
 

 

ACCELERATE YOUR APPRAISAL PROCESS WITH THE TECHNOLOGY STANDARD 

Working in the Appraisal Firewall Relationships 

Window 

User Training Guide for Lenders 

With the Relationships window, all the elements of managing different divisions, users 

and appraisers have been placed in one easily accessible location. You can quickly 

track orders that your users are placing and view appraiser trends.  The Relationships 

window shows login activity and allows you to modify and work within your users' 

accounts, plus edit and view your appraiser panel. 

This document walks you through the details of working in the Relationships window - 

your dashboard into all lender and appraiser activity in Appraisal Firewall. 
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Relationships Window Overview 
 
The Relationships menu is your guide to manage your usersô accounts, oversee multiple 

company divisions (if applicable),and work within your appraiser panel.  You can get a 

snapshot of your usersô profiles and order information, plus access and work within their 

orders.   

There are two options when viewing the Relationships screen.  If your company consists 

of one main division with its own panel of appraisers, the Relationships window is 

comprised of a My Users and My Appraisers tabs.  If your company consists of two or 

more divisions, the Relationships screen displays a My Divisions and My Users tab.  

There are subtle differences between the two views, each designed to give you the 

control you need over your users, appraisers, and orders. 

 

Relationships Window ï for a Single Division Company 
 
If you are a lending company that operates with one main division or branch, the 

Relationships menu is your guide into all your usersô and appraisersô accounts.  The 

Relationships window is composed of a My Users and My Appraisers tab to help you 

navigate managing users and appraisers under your company.   

From the My Users and My Appraisers tabs within the Relationships menu, you can 

select an existing user or appraiser to view details on, view orders on a per user basis, 

plus quickly filter to view qualifications of appraisers on your panel or other appraisers on 

the system.  You can search through existing managed users and appraisers and add 

new ones from the Relationships screen.   
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My Users 
 
The My Users tab gives you an overview of the users under your company, allows you 

to edit user account settings, and view and work within orders on a per-user basis.   

 

Use the My Users tab to manage your users and their orders.  View each of your usersô 

orders, profiles, and statistics.  You can manage orders and adjust user settings all in 

one location. 

 Add New User ï Located directly under the My Users tab, you can search for an 

existing user, or click the ó+ô icon next to the search field to add a new user.   

 Export ï This link generates a spreadsheet list of your users.  The spreadsheet 

includes the email address and contact name of the user. 

 Profile Tool ï View the selected userôs basic company information such as 

contact name, company address, and phone number. 

 Pipeline Toolï Review the active orders for this user and work within them. 

 Notes Toolï Create notes about working with this user to better manage your 

relationship.  These notes are only available for your viewing. 

 Reporting Tool ï View reports specific to the selected user. 

 

Users listed in the My Users list are displayed next to different colored profile icons that 

represent different user types.  Green profile icons represent Administrator users, blue 

icons represent Supervisor users, and orange icons represent Originators. 
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User Types 

 

There are three main user types that allow users different rights within the system. As an 

Administrator, you can add users as different user types - which will assign what a user 

can and cannot do. 

 Administrator ï Administrators can view and modify lender settings, view 

appraiser details, and assign and work within all orders. 

 Supervisor ï Supervisor users can view and work within any orders under your 

lending company but cannot view appraiser information. 

 Originator ï Originator users can view and work within orders they are assigned 

to but cannot view appraiser information. 

 

 

Interacting with Toolboxes  
 
The My Users tab consists of several tools that provide you with a quick summary of a 

selected userôs account.  You can use the icons on the tool to modify the selected userôs 

account, create notes, run reports, and work within the userôs orders.  Select any user 

along the left under the My Users tab.  The toolboxes on the dashboard at right 

correspond to the selected user. 

 

Profile Tool 

The Profile tool gives you an overview of the selected userôs profile information including 

email address, name, and user type.   

 

Click the pencil icon to modify the userôs rights.  

Click the grey bar graph icon to view a userôs 

ordering statistics (orders placed during the last 

week, month, etc). 
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When creating or modifying a user, you can designate if they should have administrator, 

originator or supervisor rights.   

 

 

 

 

 

Pipeline Tool 

The Pipeline widget gives you a brief summary of the selected userôs active orders.  You 

can view an outline of all the users pre-delivery orders plus view recently delivered 

reports in the Recently Completed section of the Pipeline. 

 

 

 

 

 

 

 

 

Click the Maximize icon on the Pipeline tool to view all the userôs orders and work within 

them.  Note: When expanding to view another userôs orders, all work you perform within 

Select any color along the 

Pipeline monitor to view orders 

in a specific status. 

Click the Maximize icon to expand 

the view and see the dashboard as it 

appears to the selected user. 

Click on any completed 

order to view the order and 

work within it. 

Read-only users can view orders 

they are assigned to and be 

notified on order status, but 

cannot send messages or work 

within the order. 

Change the account type of 

the user to administrator, 

supervisor, or originator. 

De-activate the userôs 

account by selecting 

Terminated from the 

dropdown menu. 
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an order is tracked in the Communication Log as you, to make it clear which user 

performed an action. 

Whenever you expand a tool that opens the clientôs view, you can always return to the 

previous screen by clicking the Close link. 

 

Notes Tool 

Using the Notes tool lets you track any important information associated with the 

selected managed userôs account.  Only you can view the notes you create.  They are 

not viewable to any other users in your organization. 

 

 

 

 

 

 

Reporting Tool 

Run reports for a selected user using the Reporting tool.  Select either the Open Orders 

or Closed Orders reports and click run to see the report as it applies to the specified 

user.  Note: For reports on that span all your users, use the Reporting tool on your main 

orders dashboard. 

 

 

 

 

 

 

Click the ó+ô icon to 

enter a new note. 

View a previous note by 

clicking on the one you 

want to review. 
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My Appraisers  
 
The My Appraisers tab gives you quick and easy access to review and modify your 

appraiser panel, view system-wide appraiser statistics on over 15,000 appraisers, and 

locate new appraisers to add to your panel.  The tab includes an interactive map that 

highlights all your appraisersô areas of coverage and also enables you to filter to find 

ones with your defined specifications. 

The My Appraisers tab shows data from your appraiser panel and enhances it so that 

you are presented with a sharp, interactive map-based display.  Beginning at the 

national level, you can see which states you have appraisers in, and which states you 

don't.  You can then drill down into that state and view a county-by-county listing for 

individual appraisers and their qualifications.  And for those of you in larger counties 

such as Los Angeles or San Diego CA, you can even drill down into your coverage 

areas by zip code. 

 

Appraiser Dashboard Features 

The My Appraisers tab is contains several components and icons to help you manage 

your existing panel, while also allowing you to build it. 
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 Add New Appraiser ïRepresented by the ó+ô icon, you can click it to add or 

invite a new appraiser to your panel.  When you invite an appraiser, the system 

sends them an email asking them to sign up to join your appraiser panel.  If the 

appraiser already exists within the system, they are automatically added to your 

panel. 

 My Panel ï By default, the My Appraisers tab displays all appraisers who have 

created a profile and have been added to your panel. 

 Available ï View all appraisers on Appraisal Firewall that can be added to your 

panel.  Filter to view appraisers by the areas they cover and the qualifications 

they have. 

 Search field ï Search through your list of appraisers by entering appraisal 

company name, appraiserôs name, or email address. 

 Export - This link will generate a spreadsheet of your list of appraisers.  The 

spreadsheet includes the email address and contact name at the appraisal 

company.  This feature is only available when using the My Panel option. 

 Remove Appraiser  - Click the óxô symbol to remove an appraiser from your 

panel.  When you remove an appraiser, you will be prompted to write a note.  

Appraisal Firewall automatically records the time stamp when you removed them, 

but you are encouraged to include additional information to better manage the 

relationship. 

 Profile - View the selected appraiserôs basic company information such as 

contact name, company address, and phone number.  A green profile symbol 

indicates that the appraiser has filled out all required information and is ready to 

accept orders.  A red profile symbol indicates that the appraiser must complete 

their profile information.  Hover over the symbol to learn what information is 

needed. 

 Connection Status  - The check mark displays the appraiserôs current status 

with your company.  A green check mark indicates that you have an active 

connection to the appraiser and they can receive orders.  If red, the appraiser is 

on your panel but you have set their account to Inactive.  If grey, the appraiser is 

not currently on your panel (grey check marks appear when using the Available 

radio button).  Click a grey check mark to add the appraiser to your panel.  Click 

a check mark of an appraiser on your panel to change their account status 

(between Active/Inactive).  When you change the status of an appraiser, you will 

be prompted to write a note.  Appraisal Firewall automatically records the time 

stamp when you changed the status, but you are encouraged to include 

additional information to better manage the relationship. 
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 Controlled Rotation  - If you have modified the appraiserôs coverage area 

(controlled rotation) the lock icon is green.  Grey lock icons indicate that orders 

will be routed to the appraiser based on what is entered in their profile. 

 Statistics  - View basic appraisal company contact information, as well as a 

brief overview of the appraisal companyôs work history ï including the number of 

open orders, closed orders, overdue orders, and how many lenders they are 

associated with.  

 Notes  - Create notes about working with this appraiser to better manage 

your relationship.  These notes are only available for your viewing.   

 

Using the My Appraisers Coverage Dashboard 

When you first access the My Appraisers tab to manage your appraiser panel, you are 

presented will the national view of your areas of coverage.  States and territories 

highlighted in blue indicate locations where your appraisers offer coverage.   

You can zoom in to a state, county, and even zip code level to view all your areas of 

coverage and what appraisers are associated with that area.   

 

 

 

 

 

 

 

 

 

 

Blue states indicate you 

have appraisers in that 

state. Click on a state to 

zoom in.  

When you first look at the 

My Appraisers tab, all 

appraisers on your panel are 

automatically displayed.  
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Once you click on a state, 

the appraiser list below is 

filtered to then display 

appraisers in that particular 

state. 

 

The view changes to 

display a breakdown of the 

counties within the state.  

Counties in blue indicate 

you have an appraiser who 

works there. 

 

 

Click on a specific county to zoom in and view the appraisers that offer coverage 

in that area.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Displays appraisers 

in the selected 

county.  
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Some appraisers only cover specific zip codes within a given county.  Click the Zip link 

on the county map to view a break down of zip codes within the county and the 

appraisers associated with them. 

 

 

 

 

 

 

 

 

 

To refine your search even further, you can filter to view appraisers with certain 

qualifications.  When viewing a map at the state, county, or zip code level, click the 

funnel icon at the upper right to view routing criteria. 

 

 

 

 

 

 

 

 

 

 

 

 

 

After you have selected your routing criteria, click the funnel icon again to return to the 

map view and view appraisers meeting your qualifications. 

Click on a zip code 

to view appraisers 

who cover that zip 

code. 

Place a check mark 

next to the criteria 

you want the field 

narrowed to.  

Click the funnel icon 

to view appraisers 

by routing criteria.  
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Adding Appraisers to Your Panel 

You can use the Relationships menu to locate and add new appraisers to your appraiser 

panel.  On your Relationships menu and select the My Appraisers tab.  If you know the 

email address of the appraiser you want to add, click the ó+ô icon, enter the email 

address and click Invite. 

 

 

 

 

 

 

 

 

 

 

 

 

 

You can also view all appraisers using Appraisal Firewall by area and review their 

qualifications to assess if you should add them to your panel.  On your My Appraisers 

tab, click the Available radio button. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Every blue state on the map indicates that there are appraisers available in that 

state.  Click on a state to zoom in and find appraisers in that area. 

 

After you click the + 

icon, enter an 

appraiserôs email 

address and click Invite.  

Click the Available radio 

button to view all 

appraisers in the 

system.  
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To find an appraiser in a particular area, click down to the state, county, or zip 

code level.  When you have narrowed to the location you want, you can look at 

appraisersô profiles and qualifications.  Click a grey checkmark to add the 

appraiser to your panel (green checkmarks indicate that the appraiser is already 

on your panel). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Apply a filter to only search for 

certified or FHA appraisers by 

clicking on the funnel icon. 

Click a grey checkmark to add 

an appraiser to your panel. 

Click the profile icon 

to view basic 

information about 

the appraiser. 



 

 

ACCELERATE YOUR APPRAISAL PROCESS WITH THE TECHNOLOGY STANDARD 

Using My Rotation 

As an Administrator, you may have appraisers that say they cover a certain area, but 

you donôt necessarily want them to.  By using a controlled rotation, you can override an 

appraiserôs service area with your own service area preferences and qualifications.  You 

can pick and choose your appraisersô service areas to make sure the appraiser with the 

right expertise gets the orders you want.  

As an Administrator user, you can enable My Rotation from your Relationships 

window.  Navigate to the My Appraisers tab within the Relationships window.  By 

default, Appraisal Firewall displays your active appraiser panel.  You can use the My 

Rotation feature only for appraisers that are on your panel.   

To enable My Rotation for an appraiser, locate the appraiser in the appraiser list and 

click the lock icon to access the My Rotation screen and modify the appraiserôs area of 

coverage.   

Green lock icons within an appraiser list indicate that you have already set a controlled 

rotation for the particular appraiser.  Grey lock icons indicate that a controlled rotation is 

not in place and orders will be routed to the appraiser based on the coverage information 

entered in their profile. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click the lock icon to view and modify 

an appraiserôs controlled rotation. 
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Click the lock icon to enter or modify rotation information for a specific appraiser.  In the 

window that appears, you can override and define an appraiserôs service areas.  It is 

recommended that you define both Qualifications and Service Areas for proper routing. 

 

 

 

 

 

 

 

 

 

 

 

 

Your preferred Service Areas will 

display here.  Note ï leave the Zip 

Code blank to have the appraiser 

cover the entire county. 

Check any Qualifications 

checkboxes to have this 

appraiser receive these types 

of appraisal orders. 

Click Add to enter 

service area 

preferences for this 

appraiser. 

Click Remove to delete any 

service areas that you have 

entered for this appraiser. 
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To enter a coverage area that you would prefer this appraiser work in, click the Add 

button. 

 

 

 

 

 

 

 

 

 

 

 You can add as many counties and zip code coverage areas as you like. 

 If you have an appraiser that services multiple zip codes, enter each one of the 
zip codes individually. 

 Leave the Zip Code field blank for the appraiser to service the entire county. 

 If you have marked checkboxes in the Qualifications section, you must also enter 
coverage areas in the Service Areas section for the qualifications to take effect.   

The state the appraiser is licensed 

in automatically displays here.  Click 

the State drop down to choose a 

different state. 

Click Save to have this 

appraiser service this area, or 

Cancel to not proceed with this 

change.  

Select a County that you 

would prefer this appraiser 

to service from the drop 

down list. 

Enter a Zip Code if this 

appraiser should only 

service a specific zip code.  

Leave this field blank if the 

appraiser should service the 

entire county. 
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Appraisal Firewall lets you choose if you want to override service areas for all of the 

appraisers in your panel, or only certain appraisers.  You have the option to have a 

ómixedô panel: a panel where you have specified service areas for certain appraisers, but 

kept the appraiser-entered service areas for others.  How you prefer to set this up is up 

to you. 

Important Reminders About Using My Appraisers: 

 If you do not have an appraiser on your panel that covers a particular 

area or has your specified routing criteria, use the Available radio button 

to find additional appraisers in your area of interest. 

 If you are using a controlled rotation to manage your appraiser panel 

(overriding appraisersô coverage areas), the map will automatically filter 

based on your specifications.  For example, if you say an appraiser is 

eligible to cover one county, that is the only county they will appear for on 

the map ï even if additional counties are entered on their profile. 

 

Relationships Window ï for Multi-Division Companies 
 
If your company operates with multiple divisions or branches, Appraisal Firewall provides 

the ability to set up multi-divisional appraisal management.   

Within the Relationships tab, click Add a division to create a new division for your 

company.  Once you have created more than one division, the Relationships window 

displays the My Divisions and My Users tabs.  Each division has its own panel of 

appraisers that an administrative user can view and edit.  Users can be created at the 

administrative level and assigned to any or all of the divisions.   
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Profile Tool 

The Profile toolbox gives you an overview of the selected divisionôs profile information 

including contact information and division settings.   

 

Click the pencil icon to modify the divisionôs profile 

information.  You can also change the divisionôs 

product offerings and account settings using the links 

at the bottom of the Profile tool.   

 

 

 

 

 

 

To edit the divisionôs profile information, click the 

section you want to modify, enter the new data, 

then click the checkmark to save the information.  
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Pipeline Tool 

The Pipeline tool gives you a brief summary of the selected divisionôs active orders.  

Select a division under the My Divisions tab to view an outline of all the divisionôs pre-

delivery orders plus view recently delivered reports in the Recently Completed section of 

the Pipeline. 

 

 

 

 

 

 

 

 

When you click the Maximize icon on the Pipeline tool, the window opens to display the 

selected divisionôs Orders dashboard.  To work within the divisionôs orders, double click 

any order in orders section at the bottom of the screen.  You can also search for orders 

in a particular status. 

Select any color along the 

Pipeline monitor to view orders 

in a specific status. 

Click the Maximize icon to expand 

the view and see the dashboard as it 

applies to the selected division. 

Click on any completed 

order to view the order and 

work within it. 
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Note: When expanding to view a divisionôs orders, all work you perform within an order is 

tracked in the Communication Log as you, to make it clear which user performed an 

action. 

Whenever you expand a tool that opens the clientôs view, you can always return to the 

previous screen by clicking the Close link. 
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Users Tool 

The My Users tool provides a quick view of all the users assigned to the selected 

division.  Select a division from the My Divisions tab and view the users that have 

access to that division. 

 
 
 

 
 

 
 
 

 
 
 
Users listed in the Users list are displayed next to different colored profile icons that 

represent different user types.  Green profile icons represent Administrator users, blue 

icons represent Supervisor users, and orange icons represent Originators. 

 
 
 
 
Click the pencil icon on the Users tool to 

remove or add users to the selected division.  

Green checkmarks and global icons indicate 

that the user can work under the designated 

division.  Click a green checkmark to remove 

the user from the selected division. 

To edit an individual userôs settings (change 

their user type or make them read only), first 

expand the Users tool, select the user along 

the left, then use the Profile toolbox. 

 
 

View the user type 

(admin, supervisor, 

originator) of the person. 

The global icon indicates 

that the user automatically 

has access to all divisions 

under your company. 

Click the pencil icon to 

modify which users are 

associated with the 

selected division. 
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To modify the divisions a user is associated with, use the Maximize icon to expand the 
Users toolbox.  On the Relationships screen that appears, locate the Divisions toolbox.  
You can click the global icon to automatically associate the user with all divisions under 
the company, or put a green checkmark next to the individual divisions that the user 
should have access to.  Please note: By making a division available to a user, the user 
can place orders under that division. 

 
Appraisers Tool 

View the appraisers associated with the selected company division.  You can manage 

the divisionôs appraiser panel by adding/removing appraisers, and modify an appraiserôs 

coverage area.  

 
 
 
 
 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

Expand the tool to view and 

modify the appraiser panel 

for the selected division. 
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The expanded view of the Appraisers tool shows data from the selected divisionôs 

appraiser panel.  Beginning at the national level, you can drill down into state, county, 

and zip codes to view individual appraisers and their qualifications and add new ones to 

your panel.  For more information on working in the My Appraisers screen, review the 

My Appraisers section of Single-Division Companies. 

 

 

Notes Tool 

 
Using the Notes toolhelps you track any important information associated with the 

selected divisionôs account.  Only you can view the notes you create. 

 

 

 

 

 

 

 

Click the ó+ô icon to 

enter a new note. 

View a previous note by 

clicking on the one you 

want to review. 
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Reporting Tool 

View Open Order, Coverage Area, Closed Order, and Appraiser Performance reports as 

they pertain to the selected division.  Select a report to view and click Run.  Please Note: 

To view reports that apply to multiple divisions, use the Reporting tool on your main 

Orders dashboard. 

 
 
 
 
 
 
 
 
 
 
 
My Users ï for a multi-division company 

 
The My Users tab for multi-division companies allows Administrators to quickly manage 

all users across all company divisions.  You can create and remove users, edit usersô 

accounts, modify the branches users are attached to, and work within any userôs orders.  

Select a user along the left to view the tools that apply to their account. 
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 Add New User ï Located directly under the My Users tab, you can search for an 

existing user, or click the ó+ô icon next to the search field to add a new user.   

 Export ï This link generates a spreadsheet list of your users.  The spreadsheet 

includes the email address and contact name of the user. 

 Profile Tool ï View the selected userôs basic company information such as 

contact name, company address, and phone number. 

 Pipeline Tool ï Review the active orders for this user and work within them. 

 Divisions Tool ï Select a user to view and edit the divisions that they are 

attached to.  Global icons indicate that the user is automatically assigned to all 

existing divisions and any new ones added.  To modify the divisions available to 

a user, use the Divisions toolbox and place a green checkmark next to the 

relevant divisions.   

 Notes Tool ï Create notes about working with this user to better manage your 

relationship.  These notes are only available for your viewing. 

 Reporting Tool ï View reports specific to the selected user. 

 

Users listed in the My Users list are displayed next to different colored profile icons that 

represent different user types.  Green profile icons represent Administrator users, blue 

icons represent Supervisor users, and orange icons represent Originator users.   

 

 
 
 
 
 
My Products 
 
My Products allows you to control the types of appraisal products your users are 
allowed to place (Available Products), as well as the price you want to pay your 
appraisers (Fixed Pricing).  
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Available Products 

By checking Include All, users will have a list of all of the systemôs products to choose 

from when placing an order. If you would like to limit your users to specific appraisal 
types, place a check next to the products in the Product List window that you would like 
to have available to you and your users. 
 

 

 

 

 

 

 

 

 

 

  

  

  

 

You can also add a custom product that is unique to your lending institution.  To add a 
product to your Product List, locate the Add Product field below the list of standard 
products.  Enter the name of your custom product, then click Add Product.  When you 
choose to use the Custom Products feature, you will need to manually select all other 
products that should be available to your users (the Include All feature will no longer be 
available when using Custom Products). 
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Fixed Pricing 

Appraisal Firewall allows your appraisers to set their own appraisal fee prices.  Now, 
with new GFE requirements and specific variances that need to be met between the 
GFE and the HUD-1, many lenders are looking to reduce the variance on their appraisal 
costs and fix them.  The Fixed Pricing screen allows you to do this ï to override your 

appraiserôs prices, and to pay these exact amounts only.  
 
You can keep the default setting of All, All so that across all counties and all states, you 
pay the exact price per appraisal product that you enter in under the Amount column.  

You can also enter specific fixed prices per county and state (and even down to Zip 
Code) and keep the All, All for any orders placed outside the specific county/zip/state. 
 
Hint: To fix pricing for a specific county, but default back to the appraiserôs pricing for 

everywhere else, you can remove the All, All entry ï just hover over it and click the blue 

ñXò at right. This allows you to fix prices in certain counties, but to keep the appraiserôs 

pricing for appraisals ordered outside of this specific county. 

 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

When an appraiser receives an order with a ñfixed price,ò the appraiser will not be able to 

modify the price. 




