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Document Revisions

Date \Version Change
7/25/2014 1.0 e Created FHA EAD Lender Agent Admin User Guide
1/9/2015 1.1 e Added “FHA” in the user guide title

e Added “FHA” before the words “EAD Lender Agent Admin User Guide”, “EAD General
User Guide”, and “EAD Lender Admin User Guide”.

e Made changes to “What'’s in the manual?”
o Merged Section 5 with Section 4
o Added Section 7: Direct Integration User Registration

e Changed email address of invitation sender in section 1. Registering with the FHA to
become a Lender Agent.

e Made changes to the Note below Figure 2.1.5.

e Made changes to the text below Figure 3.0.5.

e Changed email address of email sender to ead-noreply@veros.com in section 4.
Managing Lender Agent Users.

e Added section 7. Direct Integration User Registration.

3/3/2015 1.2 e Made changes in section 6.1.
e Made changes in section 7.

9/17/2015 1.3 e Added “or Unlocking Accounts” to item “Changing Passwords” in section 4. Managing
Lender Agent Users.

e Changed section 4.5 to “Changing User Password/Unlocking a User Account”.

e [Edited some text in section 4.5.

e Made changes in section Additional Assistance — remove “(accessible after you log in to
the EAD portal)”.

4/25/2017 1.4 e Section 1.1: Added Note that a user is allowed only one access per user name
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Introduction

What is the Electronic Appraisal Delivery Portal?

The Electronic Appraisal Delivery (EAD) portal 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 the previously submitted appraisal data files,
clear the hard stops, and view the reports.

Who should read this manual?

The FHA EAD Lender Agent Admin User Guide is for the lender agents with administrative access
(referred to as the Lender Agent Admin or LAA).

The Lender Agents are the third-parties who can upload the appraisals to the EAD portal on behalf of
a Lender Admin. The relationship is initiated by a Lender Admin using Veros website.

Once a Lender Agent completes the registration process, the LAA can:

e Perform the same functions as a Lender User (see FHA EAD General User Guide) and a
Lender Admin with the exception of inviting other Lender Agents into relationships (see
FHA EAD Lender Admin Guide)

e Manage users

e Manage business units

e Manage relationships between users and business units

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

=  Section 1: Registering to become a Lender Agent explains how the lender admin completes
the registration process on your behalf in order to become a lender agent.

®  Section 2: Establishing Relationships with Lenders explains how you link to the lenders after
receiving an invitation to become one of their lender agents.

= Section 3: Managing Your Lender Relationships explains how and when to change the status
of your lender relationship from Pending, Active, or Declined.

= Section 4: Managing Lender Agent Users how to add, modify, transfer, restore, and delete the
users in the lender agent organization.

= Section 5: Managing Your Business Unit(s) explains how to create, delete, and modify the
business and child business units within the lender agent organization.
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= Section 6: Managing Child Business Unit Relationships explains the steps to delegate
(assign) and un-delegate (un-assign) the relationships to child business units in the lender agent
organization.

= Section 7: 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. Registering with the FHA to become a Lender Agent

If a Lender Admin chooses to work with a Lender Agent Admin, the Lender Admin should fill out
FHA'’s Electronic Appraisal Delivery (EAD) Portal Lender Agent Registration Form at the Veros
website to submit a request to allow the Agent company access to the EAD portal and submit the
appraisals on their behalf.

When Veros processes the request form, the Lender Agent Admin receives the EAD portal email
invitation from ead-noreply@veros.com to complete the registration process.

1.1Registering with the EAD portal

After the Lender Admin completes the registration process from the Veros website, you receive an
email invitation to create an EAD portal user account for your lender agent company, as shown in the
Figure 1.1.1. Click the embedded hyperlink to continue the registration process.

Figure 1.1.1 EAD portal Registration Invitation

Sent: Tue 2/24/2015 216 PM

https://uum-ga.electronicappraisaldelivery. con/VAMAuthUtility/SelfRegistration.aspx?hash=CEBawzZDRYVCNI%2F4VEPYrhOobuYiB CLDZK] 1080 tU648 FygQZrA{6vh7FND1XXgFGTYb0a2N3ANp abDUUArE%
5CZ4BOSFXXDMIUUO6XsCIEEaCAOrmBIMNIILy 82

2bUMHI TADKY If23Q0sbonPmRAHQST:

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. =
Please contact the FHA Resource Center at (888) CALL-FHA (225-5342) with questions regarding the setup of your account. H

You are then directed to the Self Registration page shown in the Figure 1.1.2.
To self-register and create your EAD portal user ID and password, follow these steps:

1. Complete all required entry fields marked with a red (*) asterisk. These are:

e *First Name

e *Last Name

e *Preferred User ID (which must be retyped in the next entry field)
e *Password (which must be retyped in the next entry field)

2. Click Create.
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NOTE: Passwords cannot be the same as the user ID and must be at least eight characters, using at
least one alphabet, one digit and one special character. For more information, see Appendix A:

Password Strength Rule.

Note also that 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 1.1.2 Self Registration Page

Electronic Appraisal Delivery Portal

Self Registration
* First Hame
“Preferred User D

Joa_Smah

* Password

“Last Name
Semath

“Retype Preferred User
Jos_Smiah

* Retype Paaswond
sarnane

Agent Admm

The message “Thank you for registering with EAD” appears on the page in green, as shown in the

Figure 1.1.3.

FHA EAD Lender Agent Admin Guide
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Figure 1.1.3 Self Registration Success Message

Electronic Appraisal Delivery Portal

Registranen Successhl

Thonk yeu for registeriag with CAD. As smail Nas boan seet weih metructions foe you 10 1og in and use CAD.

‘V'
L

You then receive a new email with another hyperlink (shown in the Figure 1.1.4) to validate your
email address. To continue the registration, follow these steps:

1. Click the hyperlink in the email.

Figure 1.1.4 Email Validation

From: ead-noreply@veros.com
To Joe_smith@mortgage.com

cc

Subject: EAD Portal New User Email Verification Required

Sent: Tue 2/24/2015 221 PM

Your Electromic Appraisal Delivery (EAD) portal user sccount has been created. Ple:

EAD portal User ID: jos_snith

hbbps: //wyv-ga.electronicappraisaldelivery. con/ValAuthEnforcer/VAHAuthEnf orcer  asps

as= click on the link below to log into the E&D portal, validate youwr e-nail address, and cowplete your EAD portal registzation

?hash=c1d=809f658221196 1§ 0082923e1c206 3hd,

Please contact the FHA Resource Center at (800) CALL-FHA (225-5342) with question

NOTE: Prior to logging into the EAD

s regarding the setup of your account

portal, you can click the Favorites button on your Internet

Browser tool bar to save the website as a favorite bookmark.

2. Log in (as shown in the Figure 1.1.5) using the user ID and password you created in the Self
Registration page in the Figure 1.1.2.

FHA EAD Lender Agent Admin Guide
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Figure 1.1.5 Login Page

Electronic Appraisal Delivery Portal

WARNING: This system contains US. Government Data. Unavtborized mse of this system iy prohibited T
et

Misuse of Federal Information ar this Web site falls under the provisions of Title 15, United States Code, section 1030 This law specifies penalties for tnmthorized access, excesding muthoried access, akeration,

damape or destruction of mformation residing on Federal Compaters “Password

This compuer system, inchading all related squpment, networks, and network devices (specifically inchuding Internet access) are provided anly for muthorized U 5. Government e, U § Goverment conuer
systems may be maonitored for all bl purposes, inchuding to ensure that their use is authorized, for managensent of the system, to facilitate protection agains uantharized access, and fo verify seourity procedures,
survivabity, end operational security. Monitoring inchdes active attacks by suthorized 1S, Government cnlies o test on verify the securiy of s system. During mosstoring, iformation may be cxamined, recorded,
copied and ied for autborized pmpose AD nformation. inchdig persona & jon, placed or sent over this system may be wonitored. the FHA Resource Canter at (B00) CALL-FHA (225-5342)
or email answersshud ooy

Having trouble logging in? Plaase contact

Use of this computer system, authorized of unauthorized, constitutes consent to monitoring of this system. Unauthorized use may subject vou 1o criminal Evidence of ized use collected during
moestoring may be wsed for admniserative, criminel, or other adverse action. Use of this system constites consent to monitoring for these purposes.

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

[ Acceptandiogin |

News Updates

Welcome to the Electronic Appraisal Delivery Portal.

After you log in, the Terms and Conditions page shown in the Figure 1.1.6 appears. To validate your
email within the EAD portal, follow these steps:

1. Read the Terms and Conditions.

2. Click “I Accept.” If you do not accept the Terms and Conditions, you receive an error message
stating “You must accept the Terms and Conditions before you use the EAD Application”

Figure 1.1.6 Terms and Conditions Page

Electronic Appraisal Delivery Portal - [ togwt ]

User I0x JOE_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 s this Web site falls undler the provissons of Title 18, Ursted States Code, section 1030, Thes low speciies penalties for enmuthorized access, exceeding mithorired access, alteration, damage or destruction of information residing on Federal Computers.
This compaer system, inchoding all relnted equipment, petworks, and petwork devices (specifically inchading Internet access) are provided oely for mthorized US, Government use. U S, Government computer systems may be monitored for 2 Ll 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 o unmsthorized, constitutes consert to monitaring of this systen. Unauthosized use may subject you o criminal prosecution. Evidence of unmstharized wse collected during monioring 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

Voo WotAccest [ | Acog

- ____________________________________________________________________________________________________ ]
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To finish the registration process, you must set up Challenge Response Questions (shown in the
Figure 1.1.7). Follow these steps:

1. Select three separate questions from the six provided on the dropdown.
2. Enter the answers for each question.
3. Click Submit to register the questions and answers in the system.

Figure 1.1.7 EAD - Challenge Response Questions

Electronic Appraisal Delivery Portal

User I JOE_SMITH

EAD - Challenge Response Questions

Plense select and answer three of the following questions. These amswers will be used il you need o resel your password

anawar

You are then directed to the Create Business Unit page, as shown in the Figure 1.1.8. Click the
click here to create Business Unit hyperlink for the EAD portal system to create your business unit.

The business unit is an EAD portal organizational structure that allows you to manage users,
relationships and accessibility of different user roles (lender agent admin, lender agent user, lender
agent read-only user). It also enables you to define subgroups (subordinate business units) within
your organization for ease of use and management of activity.

- __________________________________________________________________________________________________|]
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Figure 1.1.8Create Business Unit Page

Electronic Appraisal Delivery Portal

Create Bsness Unil

Wiebcome, Joe Smith. You afe the Rrst regrstrant from JCP, Please (ack ety 10 Ut 0 teating a B unit far your

The Business Unit Creation Successful page shown in the Figure 1.1.9 informs you that the business
unit was successfully created. Click the log out hyperlink to continue.

Figure 1.1.9 Business Unit Creation Successful Page

Electronic Appraisal Delivery Portal

Log in to the EAD portal (as shown in the Figure 1.1.10) using the user ID and password you created
in the Self Registration page in the Figure 1.1.2.

- __________________________________________________________________________________________________|]
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Figure 1.1.10 Login Page

Electronic Appraisal Delivery Portal

WARNING: This system contains US. Government Data. Unavtborized mse of this system iy prohibited T
et

Misuse of Federal Information ar this Web site falls under the provisions of Title 15, United States Code, section 1030 This law specifies penalties for tnmthorized access, excesding muthoried access, akeration,

damape or destruction of mformation residing on Federal Compaters “Password

This compuer system, inchading all related squpment, networks, and network devices (specifically inchuding Internet access) are provided anly for muthorized U 5. Government e, U § Goverment conuer
systems may be maonitored for all bl purposes, inchuding to ensure that their use is authorized, for managensent of the system, to facilitate protection agains uantharized access, and fo verify seourity procedures,
survivabity, end operational security. Monitoring inchdes active attacks by suthorized 1S, Government cnlies o test on verify the securiy of s system. During mosstoring, iformation may be cxamined, recorded,
copied and ied for autborized pmpose AD nformation. inchdig persona & jon, placed or sent over this system may be wonitored. the FHA Resource Canter at (B00) CALL-FHA (225-5342)
or email answersshud ooy

Having trouble logging in? Plaase contact

Use of this computer system, authorized of unauthorized, constitutes consent to monitoring of this system. Unauthorized use may subject vou 1o criminal Evidence of ized use collected during
moestoring may be wsed for admniserative, criminel, or other adverse action. Use of this system constites consent to monitoring for these purposes.

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

[ Acceptandiogin |

News Updates

Welcome to the Electronic Appraisal Delivery Portal.

You are then directed to the EAD portal Home Page shown in the Figure 1.1.11.

Figure 1.1.11 EAD portal Home Page

Electronic Appraisal Delivery Portal

= Submit Appraisal Search Help Center
—
;—& Upioaa apprassad eats inta the EAD poral and razehve 3 smigus Dacument Fite J Lozats pravi UBMEIRG Appraa s tates UpAEs, cOmecting Reiew onling docws oflers
3O TOr FOUT SUBMISSION istaies of 1o SUBAIE 008l 0peaisal FOpOrS OF requined) onNaNce your dxperiancs using e EAD pona
okl ) Reports Cy . Account Administration
Q’ Rscass inform smimas parts (nawidunlly o in } MNAGS your Bnling BXpaniance with ine EAD partsl by selscling 3 Lindeg pags snd
— angieastel o manage workfiows of Iguntey is5ues Ihal should be a0dressed e recipients of slecronically dewred messa0ws #nd reports

News Updates

Welcome 1o the Electrome Apprasal Defvery Postal

Your company hame now appears on the Lender Agent drop down list under Account
Administration - User and Business Administration tab.

- __________________________________________________________________________________________________|]
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2. Establishing Relationships with Lenders

A Lender Admin can establish a relationship with the Lender Agents by sending an invite from the
EAD portal. The Lender Agents cannot send an invitation to a Lender Admin to establish a
relationship.

2.1Accepting an invitation from a Lender to be their Agent

To review and accept an invitation from a Lender Admin to become a Lender Agent, follow these
steps:

1. To review the pending invitation, click the hyperlink in the email (as shown in the Figure 2.1.1).

Figure 2.1.1Invitation Email

From: ‘ead-noreply@veros.com Senti Tue 2/24/2015 10:55 AM
To: joe_smith@mortgage. com

o

Subject: EAD Portal Lender Relationship Invitation

» I

You have received an invitation from 2 lender administrator at Jane Smith Company to submit on behalf of business unit Jane Smith Company. As a lender agent administrator, you will need to review and accept this invitation before it
will become effective.

Please click on the link below to log into the Electronic Appraisal Delivery (EAD) portal to review your pending lender agent relationship invitations on the User and Business Unit Administration screens.

https://wei-ga.electronicappraisaldelivery.com/VAMAuthAdmin/AdminStartPage. aspx

Please contact the FHA Resource Center at (880) CALL-FHA (225-5342) with questions.

2. Log into the EAD portal on the page shown in the Figure 2.1.2 using your user ID and password.

Figure 2.1.2 Login Page

Electronic Appraisal Delivery Portal

WARNING: This system contains US. Government Data. Unavthorized use of this system is probibited

Misuee of Federal Information ar this Web site falls under the provisions of Tifle 15, United States Code, section 1030 This law specifies penalies for unomthorized access, exceeding muthorred access, akeration,
damage or destruction of nformation residing on Federal Compaters Password
This computer system, achading all related equpment, networks, and petwork devices (specifically inchading Iternet access) are provided auly for muthorized U S, Government e, LS. Government conpiter
systems mary be manitared for all bl purposes, inchading to ensure that thesr use is autharized, for managensent of the system, to facilitate protection against wantharized access, and io verify security procedures,
survivability, and operationn] security. Monitoring inchydes active atiacks by suthorized U.S. Gevernment enbiies to test or verify the security of his system. Dhring momoring, information may be examined recorded,
copied and tsed for authorized prposes. Al information, inhiding personal i son, placed or sent over dis system may be monitored the FHA Rescurce Center at (B00) CALL-FHA (225-5342)
or email argwersEhud oo

Having trouble logging in? Plaase contact

Use of this companer system, authorized or unmsthorized, consteutes consent to menitoring of this system. Unauthorized use may subject vou to criminal Evidence of ized use collected during
moitoring may be sed for adminiserative, criminal or other adverse action. Use of this system constitges consent 1o moeitoring for these purposes

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

Accept and Login |

News Updates

Welcome to the Electronic Appraisal Delivery Portal.
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3. On the EAD portal Home page, click the Account Administration tab and select User and
Business Unit Administration (as shown in the Figure 2.1.3).The Account Administration tab on
the Home page is where the LAA manages its relationships with the lenders, business units, and

users.

Figure 2.1.3 Account Administration — User and Business Unit Administration

Electronic Appraisal Delivery Portal

4 1 PRaceive informalion on previoualy subritied apprafssl reports (individusly of in
_ galn) ety ks sup: asdrased

News Updates

Welcome to the Electrome Appraisal Debvery Portal

Search 0 Help Center
ocal oo 3, commecting Fenew onime
sta dmonsl appr rac

User and Business
Unit Administration

NOTE: The User and Business Unit Administration feature is not available through the Account
Administration icon on the Homepage; it is only available via the Account Administration tab

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

Electronic Appraisal Delivery Portal

Administration - Home

Lendor Agent_Simith

mifih

l managing your business units and users

Lender Agent Smah

Click on L in the wéew on Be beft io expand an ilem and ew its contents

2 Usens

= Relstionships

Click o1 3 SUBINESS LNIt NEME k2 manags i
+ Butiness Uinits
o Chck on "Users” b manage e UBArE in e Esiness uni

o Eapand e "Uers” IIBm and chick on 3 UERFE AAMS 10 Moy hat ussr

Reguiar upers are displaped in bkup &= and Direct Inbegration usars e displayed in grey &

D Seems usar operaicns may nol tais et immeciately. Cick on e refresh buion on the 18R ' b rerash e v

4. From the Administration — Home page, click Relationships in the left navigation bar.
NOTE: Click the * sign to display all relationships you have with lenders.

Figure 2.1.4 Administration — Home Page

T e
Electronic Appraisal Delivery Portal s I0: JOE_SMITH

Agministration - Homa

Lander Agent_Smith

m i

Tigrs for mamaging your barsasess units and osers:

Levides Agent_Simith

Users £ Chok on 3N o viw o Me lal B 812300 0 B and Wew &5 confsnts

Relsticnzhips

Lendger East

Lendier Weat

B T ‘ Sery name B modedy that user.
2 Regular users are daghayed in blue & and Dired begration users are displayed in grey

D Same user sperations may not ke efed immadataly, GICK o the nefreah butian on e e 5 1o refresh M view

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

Electronic Appraisal Delivery Portal

\Update a Relationship
Users
* Select Filationship Select Relatirubap - Status

o B Uns “change states To

Current Relationships

Lender Bumness Ut Mame

5. Select the lender who sent the email invitation. The Administration-Relationship Details page,
shown in the Figure 2.1.5, appears.

Review the information, and click either Accept or Decline. The details displayed are:

e The inviting Lender’s Business Unit Name

e The inviting Lender's Name

¢ Relationship Name (a combination of the Lender's Name/your Agent’s name)
e The relationship Business Unit Number

e Status of the invitation

- ________________________________________________________________________________________________ ]
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Figure 2.1.5 Administration - Relationship Details — Pending Status

Electronic Appraisal Delivery Portal

Admanistration - Relatoashin Detals

Lundor Agent_Smith > Jang Smith Company-Lender Agent_Smih

Render Agent_ Smith

3 Whets You have recesved an imdlation $ram Jane Smith Company
P | occune | accest |
Jane Smith Comgany
Lender et
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Lender Went
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Compan, L
Lender I0s
FHA

After you click Accept, the status on the page changes from Pending to Active as shown in the
Figure 2.1.6.

NOTE: The invitation does not expire. It remains in Pending status until you accept or decline it, or
until the lender who sent the invitation changes it to “inactive.”

- _________________________________________________________________________________________________ ]
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Figure 2.1.6 Administration - Relationship Details — Active Status

Electronic Appraisal Delivery Portal

Admunistration - Relaticashio Detals

Lender Agent_Smih

2 Useny

Relstonshi

If you click Decline, the status of the invitation changes to Declined on your Relationships page as
shown in the Figure 2.1.7 and on the Relationships page of the lender who invited you to be an
agent. The relationship no longer shows in your tree as an active relationship, but continues to
display on the Relationships page with the status of Declined.

NOTE: If you decide at a later time that you would like to accept a relationship with this lender, the
lender must send you a new invitation. The old invitation cannot be reactivated once it has been
declined. If a new invitation is sent, it is assigned a new relationship business number.
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Figure 2.1.7 Administration - Relationship Details — Declined Status

¥ sy Logau
Electronic Appraisal Delivery Portal st 0 JOE_SHAITH

Agminitration - Retationship Detaits

Lnder Agent_Smith > Jase Sith Company-Lender Agent_ Smith

Lender Agent_Smih
o Uy
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LenderMame Rl onskip Name Eurymess Lint Mumaer

2.2 Viewing Lender IDs

To view your Lender ID, follow these steps:

1. Onthe Home page, click the Account Administration tab and select User and BusinessUnit
Administration from the dropdown menu as shown in the Figure 2.2.1.

NOTE: The User and Business Unit Administration feature is not available through the Account
Administration icon on the Home page, only via the Account Administration tab.

- __________________________________________________________________________________________________ ]
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Figure 2.2.1 Account Administration Tab — User and Business Unit Administration
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appears.
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2. From the Administration — Home page, click Relationships in the left navigation bar as
shown in the Figure 2.2.2.

NOTE: Click the * sign to display all relationships you have with lenders.
3. Click the Lender name in the Lender Agent tree to open the Administration Relationship
Details page for that relationship.

The Lender ID is displayed in the Lender IDs section, as shown in the Figure 2.2.2.

Figure 2.2.2 Lender ID

Electronic Appraisal Delivery Portal

LenderBumens UnitMame  Lender Hame Felationship Hame Buainess Unit Hamber stav

L5600

Click on Lender ID Lender Details
Lender Name
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3. Managing Your Lender Relationships

As the LAA, you can change the status of your relationship (Pending, Active or Declined) with a
lender. Follow these steps:

1. Onthe Home page, click the Account Administration tab and select User and Business Unit

Administration from the dropdown, as shown in the Figure 3.0.1.

NOTE: The User and Business Unit Administration feature is not available through the Account
Administration icon on the Home page; it is only available via the Account Administration tab drop
down.

Figure 3.0.1 Account Administration — User and Business Unit Administration

Electronic Appraisal Delivery Portal
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News Updates

Welcome 1o the Electronic Appeaisal Delivery 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 e I0: JOE_SMITH

Lender Ageni_Smith

Lender Agent_ Smah
3 Uhens
s Relationthips

3 Business Units

2. Onthe Administration - Home page, click Relationships in the lender agent tree as shown in
the Figure 3.0.2. The Administration - Relationships details page shows all the relationships
you have with lenders.

The list of Current Relationships, shown in the Figure 3.0.2, contains the following details:

e The inviting Lender’s Business Unit Name

e The inviting Lender's Name

¢ Relationship Name (a combination of the Lender's Name/your Agent’s name)
e The relationship Business Unit Number

e Status of the invitation

- ________________________________________________________________________________________________ ]
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Figure 3.0.2 All Relationships Details
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3. Inthe Update a Relationship section of the page, shown in the Figure 3.0.3, select the lender
from the Select Relationship dropdown to display the current status of the relationship selected.
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Figure 3.0.3 Select a Relationship

Electronic Appraisal Delivery Portal

* St Hetatonship

"Change States To

Current Relationships

Select Relationship Relationship Status

4. From the Change Status To dropdown (see the Figure 3.0.5), select your desired status. Table
3.0.4 lists the statuses.

Figure 3.0.4 Change Status Options

Current Change Options
Status
Pending Active to accept the invitation to become the lender’s agent.

Decline to decline the invitation.

NOTE: If you decline the invitation, the lender must send a new invitation if you want
to establish a relationship at a future date. See Section 2 for more information about
establishing relationships with lenders.

Active Decline to decline the invitation.

5. Click Update.
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Figure 3.0.5 Select a Relationship Details

Electronic Appraisal Delivery Portal

\Update a Relationship
* Select Filationship

"Change States To

Select Relationship Relationship Status Update Button

If you decline a relationship and click Update, you receive a warning message shown in the Figure
3.0.6 before the status is updated in the EAD portal.

Figure 3.0.6 Status Change Warning (if declined)

Message from webpage I.i_:hJ

_..x.l Declining this relaticnship will prevent your company from submitting,
' updating, or viewing submissions for Jane Smith Company. This action
cannot be undene. Are you sure you want to proceed?

| ok || Cancel
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When the status is changed, the message “Relationship status updated successfully” appears in
green at the top of the page, as shown in the Figure 3.0.7.

Figure 3.0.7 Relationship Status Updated Successfully Message

ma ot s | Prvaey [ e

User I JOL_SHTIH
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4. Managing Lender Agent 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

4.1 Managing users Overview

In the EAD portal, authorized Lender Agent Admin is responsible for adding and maintaining
information about the users in their organization. Table 4.1.1 lists the functions that Lender Agent

Admin can perform.

Table 4.1.1 Lender Agent Admin Functions

Functionality

Description

Adding Users

Enables you to create or invite a lender agent admin, or lender agent user,
or lender agent 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 lender agent admin, lender
agent user, and lender agent 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
is account 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.

Lender Agent Admin is the only user authorized to manage the access rights for individuals in an
organization. Table 4.1.2 explains the functionality available to different user roles that you must
consider carefully when adding or updating user information in your company.
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Table 4.1.2 Functionality Available by User Role

Functionality

Lender
Agent Admin

Lender
Agent User

Lender

Agent Read-Only User

Set up business unit structure

Add users

Manage users

Submit appraisal data files

Search appraisal data files

Upload corrected appraisal data files

Set up reports

Review reports

Request overrides

Change your own user profile

Complete user account self-care tasks

Pl P Pl P P P P Pl P R P

L2l |22 |2 <2

< |2 2|2 < |

4.2Adding Users

This section explains how to add a user in the EAD portal — including a lender agent admin, or lender
agent user, or lender read-only user. Refer to the Table 4.1.2 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
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Welcome 1o the Electronic Appeaisal Delivery 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; it is only available via the Account Administration tab drop
down.

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.

rrivaey [ Legowt |
Electronic Appraisal Delivery Portal User ik JOE_SMITH
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Users

After you select Users from the left navigation bar, the Administration — Users page appears.
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Electronic Appraisal Delivery Portal User 6 JOF_Stam
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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, the 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 User I JOF_SHITH
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Create User Section

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

e *First Name

e *Last Name

e *Email Address

e *UserID

e *Password (follow the Password Criteria)
¢ *Role (select Role from the drop-down)
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Electronic Appraisal Delivery Portal

Administration - Users
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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.comcontaining the added user’s unique
registration URL to begin their registration process.
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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 User 6 JOF_Stam
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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

Admunistration - Usars

Lander Agent_Smisn

Create User

Lender Agent_Smith
u Usen * First Hame * Last Name * Emadl Address.

u  Relatonships
2 “UserID * Passward “ Role

o Butiness Unae

it Unew
* First Hame John Busioess Unit Lender Agent Smith

* Email Address L_sgmangags com * Roke:

Mudidy User

* Siedent User Sebect Liner

Tramafes Uy

“ Siebet Liners. Patzy Ryan * i Uit Samlect Business Lnit

Hestere Users

[ osior | Bkt i

* St
Susprencded Users

nindicalas Required Infarmation

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.

Prhacy | Logout

Lnor I JOF_SATH

Electronic Appraisal Delivery Portal

* First Hame: * Last Name Emaill Address.
*User i * Paseword * ole et le

Invite e

First Mame “ Last M Business Linis Lender Agent Smith

Email Addrefs * Role

| _peset | e |

Moty User] -
Sttt e
Tramstes thes -
" Secdet User Patty Ryan * Barsmews Uit Select Buress Ut - [ Tiansier |

Restore Usel &
" setect | pewiore ] Onietm Pecenmnaiy |
Suspended U]
“indicabes Required Information

Successful Message
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4.3 Transferring Users in and out of Business Units

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

The Users only have access to submit appraisal data files to the business unit to which they are
assigned. However, 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

— Submit Appraisal = Search Help Center
el o pos ion = 3 wd} m ing S8 EAD portal
oill i
HNews Updates
Wekcome 1o the Electronk: Appraisal Delivezy Povtal

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

Taims of sy | Proacy [ GG
Electronic Appraisal Delivery Portal s I0: JOE_SMITH

Agministration - Homa

Lander Agent_Smith

or mamaging your busmess units and users:

Levides Agent_Simith

e & 00 3N B0 i 00 e 1R85 S123n0 N Barn and Wew &3 contans
Relsticnchips 3 Butinkss unfl AAME 10 MANaZe Me Susiness unll
s Business Units

o WK on USers 10 Manage T L in e § unit

o) Expand 1w Users™ fem and cick on o users name 6 modey that user.
2 Regular users are daghayed in blue & and Dired begration users are displayed in grey

D Same user sperations may not ke efed immadataly, GICK o the nefreah butian on e e 5 1o refresh M view

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.

Tarma otuss | Prvacy | Looow

Electronic Appraisal Delivery Portal User 10 JOL_SHITH

Admmistration - Home

Lendor Agent_Simith

Welcome Jos Smith

Tipn fof managing your bURingss unms and unare

£ Chok on L1in Mo vew on Tie R 10 B0 30 16m 300 Wew It3 contents

5 Clk o0 3 Business Unit name b manags he bu

30300 T users in e Busin

£ Epand M Users® 16m and click &0 3 users name 1o moosy thatuser

% Business Uinas

D Reguiar users are disployed n big S and Direc Inbegrabion users e displared in grey 55

D Some user operaions may nol tae eflect immeciatsly. CHck on the refresh bution on Me e 5 i rerash tha e

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

Electronic Appraisal Delivery Portal

Agministration - Users

Lender Agan:_smitn

* Fiast Narme * Lt Marsen Rusiirmss st Lender Agent_Smith

Madify Urs -
Teanuier Usees =
* Select Users Patty Ryan * Business Liniy w §elmet Butiness Ling - m
Restore Users -

Sengornrdend Uners

“Inaicaies Requesd inamaton

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.

3. From the Administration — Users page, locate the Transfer Users section. Select the user(s)
you wish to transfer from the Select Users dropdown.

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

Lander Agent_Smisn

Lender Agent_Smith Lowets oer
= Uren * First Mame * Last Name * Emal Address
L Patty Ryam
.y ser 1D * Pawsword “ Role Select Rale =
L JowSmith
joc 5 T T
1 Eelsnonships
2 Barsenvesa Undts Anwite Lves.
* Firt Hame “ Laut Mame Russiness Unit Lender Agent_Smith
Email Address Roke
Mustidy Uner -
~
Tranales L -
“Sebectlien  |ETE * Rurirness Uit Salect Businets Uit - - | reansres |
A
/
Hestere Users -
s T
Sarpencded Users
"ndcates Required information

Select User

4. From the Business Unit dropdown, select the Business Unit to which you want the user
transferred.
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Electronic Appraisal Delivery Portal sor 1 J0E._SATH

Administration . Users

Lendes Agent_Smitn

Lerdts Agent Stk ey
Usen * First Mame: * Last Name " Lomad Address
L waty Ryan =
. *User 10 * Passweord " Rale - -
& Joe Semith
2 oo ETE T
4 Relatiomngs
o Buiness Ursts it User
* First Marn * Lt s [— Lender Agent_Smith
* Fanad Addreas * Rete Select Aok
Modity User

Transfer Users -
“SelectUen [T * Dusiness Unit [ sea e =
Selext Bugen Ur
Lircler Fant.
Lender West ?
Restore Users -

- Selec [ Sieatre =] b sl

Sengorrnbend U

“inbcates Requrnd inleimation

Select Business Unit Transfer Button

Click Transfer.

After you click Transfer, a User(s) transferred successfully message appears.
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Electronic Appraisal Delivery Portal Usae I JOF._Saar

Admunistration - Usars

Landar Ageat_Smish

m User(s) ransferred successbolly. This change may lake o low minstes (o tahe efect

Lender Agent Smih AT A
Usens

* First Name ~ Last Name * Lmail Address

- User I * Pagpword * Kale - Salect i -

Invite User

* First Hame * Last Name Business Unit Lenidher Aot Smih
Lmadl Address Role

Modify Use

Sl s f T T
Tramsfes Users =
SelectUsers | Patty iym * Business Unit - Select Busness Lin - - | veanater |
Revtare Users -
st o T

Suspended Users

“Indicates Required information

Successful Message

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

You can see the user transferred to the selected business unit after you click =" BusinessUnits 44 ¢joge
the navigation structure and then click " BusinessUnits + ra_gnen the navigation structure.
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Electronic Appraisal Delivery Portal

Administration - Users

Lnsder Agenl_Smith

Restore Users -
“Sabet EIEEETEETE
Susprernaed Users

Tndicates Required Infarmation

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.

4.4 Changing a User’s Role

- ______________________________________________________________________________________________ ]
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Changing a user’s role provides the user with greater or less functionality from that point forward for
all the appraisal data files that a user can access. Refer to the Table 4.1.2 Functionality Available
by User Role 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.

Electronic Appraisal Delivery Portal

Ut fccaunt Sail Care

l [T AP re— l
= Submit Appraisal ) Search Help Center
— Upload apprassal datd inlo the EAD portal ang 1econg a wregue Docusnent File J il pree bresllid apprasal repons for siabes updates, comeding Revigw onling engntabon that ofers addibonal held-lewel informabion o
it aodibonal 39Evaisal repons (f raquired) EBnhance your N4nce using e EAD ponal

enfiar for your alsSemtEion

ulll > Reports

1 Taten tr sutmimed I peports indradualty o in
> BOgregas) s Manags wordiows of idantiy issuss it should be sodressed

News Updates

Welcome 1o the Electronic Appeaisal Delivery Portal

User and Business
Unit Administration

After you select User and Business Unit Administration, the Administration - Home page
appears.
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Electronic Appraisal Delivery Portal Usar i J0_SMITH

Laader Ageat_Smih

Lender Agent_Smish

Tigs 1ur mamaging you! Business Wnits and users:

T o Chckon L in Sve vdw 0N 18 MR 10 SIRANG AN IR 30 Wew IS Contents
+ Relationships @ Chckon 3 Curness unit name o manage the business un
= Runiness Units

g Clickon “Users” i manage 11 usars inthe business unit
© Eipand e Lsers* fem and cick on 2 uesrs name io modty at user
D Reguiar users are displaped in Hus &= 3nd Oired Inbagration ugsrs are displayed in grey

D Some user operalions may nol take efiect immedialely CHck on the refresh bullon on the el W (o refresh the wew

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.

Electronic Appraisal Delivery Portal

Administration - Horme

Linsder Agemt_Smith

Seith
Tips for mannging your BUEINASS UNITE 300 USArs:

o Expandhe

D Regular users are dtsplaped in bhue e snd Direct Inbegralbion users ave displuayedin grey £

D Bome user operations may nol tae ERECEmmetiatkl, CHCK on e feresh buian on e 2 S 10 refresh e wew

Users

After you select Users from the left navigation bar, the Administration — Users page appears.
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Electronic Appraisal Delivery Portal e I0: JOE_SMITH

Lender Agenl_Smith

Lender Agent_ Smah
3 Uhens * First Mame * Last Name = Lmadl Address
Relationships

3 Business Units

Invite User
* First Mame. * Last Hame Husiness Unit Lemder Agent_ Smeth

* Emall Address. * Roke: Select Role

Wity Ut

Tranafes Users

* Sbet Uikers Patry Ryan * Huminess Usit Sebect Rusiness Linit - [ tramster |

Hestere Users

*Sebect | seviorn ] ouiin Fermananey |

Susperaded Users

“dcates Regquifed Infarmation

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.

Electronic Appraisal Delivery Portal

Administration - Users

Lnsder Agenl_Smith

* First Mame: * Lust Name Business Unit Lendes gert Senith

" Select | sustors | potete purmanenty |

Suspended Users

“indicabes Required Information

Modify User Select User Edit Button

Section

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

Terns of Use | Privas [ip—

Ugar Bk JOE_SMITH

Electronic Appraisal Delivery Portal

Administration - Modify User

Landarhgent_Smith > Patty Ryan

LenderAgent Smih el =
s First Mame Fatty Last Mame Ryan Rate .
£ Patty yan e 1D Tl Address p_ryan@mongage com
L dow itk =
et di
Relaticnzhips
(hange User Pavoword/Unlock Accosnt "
5 Bupness Units
S em— e

“dcates Requiied Informanon

£ 2015 voros Feal Estals Sokmens

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

Electronic Appraisal Delivery Portal

Ugar Bk JOE_SMITH

Administration - Modify User

Landarhgent_Smith > Patty Ryan

Lenderhgent Smah L
Users First Mame Patty Last Name Ryan Rale
L Patty yan e 1D mall Address P_yan@morigage. com
L o Samith
]
Relationthips
Change User PasswordfUniock Account
5 Busness Uit
“Mewe Paened “Retype New Pasweard
“Wwbcates Requind Informanon
2015 Veres Fnal Estals Sokmens

Select Role Update Button

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

Electronic Appraisal Delivery Portal

Admunistration - Medify User

Lenderigent_Smith » Paity Ryan

Lenderhgent_Smith

Last Hasne: Ryan Hole

User iD Forusd Addresa p_ryan@manguge com

= Buitiness Unity Chamge User Pasvwrord/Unlock Account]

“New Pasword “Retype ew Fasara [ cmec ] suvmtiooc ccio

“indicates Required infarmation

Successful Message

The user receives an email from ead-noreply@veros.com notifying them of their changed user role.

4.5 Changing a User Password/Unlocking a User Account
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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 give it to the user to enable login. An email notification from
ead-noreply@veros.com is sent telling the user 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.

Electronic Appraisal Delivery Portal

I Uner gt Busnees Und Ademat smn l

A =

) Search Help Cel
kJ Locali pre TR ApDraal repons for $tabus updates, Comecing Revuw onle

miaEs t adibonal Sopeaisal raparts (f raguired) ennance y:

Submit Appraisal

Al

Upioad apprassal data inko the EAD portal and recoive § weaor
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ol Reports - . Account Administration

Ve
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> Bggregss] b manags wordiows of idantty asuss thaf inould be sodressed v tha resipients 2

enice Wil e EAD portal by selecting 3 kanong page and
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News Updates

Welcome 1o the Electronic Appeaisal Delivery Portal

User and Business
Unit Administration

After you select User and Business Unit Administration, the Administration - Home page
appears.
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Electronic Appraisal Delivery Portal Usar i J0_SMITH
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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.

Electronic Appraisal Delivery Portal e B J0E_SMITH

Administration - Horme

Linsder Agemt_Smith

o Expand e Liers” flem and chek on 3 users Rame 1o modfy thal user

D Regular users are diplayped in bhue = snd Dinedt Inbegrabon users are displuyed in grey &

D Bome user operations may nol tae ERECEmmetiatkl, CHCK on e feresh buian on e 2 S 10 refresh e wew

Users

After you select Users from the left navigation bar, the Administration — Users page appears.
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Inwite Liser
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* Sebect Usens. Patty Ryan * Business Unit -- Gelect Butiness Uni - - m
Hestere Users -
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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

Administration - Users

Lnsder Agenl_Smith

* First Mame: * Lust Name Business Unit Lendes gert Senith

" Select | sustors | poiete purmanenty |

Suspended Users

“indicabes Required Information

Modify User Select User Edit Button
Section

Click Edit.

- _______________________________________________________________________________________________ ]
FHA EAD Lender Agent Admin Guide Page 57 of 103 Version 1.3 5/18/2017



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

otuss |Prvacy | Logpout
Electronic Appraisal Delivery Portal User IC: JOE_SHMH

Adimmistration - Modity User
LendorAgent_Smith = Patty Ryan \
\\\\\ Tirst Hame Patty Lt Name: Ryan Rule hgent Read-Only User =
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Edit Users Section
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4. From the Edit Users page, locate the Change User Password section. Enter a new password in
the New Password field following the Password Criteria listed in Appendix A. Repeat the new
password in the Retype New Password field.

Electronic Appraisal Delivery Portal

Usars Tirst Haeme Patty Lot Hame: Ryan

User I Fsd Address p_fyang@matgage com

Change User Pasword/Uniack Acesun -
“New Password sensnane “Retype Mew Password  sesssssss mm
A A A
“Indicabes Required Infarmation

A

Change Enter New Retype New Save /Unlock
Password Section Password Password Account Button
Click Save.
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After you click Save, Password changed successfully message appears.

Teents of Use | Privacy
Electronic Appraisal Delivery Portal Ueacios 106 SMTH

L Jow Smith
e d |_upone |

3 Relationships |

= Bupmess Unas | Change User Password Unibck Account

[
| MewPasswons “Retype New Pasword [ oonr | sevettmccipccoum

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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. ________________________________________________________________________________________________________________________________|]
4.6 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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Laader Ageat_Smih

' Tigs 1ur mamaging you! Business Wnits and users:

Lender Agent_Smish

Usais 0 Chck on 1 in £38 v on S8 B0 SIpANG an R 3nd view it5 Coments

+ Felstionships

ok on 3 DURRBES UnitRame o manage i

= Buniness Units
g ok om "Users” fo manage 18 usart in e busin

© Eipand e Lsers* fem and cick on 2 uesrs name io modty at user
D Reguiar users are displaped in Hus &= 3nd Oired Inbagration ugsrs are displayed in grey

D Soene user operabions may nol keke et immediately. Click on the refresh bulon on e bl ' Io refresh he 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.

Electronic Appraisal Delivery Portal u,e.u_um-_smml
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Users
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After you select Users from the left navigation bar, the Administration — Users page appears.

Electronic Appraisal Delivery Portal

Administration - Usars
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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.

3. From the Administration — Users page, locate the Modify User section. In the Select
User dropdown, select the user you wish to suspend.
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Lender Agenl_Smith

Lender Agent Smith L Uiy
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Felationship
" User 1D Paswword Fole <1 Rule
Buginess Units
Invite User
* First Hame * Last Name Business Unit Lender Agent tenih
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Detete Prrmu nenty

“dicabes Fequined Infarmation

Modify Users Select Users Suspend Button
Section

Click Suspend.

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

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

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

4.7 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.
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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 to the deleted
user notifying them that they have been permanently deleted 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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News Updates

Welcome 1o the Electronic Appeaisal Delivery Portal

User and Business
Unit Administration

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.
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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 This page 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.

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.
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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.

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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5. Managing Your Business Unit(s)

The focus of this section is on managing business units. Business units contain lender agent users,
lender agent relationships, and subordinate business units.
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The topics covered in this reference include:

e Managing Business Units Overview
e Creating a Child Business Unit

e Renaming a Business Unit

e Deleting a Business Unit

5.1 Managing Business Units Overview

When your company is first registered in the EAD portal, it is assigned a business unit. This is your
primary, or parent, business unit. For most organizations, the primary business unit adequately
meets all of their EAD portal business needs.

In the event your organization requires additional business units, you can set up subordinate, or child,
business units that enable you to further manage the access users have to your lender relationships
in the EAD portal.

For example, if your organization is an agent for multiple lenders, you can determine which user in
your organization will work with which lender by creating a similar structure in the EAD portal and
assigning the users to the business units with restricted access to a particular lender. A user can only
be assigned to one business unit at a time and cannot see the other business units on the EAD
portal.

As a LAA at the parent level, you have access to all business units and can perform the business unit
functions described in the Table 5.1.1.

Table 5.1.1Lender Agent Admin Business Unit Functions

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

Renaming a Business Unit
and meet current needs.

Enables you to delete a business unit if it does not contain any submissions,

Deleting a BusinessUnit users, relationships and child business units under it.

5.2 Creating a Child Business Unit
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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, Relationships and Business Units.

In this example, Jane Smith Company is the parent business unit. The two child business
units underneath are Lender East and Lender West. You can add more business units
anywhere within this structure.

¥ Lender Agent_Smith

-_r'[ e ik F Parent Business Unit

+J Users
+ Relationships
-/ Business Units

“(LenderEast ¢ Child Business unit

4 Users

+_. Relationships

+1 Business Units

Lender West < Child Business Unit

ﬂ

+_. Users
+_. Relationships

+ Business Units

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.
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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.
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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.
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Enter the Child Create Button
Business Unit Name

Click Create.
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After you click Create, Business Unit successfully created as <name of the business unit>
message appears.
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You can see the business unit added to after you click = BusinessUnits 14 close the navigation
structure and then click " BusinessUnits 44 re_gpen the navigation structure.
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5.3 Renaming a Business Unit

Renaming a business unit is a way to organize your user setup in business terms and provides help
to 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.
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After you select User and Business Unit Administration, the Administration - Home page
appears.

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

Electronic Appraisal Delivery Portal
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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.
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Click Rename.
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After you click Rename, Business Unit successfully renamed as <name of the business unit>
message appears.
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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: 1q close the
navigation structure and * BusinessUnits thap click to re-open the navigation structure.
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5.4 Deleting a Business Unit
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Deleting a business unit is another way to 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.
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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 Business Units in the left navigation bar.

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

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

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

Select Delete Button
Business Unit

Click Delete.

After you click Delete, Business Unit deleted successfully message appears.
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You can see the business unit (NE Lender) is removed after you click = BusinessUnits 4 close the
navigation structure and then click " BusinessUnits 1 ro_gnen the navigation structure.
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6. Managing Child Business unit Relationships
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A child business unit(s) functions in the same manner as the EAD portal parent, or primary, business
unit does. It has its own users, relationships, and sometimes additional business units. You need to
delegate, or assign, a relationship(s) to each child business unit that submits the appraisal data files
to the EAD portal on behalf of a lender.

6.1 Delegating a child Relationship

To establish a relationship between the child business unit and a lender, follow these steps:
1. On the Home page, click the Account Administration tab and select User and Business Unit

Administration from the dropdown, as shown in the Figure 7.1.1.

NOTE: The User and Business Unit Administration feature is not available through the Account
Administration icon on the Home page, only the Account Administration tab.
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Welcome 1o the Electronic Appeaisal Delivery Portal

User and Business
Unit Administration

After you select User and Business Unit Administration, the Administration - Home page
appears.
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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.
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3. When the parent tree expands, click the expand icon of the child business unit with which you
want to delegate a relationship.

Electronic Appraisal Delivery Portal

aaaaaaaaaaaaaaa Homs

Laader Ageat_Smih

' amaging youl Business Units and users:

Lender Agent_Smah
s Usen © ek on O in ©18 view on e baft 10 ExpENG an M and iew e contents

< Relsbonships o Chick on 3 SUSNEES LN NAME [0 MANAge e SUIINess uni

Baniness Unisg
£ Chekon URArs" 1o mInage T8 users in e business unt

Lender Dt

A Users £ Eapand me Ussrs 8m and cliek £a 5 LLAIT ASMA 1 Mmadify A LRr

D Reguiar users are dEplared in tiss = 3nd

i IntA Graton WEBTS 36w HEpLAFRC in gray

D Some user aperalions may nol take efiect immedialely Click on ihe reesh bulon on e el o refresh ihe dew
Lender West

Child Business Unit

4. When the child tree expands, click Relationships.
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5. In the Delegate a Relationship to this Business Unit section, Click Delegate Relationship.
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6. Inthe Select a Relationship to Delegate section, click the Relationship dropdown, and select
the lender that you want to establish a relationship with for the child business unit.
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7. Click Delegate to this Business Unit.

The message “Relationship delegated successfully” appears in green at the top of the page.
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6.2Un-delegating a child Relationship

To un-delegate a relationship between a child business unit and the lender, follow these steps:

1. On the Home page, click the Account Administration tab and select User and Business Unit
Administration from the dropdown.

NOTE: The User and Business Unit Administration feature is not available through the Account
Administration icon on the Home page, only via the Account Administration tab.
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2. After you select User and Business Unit Administration, the Administration - Home page
appears.
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3. 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.
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Child Business Units

4. When the parent tree expands, click the expand icon of the child business unit with which you
want to un-delegate a relationship.
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5. When the child tree expands, click Relationships.
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In the Un-delegate a Relationship from this Business Unit section, select a Relationship from
the dropdown.
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7. Click Un-delegate Relationship.
The message “Relationship Un-delegated Successfully” appears in green at the top of the page.
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7. 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 Agent 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 as an EAD
Lender Agent Admin as described in the Section 1. This administrative user will be
responsible for requesting the DI User ID.

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

o Company Name
o EAD Administrator Name
o EAD Administrator Email

« If your organization has not registered in the EAD portal:

o Lender agents (such as appraisal management companies) must
request an EAD Lender Admin at a lender they are representing to
complete the EAD Lender Agent Registration Form available on
Veros website at
Bttﬁ:/llfpaqes.veros.com/EADLenderAqentReqForm.htmI on their

ehalf.

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

2. ldentify the Business Unit Name

e The EAD Lender Agent Admin can find the Business Unit Name within the EAD portal by
following the steps below:

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

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

o The Primary Business Unit Name appears three times in the left hand column, in this
example “Lender Agent_Smith”
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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:

Data Field

Company Name

Description

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.
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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.

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

Electronic Appraisal Delivery Portal
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The DI User established within the
Lender Agent_Smith Business Unit,
joe_di, will be able to submit to the
Lender Agent_Smith Business Unit and
the subordinate business units, Lender
East and Lender West.
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6. Create DI Password:

To Create DI Password, follow these steps:

« 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)

e 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.

wima ol Use | Privacy [ Lowout |
Electronic Appraisal Delivery Portal et 1 0E_SMITH

Administration - Modify User

Lender Agent_Smeth > Primary Business Unit

Fo— “Hetype New Pasward e

Click Save

DI User ID New Password Retype New Password

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 ID Yes
Disallow User ID (case sensitive) Yes
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Additional Assistance

For additional assistance, refer to:
The FHA Resource Center at (800) CALL-FHA (225-5342) or email answers@hud.gov.
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