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 Appraisal Ordering Instructions: 
  

Navigate to the Pipeline Screen:  

  
Select the Loan File you wish to access  
• In the lower left, select the “Services” tab and click “Order Appraisal”  
(See screen shot on next page) 





• The API Provider selection screen will then appear  
• Select the Global DMS Appraisal Service API  

• Enter your login information on the Login screen.  



• The “Property Contact Information” will populate from the “Seller’s Agent” field

• If the borrower is the contact, selecting the “Is Contact” checkbox will populate the borrower’s information  



Once the Order screen is populated, it’s ready to be submitted  



After your order is submitted, the “Report Types” and “Processors”  
that were selected on the Appraisal Order Form screen will be  
viewable on the “Appraisals” tab  



• Emailing the office or vendor, as well as viewing the email log, can be done via the “Messaging” drop-down menu  



Checking the status of your order can be done by clicking on the “Additional Info” tab  

You can also check the status by clicking on the “Status History” button  





Syncing the files back into the Encompass eFolder place card(s) is done by:  

1. Click on the “Services” tab > “Order Appraisal”  
      > select “Global DMS Appraisal Software” 
  
2.    Log in using your credentials  

3.  Click the "Get Order Info" button at the top left of the window  
     and your files will move directly to the eFolder or to the  
     appropriate place card in the Encompass eFolder  





Ordering a Second Appraisal/Final Inspection is done by:  
• Selecting the “New Order” option  
• Select from the “Report Type 1” drop-down menu  
• Select the payment type from the “Payment Type” drop-down menu  
• Click the “Save” button  





The “1st Appraisal Provided” date will be filled in under the “Disclosure Tracking” tool 

The “Appraisal Information”, located under “Underwriter Summary” will be automatically filled in.  
This includes:  
• Appraisal Type  
• Original Appraisal  
• Appraisal Ordered  
• Original Appraisers Value  
• Appraisal Completed  
• # of Bedrooms  

(See screen shot on next page) 



The Appraiser information under File Contacts will be automatically filled in. This includes:  
• Company Name (Appraiser Name)  
• Company License #  



Pre-Scheduler Tool & Encompass® Integration:  
eTrac’s Pre-Scheduler app is also available within the platform’s Encompass integration.  
Those that utilize this integration can access the app directly from their native Encompass interface  
to select between 1 to 3 property appraisal appointment dates per order that an appraisal is to be  
completed by. Once the dates have been selected, the information is immediately sent to eTrac.  
The system then automatically searches for applicable appraisers that could complete the order.  
The order, including the specified dates, is then instantly broadcast to these appraisers for optimal  
assignment. If an appraiser wishes to accept the order, they must first select and agree to one of  
the required appraisal appointment dates.  

How to Use Pre-Scheduler with Encompass:  
• Verify that the Pre-Scheduler app is enabled within your eTrac system  
• Open the Encompass application  
• Create a new order  
• Select “Order Appraisal”  
• Locate the “Pre-Scheduling” button (directly below the “Messaging” drop-down menu)  



Click on the “Pre-Scheduling” button (a “Pre-Scheduled Dates” window will then open)  

selecting a date in the “Option 1” row via the calendar tool  

Select the “Start Time” via its drop-down menu  



Select the “End Time” the same way via its drop-down menu  
• “Option 2” will then become available – follow the same steps  
• “Option 3” will then become available – follow the same steps  
• If necessary, users can clear these fields by clicking the adjacent “Clear” button  
NOTE: “Option 2” and “Option 3” will not become available until the proceeding option has been completed.  
• Click on the “Save” button to save your pre-scheduled dates and times to the order  
• To cancel, click the “Cancel” button – this will close the application without saving any entries  

When one or more dates have been saved to the order, the “Scheduled” checkbox will then be checked: 



In order to view or change the pre-scheduled dates BEFORE submitting the order, the user must click on the “Pre-Scheduling” button. 

  
After submitting the order, the user will still be able to view the pre-scheduled dates and times, but these cannot be changed: 



Activating eTrac Pre-Scheduler:  
To begin utilizing eTrac’s Pre-Scheduler tool, please contact our  

Technical Support Department to have the app enabled within your system. 

Please do not hesitate to contact eTrac Support for more information or if you need additional help.  
Call 877-866-2747 and select option 3  

email: help@myetrac.com 


