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Order an Appraisal  
When you order an appraisal, the available ordering options will depend on how your administrator has configured the 
ordering process. Additionally, your administrator can configure Encompass360 so that you will have different appraisal 
ordering processes for different types of loans. For example conventional, you may be able to select your own appraiser for 
a conventional loan, but a request for an appraisal for an FHA loan might be sent to an internal order desk, which selects 
the appraiser and submits the loan.  

Identify Your Appraisal Ordering Configuration 
Review the descriptions and screen shots below to identify the ordering process that applies to you. Detailed instructions for 
ordering appraisals using each configuration are provided later in this document.  

Not Authorized  
The following message displays if you do not have permission to order an appraisals.  

 

Select Your Own Appraiser  
You can select a provider from a list of appraisers and AMCs that have been set up by your administrator. Or you can add 
your own providers to the My Appraisers tab.  

 
What to look for: 
 The Add Appraiser and Add From Business 

Contacts buttons are visible on the lower-left corner 
of the window.  

 You are able to select providers from the My 
Appraisers tab, the Appraisers tab, and the 
Appraisal Management Co. tab.  

 

 
Select Approved Appraisers Only 
You can select a provider from a list of approved appraisers and AMCs set up by the administrator. You cannot add your 
own providers to the list. 

 
What to look for: 
 The Add Appraiser and Add From Business 

Contacts buttons are not visible on the lower-left 
corner of the window.  

 You are able to select providers from the My 
Appraisers tab. 

 The All Appraisers and Appraisal Management 
Co. tabs display a message stating that you are not 
authorized to add  
a partner.  
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Automated Ordering 
You do not see a list of providers and have no input into the appraiser selection. The order is sent to an appraiser who is 
selected randomly or in rotating order from a list created by your administrator.  

  
What to look for: 
 When you order an appraisal, the Order Appraisal 

window opens. 
 Your name, email address, and phone number  

display on the From section of the window.   
 A message on the To section of the window  

explains that the order will be routed to an appraiser 
who has been set up by your administrator.  

 

Internal Order Desk  
When you submit an order, you do not see a list of providers. An email notification is sent to an internal order desk in your 
company, which is responsible for submitting the order to an approved appraiser or AMC.  

 
What to look for: 
 When you order an appraisal, the Order Desk  

window displays.  

 
 
Manage Appraisers 
If your administrator has given you permission to 
manage the appraisers list for the Approved Appraisers 
Only, Automated Order, or Internal Order Desk options, 
a Manage Appraisers button will display in the lower-
left corner of the window when you order an appraisal.  
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Order an Appraisal  
There are two ways to order an appraisal: 

 Click the Services tab, and then click Order Appraisal.  

 Open the Borrower Summary form, and then click the Order Appraisal button.  

Depending on the configuration created by your administrator, complete one of the following procedures to submit an order. 

 
To Select Your Own Appraisers:  
1. When the Appraisers window opens, select an 

appraiser from the My Appraisers tab, and then click 
Order.  

 Or, first click Add Appraiser to add the Name, 
Email Address, and Phone Number of a new 
appraiser.   

 Or, first click Add From Business Contacts to 
open the Business Contacts tool to add appraisers 
to your My Appraisers list.  

 Or, select an appraiser from the Appraiser 
Directory on the All Appraisers tab, and then click 
Order.  

 Or, select an AMC from the Appraisal 
Management Co. tab and then click Order. 

 
2. On the Order Appraisal window, complete the order 

details.  

3. Enter information for the Contact for Entry who will 
provide the appraiser with access to the property. 

 Click the Business Contacts button to open the 
Business Contacts tool to select a real estate 
agent.  

4. Click Attachment to attach a document from your 
computer or the Encompass360 eFolder.  

5. Click Send Order.  

 The appraiser is notified via email that an order has 
been sent.  
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To Select Approved Appraisers Only: 
1. When the Appraisers window opens, select an 

appraiser from the My Appraisers tab, and then click 
Order.  

 

 
 

2. On the Order Appraisal window, complete the order 
details. 

3. Enter information for the Contact for Entry who will 
provide the appraiser with access to the property. 

 Click the Business Contacts button to open 
the Business Contacts tool to select a real  
estate agent.  

4. Click Attachment to attach a document from your 
computer or the Encompass eFolder.  

5. Click Send Order.  

6. The appraiser is notified via email that an order has 
been sent.  

 

 
 
To Order Using Automated Ordering: 
1. When the Order Appraisal window opens, complete the 

order details.  

2. Enter information for the Contact for Entry who will 
provide the appraiser with access to the property. 

 Click the Business Contacts button to open  
the Business Contacts tool to select a real  
estate agent.  

3. Click Attachment to attach a document from your 
computer or the Encompass eFolder.  

4. Click Send Order.  

 The appraiser is notified via email. A message 
confirms that the order was submitted. 
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To Submit a Request to the Internal Order Desk: 
1. When the Order Desk window opens, enter information 

for the Contact for Entry, who will provide the appraiser 
with access to the property.  

 Click the Business Contacts button to open  
the Business Contacts tool to select a real  
estate agent.  

2. Click Send Order.  
3. The order desk is notified via email that an order has 

been sent.  
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