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AFFILIATE VENDOR SERVICES (AVS) 
PROCEDURE TRAINING 

 
Basic System Understanding 

FICRAS Goal 
  Manage the Appraisal order/receipt/review process efficiently! 

-and- 
Promote Regulatory Compliant Practices and Risk Management in Real Estate Secured Lending 

 

FICRAS = Financial Institution Complete Risk Aversion Solution 
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PART I: ORDER AFFILIATE VENDOR SERVICES (AVS) FROM YOUR SELECTED 
VENDORS THROUGH AVS MENU 
 
ORDER PROCESS 
 
Log Into the System:  www.FICRAS.com 

Select “Affiliate Vendor Services” 
Lending Team View 

 

ARD Team View 
 

 

 
Select “Place New Order” from the left side bar menu. 
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Select Product from List Created by your financial institution members. 
NOTE: Your internal FICRAS Administrator controls the permissions for adding new vendors and 
products. 
 

 
 

 
 

 
Next, enter the parcel information. 
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Select “Next” and Verify the parcel coordinates 

 
 
Change to Satellite 
 
If you wish to view the map in Satellite, select the “Satellite” option on the map.  You can zoom in and 
out for a better view.  Select the “Pegman” and drop where you want to see a street view.  Hold your 
cursor down to move map.   
 

 
 
 
 
Move the Marker – if the location marker is not in the correct area, click on the marker and drag it to 
the correct location.   
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Select “Next” to move to the next tab, “Order Details” or select the next tab at the top.    
 
Enter the Borrower Name, Project Name, and Cost Center or GL responsible to paying the vendor 
invoice.  If there are additional internal fees to add, these can be added at the bottom to adjust the 
invoice.   
 

 
 

 
 
Select Next to move to the last tab, Attach Files/Submit Order, or select the next tab at the top. 
 
You can now add any files to send to the vendor by selecting the “Choose file” button.  You can also 
enter any project comments to display for the vendor in the engagement notification.   
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Select the “Place Order” button to place the order.  
 
 

 
 
Once the order is placed you will see the following: 
 

 
 
The external vendor will receive an email notification with attachments and any comments.  
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Manage Pending Orders: 
 
Once the request is submitted, you can view the request in Pending Orders (left sidebar menu link).  
Select the “Manage” link to see more details about the order.   
 

 
 
Process Received Report 
 
The Financial Institution will receive a notification when the vendor report is delivered.  You will also 
receive a notification when the invoice is delivered.   
 
Log into your interface or select the link in the notification to login.  Go to “Affiliate Vendor Services”, 
select “Pending Orders” and open the project with the delivered report.   
 
Add a Review of the Vendor Report (Optional) 
 
FICRAS provides the ability for the financial institution to ”Add a Review” report of the vendor 
product.  You will see the uploaded report and invoice to view.  To add an optional review, first select 
to open the Vendor Report.  Next, select the “Add a Review” button.  
 

 
 
The review document will open and contain prefilled property information and a dropdown for the 
financial institution to select conclusions regarding reliability and acceptability of the vendor report.  
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Reviewer Conclusions: 

Rely 
Rely with Caution 
Rely with Condition of Correction 
Correct and resubmit for review 
Recommend additional review 
Reliability concluded by third party reviewer 
Review in process 
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Acceptance Conclusions: 

Accept “As Is” 
Revision required/recommend new review of revised report 
Not Acceptable 
Review in Process 
 

You can upload any additional review documents.  Select the Finish button in the bottom right corner 
when review is completed.  
 
The review report will then display as part of the project in the “Reviews” table.   
 

 
 
Acceptance of Report 
 
If the report is acceptable, the last step is to Accept the report by selecting the “Accept Report” 
button within the project.  
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Once the report is accepted the project moves to Completed Orders.  
 

 
 
Process Invoice 
In the Completed Orders table select the Invoice link.  This links you to the invoice to send for 
payment or collection of fees.  It includes the vendor’s uploaded invoice.  Any addresses pre-loaded 
by your FICRAS Administrator will appear in the dropdown.  You can also type any destination email 
address to send the invoice.   
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An audit trail displays at the bottom of the invoice when the invoice is “shipped”.   
 

 
 
Communication with the Vendor (Messaging) 
 
Select the “Manage” link to view information about the order and post a message to the vendor 
about the order.   

 
 
You can also add additional document uploads through the “Post Message” button and message will 
display.   
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Vendor Interface 
 
The Vendor can adjust the fee, cancel the order, and/or post messages to you, the financial 
institution, through the project engagement.  Below is a view of the vendor’s screen and a sample 
communication message. 
 

 
 
 

 
 
 
Financial Institution Interface: 
You will see the message in your interface of the project. 
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PART II: CREATING AN ORDER THROUGH AN APPRAISAL, EVALUATION OR OTHER ORDER TYPE 
 
Order AVS Service 
 
To create an order through an appraisal or evaluation order, log into FICRAS, and find the order either 
in Your Current Orders or through the Search All Orders function on the left sidebar.   
 

 
 
In the project, below the Project Files section, you will see a button to enable you to “Order New 
Affiliate Product”.   

 
 
When this is selected, you will see all the available products.  Select the product from the selection 
table.   
 

 
 
You will then be brought to the tab entry order form.  Property information will be prefilled from the 
Appraisal and Evaluation Order.  Check the information, provide any Access Comments.  To move to 
the next tab select the Next button at the bottom, or the tab for “Order Details” at the top.   
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You can move to the next tab by selecting the Next button at the bottom or selecting the tab “Attach 
Files / Submit Order” at the top.   
 

 
 
You can then choose to attach any uploaded files in the project to this Affiliate Vendor order.  Once 
selected, place the order by selecting the “Place Order” button at the bottom.   
 
Once the order is placed, it will appear in the project table as a pending order.  

 
 
It will also appear in the Affiliate Vendor Services (AVS) table as a pending order.   
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Process Received Report 
 
When the report is received from the vendor, you will receive a notification and a link to log into FICRAS.  
Go to the order and you will see the report in the table.  It will remain pending until you accept the 
report.  
 

 
 
Add a Review 
You also have the ability to add a review directly from the table by selecting “Review”.  You can view the 
project review by selecting “manage”.  The best method is to right-click and open the view in another 
tab.   
 
Acceptance of Report 
Once you “Accept” the report, it will be added to the Uploads for the project and can be forwarded to 
engaged appraiser or evaluator for consideration as part of their valuation process.  
 
Process Invoice from within an Appraisal/Evaluation Order 
 
When the vendor delivers the invoice, it will appear in the Project Invoices table on the Summary tab of 
the project.  
 

 
 
This works the same way as any other vendor invoice.  There is an itemized and a total invoice available 
to “Ship To” or View.   
 
You can also set the Payment Status of the invoice once shipped by selecting the “Payment Status” link 
in the table.   
 

 
 
 
 
The itemized invoice includes the vendor fee, FICRAS fee and any additional internal fee the financial 
institution includes, along with the uploaded invoice to pay the vendor. 
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PART III:  ATTACH EXISTING AVS REPORT ORDER THROUGH AVS INTERFACE TO APPRAISAL, 
EVALUATION OR OTHER ORDER TYPE 
 
Search for the prior AVS order 
 
Log into FICRAS and open the appraisal or evaluation order.   
 
Select the “Attach Existing Affiliate Product” button under the Project Files section.  
 

 
 
The property information will pre-fill the search form.  Seach for the best match.   
 
Attach prior AVS order to appraisal, evaluation or other project type   
 
Find the best match and select to “Attach Report”.   
 

 
 
Once Attached you will see the report in the Project Files.  This upload, along with any other upload, can 
be sent to the appraiser or evaluator for consideration as part of their assignment.   
 
Details of any project ordered from within an appraisal or evaluation project can be viewed in the 
“Affiliate Vendor Services” accessed from the left sidebar menu.  
 
If the order is completed, it can be viewed in the “Completed Orders”.  If the order is pending and has 
not yet been Accepted, it can be viewed in the “Pending Orders”.   
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PART IV:  CHANGING AN AVS ORDER (CANCEL, CHANGE FEE, OTHER) 
 
Request to Cancel AVS Order 
 
To cancel an affiliate order, message the affiliate vendor.  The vendor can then cancel the order from 
their order notification.   
 
When the vendor cancels the order, the financial institution will receive an email notification.  You will 
see in your interface the Status “Order Cancelled”.  
 
  
Adjust Fee of AVS Order 
 
In the Affiliate Vendor interface, the vendor can adjust the fee.  Below is a view of the Affiliate Vendor 
award notification with interactive Fee, Messaging and Cancellation buttons displayed.   
 

 
When “Adjust Fee” is selected, the financial institution will receive a notification.  The following is a 
sample notification.   
 

 
The new fee will then appear in your Pending Orders table accessed in the Affiliate Vendor Services 
section of your interface.  It will also display in the your detailed view of the project.   
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PART V:  VIEWING ORDERS 
 
Viewing Pending and Completed Orders 
 

 
 
If an order was completed through an appraisal or evaluation request, you will see a direct link to the 
project through the “ProjectID” column.   
 
If the project was done through Affiliate Vendor Services, there will only be an Order ID.  
 

 
Viewing All Completed Orders 
 
With the authority level to view All Completed Orders, you will see in the AVS system “Completed (All 
Users”.  This will enable you to view all AVS orders completed, not just your own.  
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PART VI:  ADDING VENDORS AND PRODUCTS 
 
Add New Vendors 
This is an authority level set by your internal FICRAS Administrator.  If you have this authority level, 
you will see in your AVS system “Manage Vendors/Products” in the left sidebar menu.  
 

 
 

Select this link to add new vendors.  Next, select the “Add Vendor” button.   
 

 
The information on the vendor needed is identified in the form.  The first tab is “General” informaton. 
 

 



 

Training – Order Affiliate Vendor Services  23 
 

 
 
The second tab provides the connection information.  To engage directly through FICRAS, enter the 
email address of the vendor and Save Record.  This is where engagements will be sent.     
 

 
 
Once saved, the vendor will be saved in the Vendor table.   
 
Add Products for the Vendor 
 
Once the vendor is added, the next step is the add the list of products the vendor will provide, including 
product name, description, Category, fee, delivery time (# of days), and engagement email for the 
product.  There is also a section for notes.   
 
To add the product, go to the AVS system, select “Manage Vendors/Products” and select the link on that 
vendor’s line to “Show/Add Products”. 
 

 
 
Next, select the “Add Product” button at the top.  Enter the information and save the record.   
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This product will now be a selectable option when a user is ordering from your vendor list.   
 

FICRAS Averts Operational Risk by creating an  
Efficient order/receipt/review process. 

 
Welcome to FICRAS! 

 
 


