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ENVIRONMENTAL ORDERS  
PROCEDURE TRAINING 

 
Basic System Understanding 
 

FICRAS Goal 
  Manage the Appraisal & Evaluation 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 ENVIRONMENTAL THROUGH FICRAS APPRAISAL/EVAL ORDER 
 

Log Into the System:  www.FICRAS.com 

Select:  LOG-IN/SIGN-IN (top right) 
Select:  “Lender/ARD” radio button 
Type:  your e-mail 
Type:  your password 
  

 
 
Select “Your current Orders” from the left side bar menu.  Select “View” to open a current order. 

 
 
Next, select the “Order New Environmental Report” button to initiate the order of an environmental 
report.  
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Once selected, the request will prefill with the property information.  Select the “Next” button or the 
“Verify Coordinates” tab.   
 

   
Change to Satellite Image - 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.   
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Move the Marker – if the location marker is not in the correct area, click on the marker and drag it to 
the correct location.   
 
Draw Boundaries – If you wish to locate the marker in the center of drawn boundaries, select the 
“Draw Boundaries” button and outline the desired property area by clicking on each property corner 
and moving your mouse the direction of the boundaries clockwise or counter clockwise.   
 

 
 
Select “Next” to move to the next tab, “Select Report”.   
 
On this tab, you select the QuickAlert Report type you wish to order.  These auto-generated reports 
are based upon published environmental data and the results are not viewed by an environmental 
professional.  
 

 QuickAlert Report – Provides a map and count of identified potential sites of concern within 1/8 mile of 
the placed marker. 

 
 QuickAlert Plus Report – Provides a map with basic site information about identified potential sites of 

concern within 1/8th mile of the placed marker, provides expanded information on each map tag, and 
provides a preliminary risk estimate.   

 
 
You must indicate a Cost Center in order to process the order.  This can be either entered or selected 
from a dropdown (available if your administrator has provided a dropdown list).   
 
Additional Fees – if your institution includes additional fees, these can be indicated on the “Select 
Report” tab and included as part of the invoice fee for environmental.   
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Results: 

 Report Delivered – you will be able to immediately review the environmental report 
 Delayed Report Delivery – QuickAlert Plus report will be delivered within 1-3 days of placing 

the order.  This is for market areas or properties that require additional information by 
MapPro to process.   

 
You will be able to view the report as a pdf upload.  The interactive map is also viewable by selecting 
the “View Map” link.  You can also set monitoring by selecting the “Set Monitoring” link.  (see Part IV) 
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Invoice for Environmental Report 
When an Environmental Report is ordered through an Appraisal/Eval order, the invoice is immediately 
produced and displayed in the “View” of the project at the bottom under the heading “Invoicing”.  
This works similar to the invoice for an appraisal/eval service, with two types of invoices available for 
shipping.  

1.  Itemized Invoice to ship to accounting – FICRAS bills all MapPro fees within the monthly 
FICRAS invoice, then distributes to MapPro allocated fees.   

2. Total Invoice to ship/deliver to the borrower for reimbursement 
 

 
 
At the bottom of each invoice is an audit trail of each time the invoice is shipped by the logged in user.  
Similar to the appraisal/eval invoice, the user can set the Collection Status.   
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PART II:  ORDER ENVIRONMENTAL OUTSIDE OF AN APPRAISAL/EVAL ORDER 
 
Log Into the System:  www.FICRAS.com 

Select:  LOG-IN/SIGN-IN (top right) 
Select:  “Lender/ARD” radio button 
Type:  your e-mail 
Type:  your password 
  

 
 
 
Select Lender Services, Environmental Services 
 

 
 
Select “Order Env Study” from the left side bar menu. 
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Enter the Property Location:  Address, City and State entry fields are required.   

 
 
Select “Next” and Verify the Coordinates 

 
 
Change to Satellite view - 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.   
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Move the Marker – if the location marker is not in the correct area, click on the marker and drag it to 
the correct location.   
 
Draw Boundaries – If you wish to locate the marker in the center of drawn boundaries, select the 
“Draw Boundaries” button and outline the desired property area by clicking on each property corner 
and moving your mouse the direction of the boundaries clockwise or counter clockwise.   
 

 
 
Select “Next” to move to the next tab, “Select Report”.   
 
On this tab, you select the QuickAlert Report type you wish to order.  These auto-generated reports 
are based upon published environmental data and the base results are not viewed by an 
environmental professional.  
 

 QuickAlert Report – Provides a map and count of identified potential sites of concern within 1/8 mile of 
the placed marker. 

 
 QuickAlert Plus Report – Provides a map with basic site information about identified potential sites of 

concern within 1/8th mile of the placed marker, provides expanded information on each map tag, and 
provides a preliminary risk estimate.   

 
You must indicate a Cost Center in order to process the order.  This can be either entered or selected 
from a dropdown (available if your administrator has provided a dropdown list).   
 
Additional Fees – if your institution includes additional fees, these can be indicated on the “Select 
Report” tab and included as part of the invoice fee for environmental.   
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Results: 

 Report Delivered – you will be able to immediately review the report 
 Delayed Report Delivery – QuickAlert Plus report will be delivered within 1-3 days of placing 

the order.  This is for market areas or properties that require additional information by 
MapPro to process.   

 
Report Delivered 
Select the “View Environmental Report” button to view your returned report.   
 

 
On this “view” you will see: 

 Interactive Environmental Map 
 Order Data Information 
 Post Message button 
 View Report button 
 Upgrade button (if initial report was a QuickAlert, select this button to upgrade report to a 

QuickAlert Plus.  Your prior fee will be absorbed into the new report fee.) 
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Interactive Environmental Map Display 
 View details of each map tag by clicking on the map tag 
 Select/hide map tag categories by clicking on the category below the map 
 Move map around with cursor, zoom in and out 
 
Order Data Provides 
 Site location 
 Geo Code 
 Report Type Ordered 
 Report Status 
 
Messaging 
 Post a message to MapPro regarding the project.   
 
View Report Button 
 Select the button to view the environmental report.   
 Print/Save as PDF 
 
Upgrade to QuickAlert Plus button 
 Select to upgrade the current QuickAlert Report to a QuickAlert Plus report.  The QuickAlert 
Fee will be absorbed into the Quick Alert Plus fee.  
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Invoicing an order through Environmental Services (not through an appraisal/eval order) 
 
The invoice for an environmental service is created based upon the Product Ordered and the 
Property.  Because no “borrower” is identified and no appraisal order was created, the invoice is 
based upon the information gathered for the environmental property.  This invoice can be viewed 
from within the Environmental View,  

 
Or through “Browse Env Orders”.    

 
 
This invoice is created for the lending team to ship to the borrower for reimbursement or for 
accounting.  To change the invoice from compiled to itemized, select the Invoice Type in the 
dropdown.  
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Any fees added by the bank will be added to the MapPro fee equating to a single Environmental Order 
fee.    
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Edit/Adjust Invoice 
The lending team can include bank fees and can adjust the invoice as presented by selecting the 
“Edit/Adjust Invoice” button on the Manage project view. 
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PART III:  ATTACHING AN ENVIRONMENTAL REPORT TO A FICRAS 
APPRAISAL/EVALUATION ORDER 
 
Select “Order Services” from the left side bar menu.   

 
 
Select the type of order you want to initiate.   
 
Appraisal and Evaluation Orders 
Initiate the order.  When you select the “Submit Your Order” button on the last tab you will be 
directed to the upload section.  When you proceed to the next section you will see a button to prompt 
you to “Attach Existing Environmental Report”.   
 

 
Once selected, the request will prefill with the property information.  Select the “Search Existing 
Orders” button to search for previuosly run environmental reports.   
 
 
 



 

FICRAS LENDER TRAINING:  CHERYL B. BELLA, MAI, AI-GRS 16 

 

 
 

 
 
Look for the 100% match and select “Attach Report”. 
 

 
 
This will now appear just like any other file attachment to an order.  If this is done in error you can 
always delete the file, initiate a new search and attach again from the “View” of the order.  Anyone 
that now views the order will see the Environmental Report attached.     
 
Select the “Finish/Review Order” button and you are done! 
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PART IV:  ENVIRONMENTAL REPORT MONITORING 
 
FICRAS enables each user to determine the interval for monitoring a received Environmental 
QuickAlert or QuickAlert Plus report.   
 
Setting Monitoring from received report attached to an appraisal or evaluation 
 
To set the monitoring interval through an Environmental Report ordered within an Appraisal or 
Evaluation project, log into FICRAS, go to Current Orders and “View” the project.   
 
In the Project Files you will see the attached Environmental Report.  Select “Set Monitoring” to 
determine the interval you wish to run an update of the QuickAlert report.  There is a unit order cost 
associated with this interval run.   
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The choices associated with “Set Monitoring” include  

 
 
The “Quarterly”, “Semi-Annual” and “Annual” settings will auto run at these intervals.  “On Demand” 
will only run when you initiate same.  The return of the Monitoring Reports is from within the 
Environmental Services Menu (left side bar), Monitoring link.  Your monitoring selection is recorded 
here.   
 

 
 
Setting Monitoring from received report through Environmental Services 
To set the monitoring interval for an Environmental Report ordered through Environmental Services, 
select the Environmental Services link (left side bar), select “Monitoring Reports” (left side bar).  Find 
the previous report ordered and set the interval from the dropdown.  

 
The interval choices include: 

 On Demand 
 Quarterly 
 Semi-Annual 
 Annual 
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Ordering Monitoring Reports  
 
Once the interval of monitoring is set, the Quarterly, Semi-Annual and Annual will automatically run 
at their selected intervals.  You will receive notifications prior to the auto-set date so that you can 
change selections prior to the auto-run.   
 
Your tally of selections is always evident at the top of the Monitoring Reports table.   

 
 
On Demand monitoring only occurs when you select the action button “Order On Demand” at the top 
of the “Monitoring Reports” table.  At this point, any marked project will run a Monitoring Report and 
the associated fee is charged.   
 

 
 
Monitoring Report Action Buttons 
Excel – This button exports your monitoring report to excel 
Archive Report(s) – This button sends any selected reports to archive and ends any monitoring 
Order On Demand – This button initiates a Monitoring Order for any checked reports 
Set High; Set Medium; Set Low – These buttons are Alert levels set by users for each project.  You can 
do this individually for a project or use the check box to set alerts for multiple projects 
Add Note – This button enables the user to post a note to a project 
 
 
View Monitoring Reports 
There are two different reports available for viewing.   
 
Last Update – This report displays changes from the last report or monitoring report 
 
Total Changes – This report displays changes from the initial run of the Environmental QuickAlert or 
QuickAlert Plus report.   
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As with any table, the Monitoring Reports table can be sorted by any column and any element can be 
searched! 
 
 
 

 
FICRAS Averts Risk  

 
Welcome to FICRAS! 

 


