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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
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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.

Hpwn e

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:
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Table 1.2.1 Functionality Available by User Role

Functionality Lender Admin Lender User Lender Read-
Only User

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 ol v

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.
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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’ (formerly 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.
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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

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

From ead-noreply @veros.com
To jane_smith @swiender.com
cc
Subject EAD Portal Registration Initation
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. =
https://wwu-ga.electronicappraisaldelivery. con/VAMAuthUtility/SelfRegistration. aspx2hash=VfBzakpvmiyP6divR4mVanNuoBC7yadlsk
2f549qUNr215HQzg558BIR00bUY1B1CLDZKBRRXZOAAZ ZWRBNSREHC I MNMOU2dKA1Zn 55 ¢nkAITOTtrY432xghUI KdyXT 026 2TuaP FKpHFLNYGx11%2 FTPMBINND I Ly82

etup of your account.

Please contact the FHA Resource Center at (808) CALL-FHA (225-5342) with questions regarding th

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

0 Hame “Last Hame
Smih

“Ratypa Prafarred Usar i0

Jdane_Smit Jane_Smithl
* Password * Retyps Password
Emad Addrass Rl

Lancer Admin

[Ane_smithgEewiandar Nm

* Incicates Reguired informadan

T

Required Entry Fields

FHA EAD Lender Admin Guide Page 9 of 95 Version 1.3.2 5/18/2017



To register for the EAD portal, follow these steps:

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

e *First Name

e *Last Name

e *Preferred User ID (enter twice)
e *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.

Note: A user is allowed only one access per user name. The system will not allow the
same user to get another access even if they use an email address that is different
than the one they used to register.

Figure 1.3.2.3 Self Registration Successful Page

Electronic Appraisal Delivery Portal

Regeatration Successiul

Thak you for fegteturing with LAD. AN email has boan 38t with meirucsons foe you to 103 i 1ad wss CAD.

+
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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.

Figure 1.3.2.4 Email Address Validation Request

From: ead-noreply@veros.com Sent: Mon 2/23/201511:19 AM
To: fane_smith@swender.com

Subject: EAD Partal New User Email Verification Required

v

Your Electronic Appraisal Delivery (EAD) portal user account has been crested. Please click on the link below to log into the EAD portal. validate your e-mail address. and complete your EAD portal registration

https < wyv-—ga electronicapprai ldelivery com VaMAuthEnforcer. MAuthEnforcer. aspx?hash=4 48898h: f3521f=f59d71h07855 ]
— — —
Ssource Conter ot (8007 CALL THR (K5 00427 With questions rogording Che SStup of youT ocoount

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 US, Government Data, Unauthorized use of this system is prohibited Veer i
e

Misuse of Federal Information at this Web site falls under the provisions of Title 18, United States Code, section 1030. Thes law specifies penabties for onmithorized access, exceeding amhorized aceess, aheranoa,
damage or destrustion of iformation residing on Federal Computes e

This compater system, inchuding all related equipment, networks, and network devices (specifically inchading Internet access) are provided oeky for mehorized U S, Government use. U S, Governnsent comprter
systens sy be monitored for alllanful purposcs, fchading to crsure that thes use is authoried, for mmagement of the sysiem, to facktate protection gt wnmthorized aceess, and to vy secusily procedaes vins troubts lagmg in? Please contact
survivabiicy, snd operstonal secuty. Mouitoring ichedes sctve attacks by authorized U5, Govermment enibes 10 test ov veriy the secity of i sysew. Diusing nwatoeng, ifoxmstion mxy be exased, tecorded, e B it e ankad

copied and wsed for athorized porpases. All sformation, inchiding personal information, placed or sent aver this system may be moestorad the FHA Resource Center at (800) CALL-FHA (225-5342)

or emad andwirs@hud a0y

ired ime collected duing

Use of this computer system, muthorized or unssthorized, constiutes comert to monitoring of s systen. Unauthesized use may subject you to criminal p ion Evidence of-
moritoeing iy be used for ackministative, crimsnal, of other adverse action. Use of this system constitutes cousent to mositoring for these peposes

Use of this system implies understanding of these terms and condions

[ Aceeptana Logm

News Updates
Welcome to the Electronic Appraisal Delivery Portal

5/18/2017
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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.

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:

e 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

Logout

Electronic A isal Deli Portal Lt e
SO ppralsa EW’EFY DL Unar 10z JANE_SMITH

EAD - Tetms and Conditions

Phease tead ang accepl e Terms & Condions 10 Contmue,
WARNING: This system contains LS, Government Data. Unauthorized nso of this system is prohibited
Misuse of Federal Information o s Wieb sibe falls under the provissons of Title 18, Unsied States Code. section 1030, Thes lnw speciies penaltics for snmithorized access, excecdmy suthorired access. alteration, damage or destmiction of mfonmation ressdng on Federal Computers
This compaer system, inchoding all related equipment, networks, and petwork devices (specifically inchading Internet access) are provided oely for methorized US, Government use. U S, Government computer systems may be monitored for bl parposes. inchiding to ensure that their use is
autheeized, for management of the system, 1o facditse protection agast unautherized access, and to verify secwty procedures, sunvivabilty, and operational security. Mortoring mchides actrve anacks by muthorized U.S. Government entities ta test or verdy the seawity of this system. Dering
monboring, information may be examined, recorded, copied and used for authorized prposes. All mformation, inchiding personsl aformation, placed or sent over this system may be monitored

Use of this comprter system, aiborized or unmsthorized, constitutes consert bo monitaring of this system. Unauthosized use may subject you o criminal prosecution. Evidence of unmstharized wse collected during monioeing may be used for adminisraive, crisninal, o other adverse action. Use of this
SYSLEm ConstRubes coasent to monitoring for these paposes

Use of this system inplies undersanding of these temms and conditions

| Accept Button

To set up your challenge questions, follow the steps on this page as shown in the Figure 1.3.2.7:
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Select three separate questions from the six provided in the dropdown.

Enter the answers for each question.

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.

wN e

Figure 1.3.2.7 Challenge Response Questions Page

Logoat

Electronic Appraisal Delivery Portal

s 0k JANE_SMITII

EAD - Chafieage Respinse Dutations

Pinasa sabect and answer thies of the following questions. Thess answers will b used £ you nead 10 rmeet your password

Cusstion 1

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
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Electronic Appraisal Delivery Portal

Cruabe Dusinwss Unit

| Wsicome, jaeve smit. You are the nrusrmrun:lszc.mu Husingss Unit to proceed with cresting a Dusiness Uni fer your organization.

A

Click to create Business Unit

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.

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

Ter

Electronic Appraisal Delivery Portal s of s | Pitvacy

s 1D JANE_SMITHI

FAD - Business Unis Croation Seccesstul

| Wour Bupsiness (e was created successhully, Piease ko sul and log back in b cantinue.

The EAD portal Login page appears after clicking log out in the Figure 1.3.2.9.
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Figure 1.3.2.10 Login Page

Electronic Appraisal Delivery Portal

WARNING: This system contains US, Government Data, Unauthorized use of this system is prohibited Veer i
e

Misuse of Federal Information at this Web site falls under the provisions of Title 18, United States Code, section 1030, Thes law specifies penalties for access, exceedng amherized access, alteraticn,
damage or destrustion of iformation residing on Federal Computes e

This compater system, inchuding all related equipment, networks, and network devices (specifically inchading Internet access) are provided oeky for mehorized U S, Government use. U S, Governnsent comprter
wystens may be montored fov all lowful purpeses, mchalng to e thal thes use s autheviced, fov msmagmment of the systom, to faclilabe prolection agamst snautboriced aceess, snd 1o vedy seomily procedsaes,

survivability, and operational security. Monitoring inchodes active attacks by authorized U5, Goverement entities 10 test or verify the security of tis system. During monitoring, informsation may be examined, recorded,
copied and used for athorized parposes. AR sformation, inchiding personal information, placed or séat aver this system may be moestored the FHA Resource Center at (800} CALL-FHA (225-5343)

Having troubie logging in? Please contact

or emad angwers@hud a0y
Use of this computer system, authorized or unasthorized, constitutes comsent bo monitoring of U systen. Unauthesized use may subject you to criminal proscestion. Evidence of unauthericed sse collected during
moritoeing iy be used for ackministative, crimsnal, of other adverse action. Use of this system constitutes cousent to mositoring for these peposes

Use of this system implies understanding of these terms and condions

Azept and Logm

News Updates
Welcome to the Electronic Appraisal Delivery Portal

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

User I0: LEMDER_ASM

Electronic Appraisal Delivery Portal

I Account Linkage

el LEnges e as b L L L VA uker aceounl Mease onl tar your Appessas Poral G Time Key and click SUbmil 10 begis B linkags process.
| Aoprainat Portal One Tine Key l

Enter Appraisal Portal One Time Key

Enter the FHAC ‘Appraisal Portal One Time Key’ provided in FHA connection in the Appraisal
Portal One Time Key field above in Figure 1.3.2.11 to complete the linkage process. Then click the
Submit button.
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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:

e 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 Company

-_{ Jane Smith Cnr‘ﬂpan}}< Parent Business Unit

+[~ Users

+_. Lender IDs
+_. Relationships

=" Business Units

_{ Lender East }: Child Business unit

+1 Users

- Lender IDs

B

 Relationships

e

+1~ Business Units

-l" Lender West =< Child Business Unit

+|~ Users

+_. Lender IDs
+_. Relationships

+1~ Business Units
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To create a child business unit, follow these steps:

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

Electronic Appraisal Delivery Portal

Acsount Admisisiration =

Home T

e Accoust Seif Care

(T |
— Submit Appraisal > Search Help Center
m UpIoad apprassa 0ata wnta e EAD portal and feceivefa uesgue Document Fie / _J LY PrvIOus!y SUBITETDG GPOOES Fpons B $205 UDASES, COmecing Hariew 0ning Q0cumentaton N3t oers a0umonsl hed- el nformabon o
dentifiar for your susenission = istSES OF 10 BUSA aOcIonl 20rmiBa FEDOS (f required) #NNANCE YOU BIDETIANCE USING e EAD ponta
sl Reports L . Account Administration
] &y
W J Racese inform ouisly sustenimed (incsadually of in ":' Manage sour orline Exparience wit fe EAD portal by selecting a landmg page and
= aggregate] ta manage workiows or (dantsy lssuss th]t snould be adoressed : the recipients of alackonically dedversd massages and raparts
News Updates
Welcome 1o the Electronic Appraizal Delvery Portal

User and Business
Unit Administration

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

Electronic Appraisal Delivery Portal

o Smith

Tips for managmeg your business unils and users:

o Click on Clin the view on e 1efi o axpand an fem and Wew i contants

1 Click on 3 business L name o manage the tusiness unit

% on "LISAns” b MANags e USHs in He SUENESS unit

€ Expand tha “Lisers” item and dick on 3 UsArs name b modify tha usee

- 3
D Regutarusers are displayed in blue = and Direct integration users are dsplayed in grey

= 2 >
T Some user opersbons may not taks effect immackataly. Click on e rEEIh Solion on e 18N 10 reireah e Vew.

FHA EAD Lender Admin Guide Page 18 of 95 Version 1.3.2 5/18/2017



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

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

Electronic Appraisal Delivery Portal

Jans Smith Compamy

June Serith Cormpany | dans Smith Company (Busingzs Lni Numzer RWCET100)
Users | Hemame business Unit
% Lender D

Currest Rusiness Unit Hame  lave Smith Company

* Mew Business Unil Name
|
|| Creste Chad Business Unit

* Busingss Unit Nama

| Delete Busess Unit
|
* Salect Dusiness Unit

| * maicates Required Infarmatian

Child Business Units

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

Electronic Appraisal Delivery Portal

Administranes - Dusmens Pa

Jane Smith Company

Jane Smith Company JJane Sanith Company (Buseness Unit Humber RWCET100)

Rename Business Unit

Current Business UnitNama  Jane Smith Company

* therw Buusine-s Unit Name | tevame |
Lendar West Create Child Business Unit .
* Bsimess Unil Hame SW Lendor| | creme |
Delete Business Unit i
* Setect Businys Unil Select Buginess Unit | veiere |

* Incicates Reguired infermation
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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

Admintstranes - Dusness Pat

Jana Smith Company

JJane Sanith Company (Buseness Unit Humber RWCET100)
Rename Business Unit

Current Busingss Unit Name  Jane Smith Company

* theww Blusine-ss nit Name

Create Child Business Unit

* Bsmess Uil Rame SW Lendor

Delete Business Unit

* Sptect Bpsineys Unil Setect Buainess pinit

* Incicates Reguired infermation

Enter the Child Create Button
Business Unit Name

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

Electronic Appraisal Delivery Portal

s 10 JANE_SMITHY

Successful Message

You can see the business unit added to after you click =" Businessnits 15 close the navigation
structure and then click " Business Units 44 re_gpen the navigation structure.

Terms oftise | Privaey [ Logaul |
Electronic Appraisal Delivery Portal User 0k JAME_SUETHY

Administranes - Dussess Unn

Jana Smith Company

Fane Smith Company hane Smith Company (Dusiess Unit Humnber RIWCET100)
o Users Rename Business Unit
Current Dusiness Unit Name  June Smith Cempaay

= thew Busingss Unit Hame

Create Child Dusiness Unit

* Dasiness Uil e =
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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.

Electronic Appraisal Delivery Portal

=} Search Help Center
ad ai }J Loatn previously submitin appraisal repors for staes updates, comedting Rmviow onfine documantation that offers addrsonal fisid-level infarmation b
Meribfier for pour subsmis sion s miistakes or o suberat adcitional appeaisal reports (i required) enhance your esperience using e EAD portal
okl Repons (= ' Account Administration
)
!\4’ ookt informat sy sutmmed finamgually o in b Manags your oniing Expenence wim e EAD poral by selecting a landmng page and
- BQOTEGHe) b2 MANAgE worklows of (danis (spusa ifat should oe sddressed M4 recipients of alacronicaily desvered MEss3ges I rEROMS

News Updates

Welcome to the Electronic Apprassal Delrvery Portal

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

AminiEIraos - Home

Jang Smith Company

m ettt

Tips for managmeg your business unils and users:

Ranve Simith Ceenpany
o Users o Clicx on £ ha wiew o 118 180 10 BXp3nd 3n H8m NG Wew RS Contants
8 LenderiDs £ Click an 3 business U Name 1 Manage the Suskness unit
s Relationibps
£ Click on "LSen’ b Manags e U5ers in e bUENASS UL
+ Business Lnits

€ Expand tha “Lisers” item and dick on 3 UsArs name b modify tha usee

- 3
¥ Regutarusers ar displayed in blug <= and Direct integration users are dsplared n grey

= 2 .
T Some user opersbons may not taks effec immackataly. Click on e rEeah Solion on e e 10 reireah i,

8 ViEW.

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.

Tarms of Usse | Piivasy
Electronic Appraisal Delivery Portal

Logout

User Mk JANE_SARTIHT

Adrnintsiraton - Brsmess Gal

Jane Smith Company

%3 Jane Smilk Company

Jarie Srvsth Campary Jani Smith Comgany (Business Und Number RWEST100)
o hen Fename Business Unit
+f LenderIDs

Current Business Unit Mame  Jane Smith Compay
1 Relationshics

Buriries Urits tisnw Tusinass Unit Nnma
o Lendes East

o) Landet Wast Create Chibd Business Usil

s SW Lendes

* Basiness Unil Hame

Debete Dusiness Unit

* Setect Business Unil

* Incicater Reguired indzemation

@ 2015 Varol Real Extate Soiutions

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

page appears.

Electronic Appraisal Delivery Portal

Jane Smith Company Busnpss Lind Number RWES7100)

Rename Business Unit

Current Busmess UnitName  Jane Smits Compay

* faaw Dusinans Unis Nama

Create Child Business Usit

s SW Lendes

* Basiness Unil Hame

Debete Dusiness Unit

* Setect Business unit

* Incicates Required infzemason

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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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

AQMNIITALON - BUSINGTS Ui

Jane Smih Company > SW Lender

Jaese Serih Company SW Lender Business Unit Humber TOORIS1Z]
s Resame Dusiness Unit
B Coptrenl Business Unit Name S Lender
Relationships
Busionss Uity * How Businass UnitMams  HE Lanase
5 Lerder Ea Y
Linda Wt Croste Uhikd Business Uit
* - SW Lender

* St Brsamess e

* Busindss Uni Hame |
Delete Business Unit
Setden Buviness Unit = .

* ingicates Reguired Information

Enter New Business Rename Button
Unit Name

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

Tarma ofLise | Prvacy | Logout
Electronic Appraisal Delivery Portal

Usar i JANE_SENTHT

Admisssration - Dusiness Una

Jane Smith Comany * NE Landsr

s i Swo 58 Sk Lend:

K Smith Com
iglple it HE Lender (Busfiyes L Q82512
4 Users
= Lendet 1% Renasne Bardngus Unit
o Relationshigs Current Businags Unit Name NI Lender

i * Hew BusinesofUnit Name

o Lender Eant

v Lendes West

A Create Chid Dufuness Unit

* Dusiveys Uil Hame:

Dietete Businast Uinit

* Seect Basmegs nit

* Incicates Raguifed information

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.
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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.

Electronic Appraisal Delivery Portal

Unr I AANE_SMTHT

Admunistration - Busingss Uni

Jane Smith Company * NI Lender

Iane Smith Company NE Lend
5 Usen Remame Henamew Unit
Current Dusiness Unit Name NI Lender

* Wi Business Unit Mame

Create Chid Business Unit

EEMAt el e

Delete Business Unit

* St Brsamess e

* Ingicates Required Information

asimess Linit Number: TGOA2512)
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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.

Electronic Appraisal Delivery Portal

=} Search Help Center
ad ai ind racotvs | ankgee Documont File }J Loatn previously submitin appraisal repors for staes updates, comedting Rmviow onfine documantation that offers addrsonal fisid-level infarmation b
Meribfier for pour subsmis sion s miistakes or o suberat adcitional appeaisal reports (i required) enhance your esperience using e EAD portal
okl Repons (= ' Account Administration
)
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- BQOEGHe) 2 MANAgE Worklows of (danis (s5usa inaf should oe sddresed M4 recipients of alacronicaily desvered MEss3ges I rEROMS

News Updates

Welcome to the Electronic Apprassal Delrvery Portal

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

Anminisirates . Home

Jang Smith Company

m ettt

Tips for managmeg your business unils and users:
Ranve Simith Ceenpany
o Users CHCE o 110 118 W1Bw Ot 167 10 BAPSAD 3N BT ANG Wew RS COntants
8 LenderiDs gy Click on 3 DUSINess Lri Name 1o Manage e tusiness unit
s Relationibps

o Pusiness Units

Click on “Users” b manags the users in fe business unit
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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.

Electronic Appraisal Delivery Portal

Tarma efUins | Priaey |

(o

User Mk JAIE_SUITHE
Administraton - lrsaess e

Jane Samilh Company

% Janu Smith Company

Jane Smth Ceempany dane Smith Company (Business Unit Number, RWCET100)

Rensmme Business, Unit

Current Business Unit Mame  Jane Smith Company

* liew Rusinass Unit Name

Create Child Business Usi

* Bwsmess Unil Rame

Debete Business Unit

* Sedect Business Unit

* Ingizates Required infzemanan

©2015 Vuros | eal Extate Soiutions

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

Electronic Appraisal Delivery Portal s 0 JANE SANTHY

vt SR Coropiny | una smieh Company (Fusinass
Lo Hename Bissiness Unit
il Currest fsinass Lini Hama
Relabionhig
Psinacy Uity " M usingss Unil arme
o Lender Lzt
5 Lender Wt Create Child Business Unit =
mdiien * Businass Unit Name
Delete Beriness Unit
* Salect Dusinass Unit | oeiere |

* Indicales Fequined Information

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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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.

Logout

Electronic Appraisal Delivery Portal User i, Jn0e_swiTHy

Aminsiratos - Busmess Unit

Jane Smith Company

| Jane Smith Company (Business Unil Number. RWGAT 100}

Jane Smith Company
8 Useny Hrmame HBuninews Linit
# Lender 10y

Currant fusmans g Hama  lane Smah Company
o Relationahip
" New Bosmess Usit Hame

Create Child Musdnie Uit

* Rusinass Linit Hama

Delete Business Unit

* Select Businiss Hnit

* indcales Regured informiation.

Select Delete Button
Business Unit

Click Delete.
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After you click Delete, a Business Unit deleted successfully message appears.

Electronic Appraisal Delivery Portal

Jama Smith *!Dlmml.,.r.l” Unit Numzsr RWCET109)
Hename Hugmess Unit
Cwment Rusihass Linit Nams  lsse Senith Comspany

* v Busingss Unit Name

Croste (hidBusiness Linit -
AL — - [ |

Dot Buipens Unit

* Galaet Munhans U

= inmates Rehuired information

Successful Message

You can see the business unit (NE Lender) is removed after you click = BusinessUnits {4 close the
navigation structure and then click * BusinessUnits 45 ra_gpen the navigation structure.

Electronic Appraisal Delivery Portal

Administrunes - Dussass Unt

Jana Smith Company

s Users Rename Business Unit
Current Dusiness UnitName  Jane Smith Cempany

* thew Busing-ss na Namo

Create Child Dusiness Unit

* Dasiness Ut ame |
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3 Managing Users

The topics covered in this section include:

e Managing Users Overview
e 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.
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Table 3.1.1 Functionality available by User Role

Functionality Lender Admin Lender User Lender Read- Only
User

Set up business unit structure \

Add users N

Manage users and lender agents \

Submit appraisal data files \ \

Search for appraisal data files N N v
Upload corrected appraisal data files N v

Set up reports N N v
Review reports N N V
Request overrides N N

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

Electronic Appraisal Delivery Portal sar 5 JAME_SMITHY

p— . =) Search
% oivl  unkaue Documont File }J Logats 0t a 5. COMes
s miisk; a
okl Repons (= ' Account Administration
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Welcome to the Electronic Apprassal Delrvery Portal

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

Electronic Appraisal Delivery Portal

Users * First Name * Lt Name * Fmaill Addrew
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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

Administration - Lisers

Jane Smith Compasy

Jame Smith Company e st
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A
Inwite Unes
First Hame * Last Masme: Hursiraevs Uit lane Smith Campary
Ermail Addebrewn Rede
Modity Use
" Select User t [ _tas | suieena |
Trammfes Users -
Restore Users .
* Select
Suspended Users
"indicates Required Infarmation

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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Electronic Appraisal Delivery Portal

Administration - Users

Jane Smith Compasy

Create User

Lae Senith Corparmy

Usen * First Hasme | Pty * Laat Naine: Ryan * Frrail Adideess p_ryang@mangags com

5 Lender s
“UswID P Ryan * Pavswarrdd waasssnes * Role Lender Use
3 Peletionshigs

 Busines Ui T T
N

* First Hame * Last Name Wusminess Unit

Suspended Users

“indicates Required Informabion

Reset Button Create Button

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.

Electronic Appraisal Delivery Portal

User crmaled iy, T e Mect
Jane Sevigh Coenpa et teee y
Users
* Flest Name: * Last Mame: * Emall Addvess
L sone smith
£ jane " Urer 1D * Fassword * Hoke
i [Ema] e ]
Melsticrubips
Business Units
rvite e
* First Name: * Last Namer [ISr—— Jane Smith Compary
* [mad Address * Role
Wity Uses =
Trmmtes Users -
* Setect Users Patty Ryan * Business Unil Selioct Buiitss Uil - [ Toanater |
Restore Users. i
" Select m [ —
Suspended Users
“Inchcates Racuared boemston

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

Electronic Appraisal Delivery Portal

It Lises
* First Hasme * Lirst Masme Hirdrarss Uit Iane Smith Compary
Ermail Adebrews Hele
Madify Uses
St e : T T
Tesrmfes Users =
* Srect Linern * Randess Unit <= Salmt Bussironts Lot - - m
Restore Users &
“setec | petore | omtets peanerey |
Suspended Users
“indicates Required Information

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)
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Electronic Appraisal Delivery Portal

Administration - Users

Jane Smith Compasy

Siwvt ity Corvpivey Epastatisay
Usens " First Mame * Last Name: * Fanal Adderns

% Lender s -
* Uhser 1D " Passward " Role - Salect Rote - -

% Reletionshigs

i e
Imvite User -
" First Mame o * Last Name smith Business Unit lane Smith Compary

* rmail Addars i s@magage com Lender User
e | )

Moty User |

* Sedect Liser - Select Lizes

Tramsfer Users -

" Select Users Patty Ryan * Basiness Unit Select Bupness

- Sedect
Suspended Users

“indicates Required Informabion

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.

Limor 10 JANE_SHITHY

Electronic Appraisal Delivery Portal

Agministration - Users

Jana Smits Company

lane Smih Company =
s Users
~ Frst Name * Last Mame " Emall Address
=l Lender IDy
o Relaticrbvgs * Lhsen [ * Passwered * Rede - Gehect Fode -
lrvite User
* Flest Name * Last Name Busdness Unit fane Snsth Ceenpany
bmad Addry Role
Transter Use
* Select Usery Patty Ryan * Business Undt — Sefect Business Unit - Tramster
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el [ erce ] oot remanes |
Suspended Uers
‘Inacalss Redurad indumaton

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.

Electronic Appraisal Delivery Portal sar 5 JAME_SMITHY

= Submit Appraisal ~ Search Help Center
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News Updates

Welcome to the Electronic Apprassal Delrvery Portal

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

AminiEIraos - Home

Jang Smith Company

Tips for managmeg your business unils and users:

Ranve Simith Ceenpany

£ CIoEon 1IN ha view 0 e 197 10 XPGNAT 30 B8 ANG Wew 1S COntants

ol Users
8 LenderiDs £ Click an 3 business U Name 1 Manage the Suskness unit

s Relationibps
£ Click on "LSen’ b Manags e U5ers in e bUENASS UL

o Pusiness Units

€ Expand tha “Lisers” item and dick on 3 UsArs name b modify tha usee

- 3
D Regutarusers are displayed in blue = and Direct integration users are dsplayed in grey

= 2 >
T Some user opersbons may not taks effect immackataly. Click on e rEEIh Solion on e 18N 10 reireah e Vew.

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.

Teirms of Use | Pravecy Logout |
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Administration . Lsors

Jane Smth Compasy

* First Hame * Last Mame * Emadl Aabdress

* U 1D [ * Role Select Role -

L:ﬂ:lrrms- A

Pelstionchips Invite User

s Bupeess Uity =
* Hirst Name: * Last Mame Business Unit Lassa Semith Company

* Select Users Patty Ryan * Wsiness Uit Seieot Business Unit -
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" setec | _nestore | oot permanai |

Susperded Users

“Indicates Required Informabion

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

Electronic Appraisal Delivery Portal

* First Hasme: * Lt Hasme Hursiraevs Uit Innvt Smith Company

Madify Use

Seect e : T T
Tesmsfes Users =
* Sirbmet Linaes * Randeuess Unit = Saluct Rusensst et - - m
Restore Users A
“setec | petore | omtets peanerey |
Suspended Users

“indicates Required infarmation

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.

s | ey IR

Electronic Appraisal Delivery Portal User [0 JAKE_SHITIH

Jane Smith Compasy

Jome Smith Company st L
3 Uhers * First Mame * Last Name ~ Lmnadl Address
3 Lendes Dy e
User 1D * Paswword Rete Selnct Rsibe -
3 Relstionships
Invite User
* First Mame * Lkt Mame Business Unit Hane Smth Company
* Emall Address * Role Selext Roke
Mudidy U ~
J
Tramafes Unery -
et lien BT S et Biiness Ui - [ tramstor |
T S
Restere Users -
sunct [ eeee ] v ermaneny |
Sanpended Users
“dicates Regquined Infarmation

Select User

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.

Electronic Appraisal Delivery Portal

Administration . Uisers

Jane Smith Company

{ase St Compary e
Users * First Nasne * Lant Name © Fenl Addelreas
L oty ityun
s s * Uenr 1D * Paseward * Role Select Rele
& Jane Srath
Lender IDs
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 Hrst Name Last Mame HBanamess Unit lase Senith Company
Lancher Eact
o Users * Ermail Addrew Role [ -
= Busin s Linits
Modify User -
Lender West
Tramfer Users -
* Select Lsers [Patty Byun ] * Dusiness Lint |- Sl
Lender West “
Restare Uhsers +
Suspended Users
“indicates Regquired information
fyiros

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

Electronic Appraisal Delivery Portal

Invite User
* Firet Mama Laet Hamn Mustinee Uit Iane Smith Compasy
Eimall Addcess Rete
T .
rrdee it Modity User =
Sl e T T
Tramsfer Users -
“SelectUsers | Palty Ryan * Business Unit -~ Select Dusiness Uni - . | ranaser |
Restore Users L
" Sedec | estors | Oolete P |
Sanpended U
"ndicates Required information

Successful Message

Transferred users receive an email from ead-noreply@veros.com notifying them of their transfer to
another business unit.

. ________________________________________________________________________________________________________________|]
FHA EAD Lender Admin Guide Page 49 of 95 Version 1.3.2 5/18/2017



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.

Logout |

Electronic Appraisal Delivery Portal et 1% JANE_SMITHT

Madify User
St T BT
Tramster User -
* Sefect Users * Dusiness Unit -- Sebect Dutiness Uit - | rransrer |
Restore Lhers -
“Setct e Ty
Suspended Users

“Indicstes Required information

User Transferred to
child business unit

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

Electronic Appraisal Delivery Portal o 10 JANE._ SARTHY

Anminisiratcs . Home

Jang Smith Company

Tips for managing your business unils and users:

Ranve Simith Ceenpany
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s Relationibps

o Click on "Usens” to manage e useds in e Susinass unit
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€ Expand tha “Lisers” item and dick on 3 UsArs name b modify tha usee

- 3
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= 2 >
T Some user opersbons may not taks effect immackataly. Click on e rEEIh Solion on e 18N 10 reireah e Vew.

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.

Teirms of Use | Pravecy Logout |
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s Bupeess Uity =
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" setec | _nestore | oot permanai |

Susperded Users

“Indicates Required Informabion

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

Electronic Appraisal Delivery Portal

Usens * First Hame * Last N * mad Addrews
L PattyRyan
Sl e 1D S * Role - Select Aole - -
L hureSemith
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Lender s
Felationships Inwine User
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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.

toims oty | vy [ Logewt |

Electronic Appraisal Delivery Portal User 01 JANE_SMTHY

* First Mame * Last Mame Business Unit

Madify User

elect User

Transfer Users.

* Businss Uit -- Seect Dusinest Unit - | reanater |

* Sebect Users

Restore Users

| T

Seprnded U

*Indcalis Raquined infamation

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.

User I0: JARE_SMITHY

Electronic Appraisal Delivery Portal

Adimmistiation . Modify User

Jane Smith Company » Patty Ryan

Jane Sminh Company

First Mamn Patty Last Mame Ryan

o Ahens
& Patry Ryan User 1D rmail Addrev poryanmodgage com

S [ vpane |

\ e th
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Change User Paswward/Unlock Acceant

o Relsticnthipe | =
S — v | it

o Butiness Units

“indicates Required information

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

Logout |
Electronic Appraisal Delivery Portal JAMNE_SMITIY

Administration - Modify User

Jane Simih Compasy > Palty Ryan

[dit Unurs

First Hame Patty Last s Ryan Rale Lender Read-Only User =

User 1D Trmall Address p_ryan@mengsge com

£ i teninh A
=)

2 Lo Bs
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o B ity “ew Password “Retype Mew Fassword R

“indicates Required informabion |

Select Role Update Button

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

Electronic Appraisal Delivery Portal

ation - Modify User

Jane Smith Company > Palty Ryan

Patty

Last Mame Jyan ke
[T Emall Address »_ryan@morgage com
Relationch || Change User Password/Unkock Abcount
=i~ Bunireess Uests |

| M Passwwied “Rtygm New Panvaond
| "macates Requred intormiaton

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

Teirms of Use | Pravecy Logout |
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After you select Users from the left navigation bar, the Administration — Users page appears.
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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.

Electronic Appraisal Delivery Portal
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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.

Electronic Appraisal Delivery Portal

Adminisiragea - Moty Usar

Jana Smith Company » Patty Fysn

User Detaits -
Fiest ame: Patty Last Name: Ryan Fole L U
User ID Lol Addrens B_ryan@mengage com
1 jane,
Lender 105
Change User FasswordLinkock Account -
o Redationships ok
o Musines Units “New Passward “Retyps ew Password [ com | coranmosn pccowr |
“Indicates Required information
/
-

Edit Users

FHA EAD Lender Admin Guide Page 62 of 95 Version 1.3.2 5/18/2017



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.
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After you click Save, Password changed successfully message appears.
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Successful Message

Be sure to provide the user with the password you changed. The EAD portal does not
send the temporary password.
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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.
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After you select User and Business Unit Administration, the Administration - Home page
appears.
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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.
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After you select Users from the left navigation bar, the Administration — Users page appears.
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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.

Electronic Appraisal Delivery Portal

* First Hasme * Last Hasme Hustirsevs Uil Isnve Smith Campany

* Sebect Users Patty Ryas h * Dusiness Unit

Modify Users Select Users Suspend Button
Section

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

Electronic Appraisal Delivery Portal User 0 JANE_SMITHY

Admintsirancs . Usars

Jana Smiih Company

Jane Smith Company

* First Name * Last Name * Imall Address.
* User 1D * Password " Role
+i° Business Units
it Lt
* First Hame * Last Hase Businems it Iine Smith Company
* Emnadl Address Role e
I T
Mty User

* Select thers * Bursmerss Unit Selext Bustaness Uret - | reannter |

Restore Users.

Suspended Users

“indicates Required Information

Users

FHA EAD Lender Admin Guide Page 71 of 95 Version 1.3.2 5/18/2017



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

Losgout

Electronic Appraisal Delivery Portal b AANE_SMITHY

Users * First Name * Lt Name * Fmail Addrew
& Jane smith
% “ User 1D * Password Rok
e
Resationships
Business Units lorwitr Uher
* First Name * Last Hasne Huminews Lnit Jaeve Senith Comgpany
* Frnail Addren Resde
Medity User
" Select User [ o | suspona |
Transter Users
" Select Users ~ Business Unit == Select Bunness Una - Transfer
Restare Users
*Select T — [ iestore | Betete Feemaceri |
Sur Lsers
“Incicates Required infermation

Restore Users Suspended Users Restore Button Delete Permanently
Section Button

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

Electronic Appraisal Delivery Portal

Usir I JANE_SRTHY

Jang Smith Company

Tips for managmeg your business unils and users:
Ranve Simith Ceenpany

ol Users

Cilck on Cin the view on e 1efl 1o sxpand an fem and wew 5 contents.

s Lender D3

gy Ciick o 3 business it name % manage the business unit

rbep

e 0n “LISArs” b Manags e USees in e Susiness unit
Expand ine “Uisars* item and dick on 3 Users nama i modily hat usec
3
Regutar users are displayed in blue < and Direct integration users are dsplayed in grey

L
SOM USEr DREratens May nol iaks efec immaciataly. Click on e relfaan Sotion on e 1R " 1o refresh e view.

FHA EAD Lender Admin Guide

Page 77 of 95 Version 1.3.2 5/18/2017



2. From the Administration — Home page, click Relationships in the left navigation bar.
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After you select Relationships from the left navigation bar, the Administration - Relationships
page appears.
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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.
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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.
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After you select User and Business Unit Administration, the Administration - Home page
appears.
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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.
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After you select Relationships from the left navigation bar, the Administration - Relationships
page appears.
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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.
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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.

I Logout |
Electronic Appraisal Delivery Portal st 10: JANE_SMITHY

v Lendes Ds Businens fanh S Comgany * Loader Ageat

)

£

Busness Lind Hummbe
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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.
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After you select User and Business Unit Administration, the Administration - Home page
appears.
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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.
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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.
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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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f B
Message from webpage LJﬁ

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

OK J | Cancel

To complete the update, click OK. Relationship Status updated successfully message appears.
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The Current Relationships section then shows an “Inactive” status for the lender agent.
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You can also change the status from “Pending” to “Cancelled”, if the invitation request is in
“‘Pending” status.
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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.

« 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

e 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. Identify the Business Unit Number
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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)

Electronic Appraisal Delivery Portal

e remaryfusmass e usinsss Ut wemear a0 ———  Primary Business Unit Number
. Hename Buiness Uit
Cwrment Business Unit Name  Brimary Butswss Unit

o Butinass Loy * Mevw Business Unit Name

Create (hld Business Unit

* Musinass Unis Hama

Debrete Business Unit

* Salect Dusiness Unt

= ingicabes Fiequired Information

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:
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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:

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

amiar o Lins | Py pyTres

Electronic Appraisal Delivery Portal Uner 0 4abE_saamig

Agministration - Deninass Unit

Primary Businass Unit

y Busineess Uiz

Primary Business Unit Business Unit Number RWCET100)
Rename Husines i
Currani Dusiness Uni Hame  Primasy Business Unit

* Miow Businens (nd Hame

Create Child Business Unit

* Business it Harme | cssaa)]

Dedete Aumines Usit

* Select Business Unit

* Incicates Reguirsd infarmation

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)

o 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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Admunistration . Modify Usar

Pramary Dusness Uss = Jane Smith Company

“Hew Passwond “Retype Hew Pasword L_ome ] s

DI User ID New Password Retype New Password Click Save

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