “Cancelled”, if the invitation request is in
“‘Pending” status.

Terms of Use | Pri
Electronic Appraisal Delivery Portal UserID: JANE_SMITH1

Help Center

Administration - Relationships

Jane Smith Company

m Featonsns

= Jane Smith Company Invite Lender Agent B
Pl Business Unit Jane Smith Company *Lender Agent — Select Lender Agent -~ -
+1- Lender Ds
i R e |
VCinc
+1 Business Units Update a Relationship =
* Select Relationship Jane Smith Company-V¢ ~ l s PENDING '

Change Status ToM CANCELLED -

Current Relationstjps

Relationship Name Lender Agent Name Business Unit Number Status
Jane Smith Comparfy-John Srith John Sith 6CP2525 INACTIVE
Jane Smith Comparfy-Lnd Inc Lnd Inc YUKB6362 CANCELLED
Jane Smith Comparfy-Sample VRS Sample VRS uia72083 CANCELLED
Jane Smith Comparly-VC Inc VClInc HMEB24056 PENDING
Jane Smith Compary-VC Inc VClne BIG02243 DECLINED
W[ «[t)z2 2 |v ][] Pagesie[s ~] 14 items in Hpages

Select Relationship Change Status Current Status Update Button

To complete the update, click Update, Relationship Status updated successfully message
appears.

¢ | P

Electronic Appraisal Delivery Portal User ID: JANE_SMITH1

Help Center

Administration - Relationships

Jane Smith Company

I Jane Smith Company

Relationship Status updated successfully.

& oo Invite a Lender Agent

+ LenderIDs Business Unit Jane Smith Company * Lender Agent - Select Lender Agent -- M
= Relationships
~ VCIng

1 Business Units
Update a Relationship

* Select Relationship -- Select Relationship - * Status

Change Status To

i
:

Current Relationships

Relationship Name Lender Agent Name Business Unit Number Status

Jane Smith Company-Johnfsmith John Smith GCP20525 INACTIVE
Jane Smith Company-Lnd fhe LndInc YUKB6362 CANCELLED
Jane Smith Company-Samfle VRS Sample VRS ULAT2083

Jane Smith Company-VC VCIne HMB24056

Jane Smith Company-VC I VCInc BIG02243

W aJm)2 2 ][ Ppagesize

Solutions

Successful Message Cancelled Status

T
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The Current Relationships section then shows a “Cancelled Status” status for the lender agent.

Note: If the lender agent’s status is changed to “Inactive”, the lender retains access and all
functionality associated with the appraisal data files.

The lender agent also has the ability to change the status of the relationship from “Active” to
“Declined” at any time.

5. Direct Integration User Registration

To submit appraisal data files to the Electronic Appraisal Delivery (EAD) portal using a
vendor solution, your organization must first set up an EAD Direct Integration User ID (DI
User ID).The EAD Lender Admin should follow the process defined below to obtain and
configure direct integration credentials.

EAD Direct Integration User Request and Credential Configuration

1. Complete the standard registration process for the EAD portal to register your
organization in the EAD portal and establish an EAD Lender Admin as described in the
Section 1. This administrative user will be responsible for requesting the DI User ID.

o If your organization has already registered in the EAD portal, proceed to Step
2. Please note the following information that was provided to register the EAD
Lender Admin must be identical to the information provided in the DI User
Request:

o Company Name
o EAD Administrator Name
o EAD Administrator Email

« If your organization has not registered in the EAD portal:
o Lenders must complete the EAD portal registration process as

described in the Section 1.

Once you have completed the registration process and established an EAD
portal account, proceed to Step 2.

2. ldentify the Business Unit Number
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e« The EAD Lender Admin can find the Business Unit Number within the EAD portal by
following the steps below:

o Log in to the EAD portal - https://www.electronicappraisaldelivery.com/

o From the Account Administration tab, select “User and Business Unit
Administration”
» Tofind the Primary Business Unit Number:

- Click on the highest level Business Unit Name (top of the structure).

- The Business Unit Number is an 8 digit alphanumeric value located next to the
Business Unit Name in parenthesis, in this example: Parent Business Unit
(Business Unit Number: RWC67100)

ser ID: JANE_SMITH1

Electronic Appraisal Delivery Portal

imary Business Unit Gusinsss Unit e Rice7 00— Primary Business Unit Number
4" Users Rename Business Unit
Current Business Unit Name  Primary Business Unit

* New Business Unit Name

Create Child Business Unit

* Business Unit Name

Delete Business Unit

* Select Business Unit -- Select Business Unit --

* Indicates Required Information

Jveros

3. Navigate to the EAD Direct Integration User ID Request Form:
The form http://pages.veros.com/EADdirect-integration-request-form.html is available on

Veros website. Each company should complete only one EAD Direct Integration User ID
Request Form.

4. Complete the EAD Direct Integration User ID Request Form:
The table below provides a description for each required field in the DI User Request Form:

FHRA GD
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Data Field Description

Company Name Lender or Lender Agent company name. This value must match
the company name used to create the EAD Admin.

Direct Integration User Role | “Lender DI” or “Lender Agent DI”

Business Unit Number Defines where in the Business Unit Hierarchy to create the DI User.
Required for Lenders.

Business Unit Name Defines where in the Business Unit Hierarchy to create the DI User.
Required for Lender Agents.

EAD Administrator First This value must match the first name used to create the

Name EAD Admin.

EAD Administrator Last This value must match the last name used to create the

Name EAD Admin.

Administrator Phone Number | The phone number may be used to contact the EAD Admin.

Administrator Email Address | This value must match the email address used to create the
EAD Admin. Notifications for the DI User will be sent to this

Vendor Name Technology vendor who is providing the direct integration solution.

e Submit the completed form. Your request will be processed in 2-3 business days.

If the company name, administrator name, or administrator email do not match the values
provided during registration for the administrator, or the requesting administrator does not
have access to the specified business unit, you will receive an email from Veros,
ead-noreply@veros.com, indicating your request is denied.

5. Receive an email with your EAD DI User ID:

« Once your request has been processed, you will receive an email from Veros,
ead-noreply@veros.com, with your DI User ID. Additionally, you will see the DI User
appear in the EAD portal User and Business Unit Administration screen as a
user associated with the requested Business Unit.

Note: The direct integration credentials will be set up within a business unit as a DI User. In
most cases, an EAD Lender Admin will have a single business unit and the DI User will
reside in that business unit. For more complex setups where hierarchies exist, an
administrator needs to determine at which level to assign the DI User ID.

FHRA
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The example below demonstrates the access for a DI User in the EAD portal User and Business Unit
Administration:

Terms of Use | Privacy

User ID: JANE_SMITH1

Electronic Appraisal Delivery Portal

I Primary Business Unit Primary Business Unit (Business Unit Number. RWCE7100)
Rename Business Unit
Current Business Unit Name  Primary Business Unit

B e di New Business Unit Name

ps Create Child Business Unit

- Business uni ame

* Indicates Required Information

The DI User established within the
Primary Business Unit, jane_di, will be
able to submit to the Primary Business
Unit and the subordinate business
units, Lender East and Lender West.

6. Create DI Password:

To Create DI Password, follow these steps:

e Loginto the EAD portal https://www.electronicappraisaldelivery.com/ with your existing
Lender Admin credentials

e From the Account Administration tab, select “User and Business Unit Administration”

¢ In the Left Navigation pane, locate “Users” and click on the “+” to display the list of users
assigned to that business unit

e Click on your DI User ID (Grey Robot)

« Locate the Change User Password section. Enter a new password in the New Password
field. Repeat the new password in the Retype New Password field. Click Save.
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Terms of Use | Privacy
Electronic Appraisal Delivery Portal UserID: JANE_SHITH1

Help Center

Administration - Modify User

Primary Business Unit > Jane Smith Company

5 Primary Business Unit

=i+ Primary Business Unit UsegDetaly =
I Users Full Name jane di
UserID jane.di

Change User Password -

| .

A A A

“Indicates Required Information

©2015 Veros Real Estat : Solutions Sveros:

DI User ID New Password Retype New Password Click Save
.} \_______________________;a .

7. Contact your integ[gation vendor for instructions on how to comBIete the configuration and
testing of your EAD DI User ID, Business Unit(s), and Lender ID.

HOMEOWNERSHIP

FHA EAD Lender Admin Guide Page 93 of 95 Version 1.3.1



l * Hil'lm * FHA'’s Office of Single Family Housing

Appendix A: Password Strength Rules

When changing your password, consider the following rules to make your password as secure as
possible.

NOTE: Only your Lender Admin can change your password.

Requirement Value
Minimum Length 8
Maximum Length

Maximum Repeated Characters 2
Maximum Special Characters 16
Minimum Alphabetic Characters 1
Minimum Numeric Characters 1
Minimum Special Characters 1
Repeated History Length 5
Reversed History Length 5
Disallow User Name Yes
Disallow User Name (case sensitive) Yes
Disallow User 1D Yes
Disallow User ID (case sensitive) Yes
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Additional Assistance

For additional assistance, please contact the FHA Resource Center at (800) CALL-FHA (225-5342)
or email answers@hud.gov.
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