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Mercury Network

Purpose: Mercury Network is a powerful valuation management technology that connects the
appraiser with our brokers and Orion Lending. The Mercury Network broker resource
clarifies the process of utilizing this critical technology for new (or first) appraisal
orders and revised (or second) appraisal orders. Nanotip and microlearning videos
enhance the understanding of how to utilize Mercury Network successfully.
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Broker Resource

Access Mercury Network

Orion provides convenient access to Mercury Network through the STAR Portal and the Orion Lending
website.

e Access through the STAR Portal
e Using the Orion Lending Website

Access through the STAR Portal

Step Action

1. Log in to the STAR Portal with the assigned credentials, and click the Let Me In
button.

Then
Your company is an approved Broker, Reach out to your company Admin to
and you need your STAR Portal obtain your log in credentials
credentials
Your company is NOT an approved Complete the Broker Application and
Broker yet submitting to
brokers@orionlending.com.

2. Click the Pipeline tab.

UPLOAD A LOAN PIPELINE RATES & PRODUCTS «
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https://star.orionlending.com/STAR/Account/Login
https://assets-global.website-files.com/5ec715977e0c40bb2d667fdc/63f52be9015869460be5d887_Orion%20Lending%20Broker%20Application.pdf
mailto:brokers@orionlending.com

Broker Resource

Step Action

3. Click the appropriate Loan Number in the pipeline or complete a loan search.

FEDGEEEZEE €@  ~America Andy

4, Click the Order Appraisal button.
Note: If the Order Appraisal button is grey, this option is not available.

Final
Rate/Term

2600882288 @  America, Andy  Approval  09/Q8/2022 100072022 o
Review

CE=D O D CEETE
[ovocs wommsn o

Proceed to the Mercury Network Sign In section.
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Access through the Orion Lending Website

Step Action

1. Access the Orion Lending Website.

2. Click the BROKER RESOURCES tab, and click the APPRAISALS button.

APPRAISALS

FORMS E DOCUMENTS

3. Locate the Mercury Network section, and click the LOGIN NOW button.

Mercury Network

Please use the following button to login now.

Proceed to the Mercury Network Sign In section.
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Mercury Network Platform
Signing In

Step Action

1. Click the Sign In tab.
Don't have a free account? Sign Up
Enter your usemame and password to place orders with us,
check the status of vour orders, and download reports directly
from your account.
2. Enter the Username and Password. Click the Sign In button.
Sign In Don't have a free account? Sign Up
Enter your username and password to place orders with us,
check the status of your orders, and download reports directly
from your account.
Usermame: I I
Password: I I
[ Remember me SIGN IN
Forgot Username or Password?
Note: If credentials are needed, click the Sign Up tab and follow the instructions to
complete enrollment.
Sign In Don't have a free account? Sign Up
3. Determine next steps
If Then
Ordering an Appraisal Continue to the Ordering an Appraisal
section.
Managing Existing Orders Continue to the Managing Existing
Orders section.
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Broker Resource
Ordering an Appraisal
Residential

This report form is for an appraisal order of a one-unit property or a one-unit property with an
accessory unit, including a unit in a planned unit development (PUD).

Step Action

1. Click the New Order button in the header.
Orion Learning | Mercury Network _ :
YD TN 7 =
4 7RN1UIN . b
LENDING Orders Profile

view Order | J€ Delete order [ My Columns | ™ optival AvM Cascade

2. In the New Appraisal Order screen, use the drop-downs and select the Client Group
and AMC.

New Appraisal Order

Fields with red asterisks (*) next to them are required. However, please fill out as much information as possible. Doing so will eliminate delays caused by us having to contact you for
additional information.

Client Group™ | 1-4 - Residential | v | AMC * | (None Selected) v
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Step Action

3. In the Property Information section, complete the following fields and use drop-downs
when provided.
e Address
e City
e State
e Zip Code
e Prop Type

Fields wikth red astersks (™) next to them ane requined. However, pleass fill out as much Information as possible. Dodng 5o will eliminate delays
caused by S handing to contact youl for additicnal inforr

Cllent Group® [Mone Selected) w | AMC * {None Selected w

Property Information

Adddrass * | | Prop Types L ione seiecren |
Unit Type Morne Selacted w | Ll e
City * 1 |
State = [ifcne Selected) i |
Zip Coda = [ | 1
4, In the Assignment Information section, complete the following fields and use drop-

downs when provided.
¢ Form/Type
e Loan Type
e Loan Purpose
e Inspection Type
e Loan #

Note: "An Accurate loan number is critical as it allows our system to auto file your report and
task our appraisal team once the report is complete."

Assignment Information

- - , [J Rush Order
Form/Type * I 1004 - Single Family Appraisal » I

[ | complex
Loan Type* | Conventional v | Loan #* | TESTO1-000001 |
Loan Purpose* | Purchase v | sales Price | |
Inspection Type | (None Selected) v| FHA # | |
Value Conditions 7] as s [ As stabilized

[[] As completed [] Retrospective
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Step Action

5. In the Broker Information section, complete the following fields and use the drop-
downs when provided:

e Broker Name
e Phone Number
e Email

Broker Information

Broker Name | | Home s |

- = [ Home ]

b Home | | Work
Work Mobile
Mobile Pager
_— Fax

.| E-mail LE-mail

6. In the Contact and Access Information section, complete the following fields and use

drop-downs, as appropriate:

e Occupancy
e Borrower

o Phone Number, Email
¢ Owner

o Phone Number, Email
e Agent

o Phone Number, Email
o Appointment Contact

Contact and Access Information

Oocupancy * IC'wner VI

Borrower * |Home ~|[512-555-1211 ||E-mail | |alicefirstimer@acil.com | iy
Co-Borrower |H::|me b | E-mail | h
Owner OSCAR OWNER |Home | [512-555-0000 || E-mail v | |oscarowner@aoll.com
Occupant |Hnme w | E-mail w |

Agent |H::-rr|r-_- e | E-mail |

Other [Home [| E-mail ~| |

Appointment Contact * |Cwner \-"I
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Step Action

7. Determine if Additional Notification Recipients or Additional Comment or
Instructions to Vendor need to be entered.

If Then
Additional Notification Recipients need to | Enter the additional email address(es)
be entered separated by semicolons (;) in the
Additional Notification Recipients
field.

Additional Notification Recipients
Enter additional e-mail addresses to recei
| bestrealtor@msnaol.com

Additional Comment or Instructions to Enter applicable comments or
Vendor need to be entered information in the Additional Comment
or Instructions to Vendor field.

Additional Comments or Instructions to Vendor

Fhe owner has dogs on the property. Please contact the owner 2 hours before arrival. Thank yi

8. Click the Next button.

Additional Comments or Instructions to Vendor

’The owner has dogs on the property. Please contact the owner 2 hours before arrival. Thank you.
®
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Step Action

9. Once the New Appraisal Order Summary appears, validate that all information is
correct.

Confirm Your Order
Please review the de

@

Assignment Info

Due Date Loan # TEST01-000001
Other Ref #
Loan Type

1004 - Single Farmily Appraisa
Loan purpose

Ordered By
Lender
Client Group
AMC Cor
Disclosure Date

Closing Date
Property Information

Address 100 TEST DRIVE Prop Type Single Family
ity DALLAS Prop Rights

State ™ Legal Desc

Zip Code 75001 Directions

County Dallas

Contact and Access Information

Occupancy * Ouner

Borrower * ALICE FIRSTIMER Home alicefirstimer@aoll.com
Co-Borrower Home

Owner OSCAR OWNER: Home

Occupant Home

Agent Home

Other Home

Appointment o

‘ortact *

Additional Comments or Instructions to the Vendor
The awner has dogs an the property. Please cantact the owner 2 hours before arrival. Thank you
Required Documents

Sales Contract *  Upload sales contract

Payment Inform:

Foe Notes [N

Order Fea Payment Method* 2dd credit card info

10. Click the Upload Sales Contract hyperlink, and upload the Sales Contract for
purchase transactions.

Required Documents

Sales Contract * | Upload sales contract

Payment Information

Fee Notes

Order Fee

Payment Method® A credit card info
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Broker Resource

Step Action

11. In the Payment Information section, confirm or adjust the Order Fee, and use the
Payment Method drop-down to select the payment method. Click the Next button.

Note: If payment is not entered, canceled, or is not approved, the order will be saved
and placed On Hold.

Payment Information

Fee Notes [Mo Fee Mates]

IOrder Fee 200 I Payment Method*® ICC to Vendar vI Add credit card info

’d Back ]I et PI

Note: The Credit Card Information screen will display. Enter all required fields that
are identified with a red asterisk (*) and click the Save button.

Credit card information

First name® I I

Last name® I I

Strest address
City

State (MNone Selacted)

ik

Credit card number* I I
— -
visa B B ==
Expiration date® I -- a ) ] I

E-mail address
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Commercial Appraisal

This designation is used for all 1-4 unit mixed use properties.

Step Action

1. Click the New Order button in the header.
Orion Learning Mercury Network _ _
YD IMNT o =
& 7 INI\JIN . -
LENDING Orders Profile

View Order  J€ Delete Order | ([0 My Columns [ optival AVM Cascade

2. In the New Appraisal Order screen, use the drop-down to select Commercial 1-4
Unit Mixed Use from the Client Group and use the drop-down to select the AMC.

New Appraisal Order

Fields with red asterisks (*) next to them are required. However, please fill out as much information as possible.

Client Group* | (None Selected) b

(None Selected
Property Informall 1-4 - Residential
. f
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Step Action

3. In the Property Information section, complete the following fields and use drop-downs
when provided.
e Address
¢ City
o State
e Zip Code
e Prop Type
Property Information
Address * | | Prop Type* |(Nnne Selected) Vl
Unit Type | None Selected ~ | Legal Desc | |
City * | ]
State * |(None Selected) V|
Zip Code * | |
4. In the Assignment Information section, complete the following fields and use drop-
downs when provided.
¢ Form/Type
e Loan Type
e Loan Purpose
¢ Inspection Type
e Loan #
Assignment Information
Form/Type * |5 - & Unit Residential Income Property (714) | - | 8 2:3:‘ zr:er
Loan Type* | (None Selectzd) v| Loan #* 1 -LI
Loan Purpose™ |(Ncne Selectzd) "I Sales Price | ‘
Inspection Type |(Ncne Selectzd) v ‘ FHA # | ‘
Value Method ([ Sales comparisen ([ Cost approach DU Case File ID | ‘
(J Income approach LPA Key | ‘
Types of Value () Market (O Disposition Market Analysis | (None Selected) hd |
() Bulk sale market [ Liquidation value Conditions () as is [ As stabilized
[ Going-concem [0 As completed [ Retrospective
Value Info | ‘
5. In the Broker Information section, complete the following optional fields, use drop-
downs when provided.
e Broker Name
e Email
e Phone Number
Broker Information
Broker Name | || E-mail | I_ E |
_Home il J I I
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Step Action

6. In the Contact and Access Information section, complete the following fields and use
drop-downs when provided.

e Occupancy
e Borrower
o Phone Number, Email

¢ Owner
o Phone Number, Email
e Agent

o Phone Number, Email
e Appointment Contact

Contact and Access Information

Occupancy * IC'wner VI

Borrower * IALICE FIRSTIMER I |H:-me w | |512-555-1211 | E-mail |aliceﬂrstirner@aal[.curn a.
Co-Borrower |H::|me b | E-mail | h
Owner DSCAR OWNER |Home w | |512-555-0000 | |E-mail v | |oscarowner@acll.com
Occupant |H:ume A | E-mail w |

Agent |H::-rr|r;I vl|[ | E-mail w |

Other |H:J|'ﬂE - | E-mail |

Appointment Contact * I Owner \-"I
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Step Action

7.
Determine if Additional Notification Recipients or Additional Comment or
Instructions to Vendor need to be entered.

If Then
Additional Notification Recipients need to | Enter the additional email address(es)
be entered separated by semicolons (;) in the
Additional Notification Recipients
field.

Additional Notification Recipients
Enter additional e-mail addresses to recei
| bestrealtor@msnaol.com

Additional Comment or Instructions to Enter applicable comments or
Vendor need to be entered information in the Additional Comment
or Instructions to Vendor field.

Additional Comments or Instructions to Vendor

[The owner has dogs on the property. Please contact the owner 2 hours before arrival. Thank y)|
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Step Action

8. Click the Next button.

Additional Comments o Instructions (o Vendor

The cwner has dogs on the property. Please contact the owner 2 hours before arfval. Thank you

ek

9. Once the New Appraisal Order appears, validate all information is correct.

 you need to make changes, click 'Back'.

Assignment Information

Due Date Loan # TesTo1-000001
Other Ref # File #
Loan Type Conuantionsl Form/Type 1004 - Single Family Appraisal
Loan Purpose  Burchase Sales Price
Ordered By Loan Amount
Lender Ori Estimated Value
Client Croup FHA #
AMC Coi jon Management Inc. Intent to Proceed
Disclosure Date .
Closing Date
Property Information
Address 100 TEST DRIVE Prop Type Single Family
city DALLAS Prop Rights
State ™ Legal Desc
Zip Code 75001 Directions

County Dallas

Contact and Access Information

Oce Ovmer

Bor, ALICE FIRSTIMER Home 512-555-1211 alicafirstimer@aall.com
Home

OSCAR OWNER Home 512-555-0000

Occupant Home

Agent Home

Other Home

Appointment o

Contact *

Additional Comments or Instructions to the Vendor
The oviner has dags on the property. Please contact the owner 2 hours before arrval. Thank you
Required Documents

Sales Contract *  Upload sales contract

Payment Information

Fee Notes Ho Fee Nates]

Order Fee Payment Method* Add eredit card info

10. In Required Documents section, click the Upload Sales Contract hyperlink, and
upload the Sales Contract.

Reguired Documents

Sales Contract * | Upload sales contract
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Step ‘ Action
11. Commercial Orders require a bid process where the order is sent to a group of eligible
appraisers to determine:
e Appraisal Cost
o Estimated Completion Date
Note: Commercial Orders take additional time over residential orders. Please plan your
lock and closing dates accordingly.
12. In the Payment Information section, use the Payment Method drop-down to select the
payment method. Click the Next button.
Payment Information
Fee Notes [No Fee Notes]
Order Fee \:I Payment Method* Add credit card info
Note: If payment is missing, canceled, or is not approved, the order will be saved and
placed On Hold.
13. Complete the credit card information and click Save.

Credit card information

First name® I I

Last name* | |

Street address
City

State  (Mone Selacted) =

I

Zip code™

Credit card number* I I

visa () A ==

Expiration date*

E-mail address

Note: The Credit Card will not be charged until the fee has been confirmed and
approved by you.
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Step ‘ Action

14. When the bid process is complete, you will be notified via Mercury Network regarding the
cost and estimated completion date.

If Then
Cost and Estimate Completion Date are You must Send Message approving the
acceptable, and you have already charge amount to proceed with the
completed payment information. charge and order.

Cost and Estimate Completion Date are You may begin the order process with a
not acceptable different AMC.
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Ordering a FNMA 1004D

Step Action

1. In the All Open Orders section, double-click the applicable order to order a 1004D.
Orion Learning | Mercury Network
D ITNN] ~ -
47 NIUIN " o
LENDING Orders Profile
New Order View Order x Delete Order D My Columns | [ Optival AVM Cascade
I
Find: ’—|@. Baorroveer Property Product Account exec Trackin
o @:ta s with () Cantains BETTY BORROWER éit:SS:TTgR;;OEm égi‘;&i;ﬁ:sal Deniz Denktas 77471
Placad: ANDY ANYBODY _ﬁgfftjr':?m ?5E-31w €~ 1000 o do FHA (1072)  Deniz Denkias 774718
E= 2ll Open Ordars
2. Click the Other Actions drop-down, and select Duplicate Order.
Orion Learning | Mercury Netwaork
ORTION ~ -
47 NAUIN o “
LENDING Orders Profile

\F Back | ™ Send Message | & Attach Documents l_\l‘l Cther Actions ¥ I

l

101 TEST DRIVE
DALLAS, TX 75001

Borrower: BETTY BORROWER ' Duplicate Grder

Annraised Valua:

3. In the Client Group section, verify that the Client Group and AMC auto-populate with
the original appraisal order information.

New Appraisal Order

Fields with red asterisks (*) next to them are required. However, please fill out as much information as possible. Doing so will eliminate delays caused by us having to contact you for
additional information.

Client Group* | 1-4 - Residential | v | amc = |l tvone Selected) v
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Step Action

4, In the Property Information section, complete the following fields and use drop-downs
when provided.
e Address
e City
e State
e Zip Code
e Prop Type

Property Information

Address * | | Prop Type* |[None Selected) V|
Unit Type ‘ None Selected - ‘ Legal Desc ‘ |
City * [ |
State * |(N0ne Selected) V|
Zip Code * | |
5. In the Assignment Information section, click the Form/Type drop-down, and select

Appraisal Update/Inspection of Repairs (1004D) or Appraisal
Update/Recertification (1004D) as applicable.

IFnrrrl,.l'T[.rpe = I ||:Nc-ne Selectad)

(MNone Selectad)
1004 - Single Family Appraisal

Loan Purpose* Appraisal Update/Inspaection or Repairs | 10040 )
Appraisal Update/Recertification (1004D)

6. Verify the following fields are accurate:

Loan Type* l

¢ Form Type

¢ Loan Type

e Loan Purpose
e Loan #

Azsignment Information

|| Rush Order

Form fType © [Mone Selectsd) bl ]
VTYP L I - [ Comniplas
Loan Type® I::'r-'eﬁt onal I w | Loan &% - -
Loan Purpose® IF‘ur\:hase I w | Sales Price | J
Inspection Type |:'H:1e Salected) we | FHA # |
Value Conditions [ | a5 s [ as stabdzed
[] &s complated [ Ratrospactive
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Broker Resource

Step Action

7. In the Broker Information section, complete the following optional fields:
o Broker Name
e Email
e Phone Number
Broker Information
Broker Name | || E-mail Vl E E |
 Home v] | |
8. In the Contact and Access Information section, complete the following fields and use
drop-downs when provided.
¢ Occupancy
o Borrower
o Phone Number, Email
¢ Owner
o Phone Number, Email
e Agent
o Phone Number, Email
e Appointment Contact
Contact and Access Information
Occupancy * IC'wner VI
Borrower * [ALce FirsTIMER ] [Home | [512-555-1211 ||E-mail | [alicefirstimer@acil.com | iy
Co-Borrower |H::|me ~ | E-mail | h
Owner OSCAR OWNER |Home w||512-555-0000 || E-mail v | [oscarowner@aoll.com
Occupant |Hame A | E-mail w |
Agent [Home /[ |[E-mail | |
Other |H:J|'ﬂE h | E-mail w |
Appointment Contact * ICwner \-"I
9. Click the Next button.
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Broker Resource

Step Action

10. Once the New Appraisal Order Summary appears, validate that all information is
correct.

i i Mercury Notwark
Orion Lzarfm::)n 'A:u;nwmr — = o S —
4 RAUIN 0
LENDING Orders | Profile
XK cancsl

Confirm Your Order
Please review the details of your order. If you need to make changes, click ‘Back'.

Assignment Information

Due Date Loan # TESTO1-000001

Other Ref # File #

Loan Type Conventional Form/Type 1004 - Single Family Appraisal
Loan Purpose  Purchase Sales Price

Ordered By Loan Amount

Lender Orien Lending Estimated Value

Client Group FHA #

AMC Intent to Proceed
Disclosure Date Received Date
Clasing Date
Property Information
Address 100 TEST DRIVE Prop Type Single Family
City DALLAS Prop Rights
State ™ Legal Desc
Zip Code 75001 Directions
County Dallas
Contact and Accass Information
Occupancy * Oviner
Borrower * ALICE FIRSTIMER Home 512-555-1211 E-mail  alicefirstimer@aoll.com
Co-Borrower Home E-mail
Owner OSCAR QWNER Home 512-555-0000 E-mail  oscarowner@acll.com
Occupant Home E-mail
Agent Home E-mail
Other Home E-mail
Appointment
Contact *

Additional Comments or Instructions to the Vendor
The awner has dogs on the property, Please contact the owner 2 hours before arrival. Thank you

Required Documents

Sales Contract = Upload sales contract

Payment Information

[No Fee Notas]

Payment Hathod® s crcs card i

Fee Notes

Order Fee

11. Click the Upload Sales Contract hyperlink, and upload the Sales Contract, for
purchase transactions.

Required Documents

Sales Contract * |Upload sales contract
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Broker Resource

Step Action

12. In the Payment Information section, confirm or adjust the Order Fee, and use the
Payment Method drop-down to select the payment method. Click the Next button.

Note: If payment is not entered, canceled, or is not approved, the order will be saved
and placed On Hold.

Payment Information

Fee Notes [No Fee Maotes]

IOrder Fee 200 I Payment Method* ICC to Wendor vI Add credit card info

[1 Back Il Next Fl

Note: The Credit Card Information screen will display. Enter all required fields that
are identified with a red asterisk (*) and click the Save button.

Credit card information

First name® I I

Last name® I I

Street address
City

State (Mone Selacted)

1k

Credit card number® I I
- -
visA el S =~y
Expiration date® I -- 2 | a I

E-mail address
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Broker Resource

Managing Existing Orders
Searching for an Order

Step Action

1. In the Orders section, type the search criteria into the Find box.
Orion Learning | Mercury Netwaork
r“\'}r\ T ash]d N —
47/ NA\UIN i a
LENDING Orders Profile
New Order \iews Order x Delete Order D My Columns | [P Optival AVM Cascade
ot oo
Find: I IQ Baorrower Property Status Inspection
(@) Starts with (7) Contains - AR 101 TEST DRIVE -
. . = ) Lontain BETTY BORROWER [\ oo 1y omggy 0N Hold
In fie :[E.orr:\-aer v] ~ 10001 Appraisal
ad » - Test Drive - 1000 ; o
Placed: |.-=.| Active hd | ANDY ANYBODY Anywihere, TX On Hold
2. Select the appropriate radio button to search for an item that Starts With or
Contains with the search criteria.
Orion Learning Mercury Network
f'\'}n TAah1 - —
&/ INIJIN " a
LENDING Orders Profile
New Order View Order x Delete Order D My Columns | [P Optival AvM Cascade
R o
Find: a Borrower Property Status Inspection
(@) Starts with () Contains| - " 101 TEST DRIVE _
. . = _) Lontain BETTY BORROWER L\ o 1y 7500y O0 Held
In field: | Barrowar ) _ 10001 Appraisal
cad: w - Test Drive - 1000 ) .
Placed: |.-!.| Active hd | ANDY ANYBODY Beyuihere, TX On Hold
3. Select the appropriate search field in the In Field drop-down.
Orion Learning Mercury Metwork
r‘\'}‘n T a1 o -
4/ INAIUIN "8 4
LENDING Orders Profile
New Order Wiew Order x Delete Order D My Columins F{ﬁ Optival AWM Cascade
N L
Find: | | Q. Borrawer Property Status Inspection
@ Starts with () Contains _ R 101 TEST DRIVE -
. . = ., —anin BETTY BORROWER [ w1 75ggy O Hold
In fie .[E.nrr:\-aer vI - 10001 Appraisal
cad: v — Test Drive - 1000 . -
Placed: |-"-| Active V| ANDY ANYBODY Aryvihere, T On Hold
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Broker Resource

Step Action

4, Select Timeframe from the Placed drop-down.
Orion Learning | M-m.n HNetwork
f_'\'-}n T M o -
LS4\ AW l\l " -
LENDING Orders Profile
New Order Wiews Order x Dielete Order D My Columns | [ Optival AVM Cascade
e (o
Find: | | Q Borrawer Property Status Inspection
@ Starts with () Contzins AEE A 101 TEET DRIVE o
® = L) Lantain BETTY BORROWER [\ oo 1 75ggy  OM Hold
in field: (Borover ) - 10001 Appraisa
Placed: ANDY ANYBODY :qs;\»_l’—rell-rf'r?jj On Hold
5. Click the Magnifying Glass icon ( =] ) or press Enter to execute the search.
Orion Learnlng | Mereury Network
TryhT 7 -
ORION . &
| ENDING Orders Profile
Mew Order Views Order x Delete Order D My Columns | [P Optival AVM Cascade
o iy
Find: | I @. I Borrower Property Status Inspection
@® Starts with () Cantsins BETTY BORROWER %)itfs;rriﬁ;\sfn On Held
In field: [E.orr:\-aer v] B T —
Placed: [All Active v] ANDY ANYBODY _:_f;j_:‘;':'éj':":' On Hold
6. The search results will appear in the Found Orders section. Double click on the order

to open to review the Appraisal Order Details.

e L

Find: |.|3n_,.':||:||:|\.-' | 'El Borrawer Property tatus
() Starts with (@ Contzins 10001 Appraisa

In field: |E,mr:,\,“Er o | ANDY ANYBODY Aiﬁ_;_}r;-;:-éjm On Hold

Placad: |La§: 30 days w | 7s0ot
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Broker Resource

Sending Messages

Step Action

1. In the All Open Orders section, double-click on the order, to send a message to another
party regarding an order.
Orion Learning | Mercury Network
YD TONT 7~ -
47 INAUJIN 8
LENDING Orders Profile
New Order View Order x Delete Order D My Columns | [ oOptival AVM Cascade
foser oo
Find: ’—| @. Borrowwer Property Product Account exec Trackin
. :‘Et:itt" O Contains IBEI'I'Y BORROWER |E°Ai:59:TT3R7I;§O A éaor?‘?h;i:;;gr:sal Deniz Denktas 77471t
Js:ad:l ANDY ANYBODY _1335{?;‘:?’??‘;'53?; Drive - 1000 o 4o FHA (1073)  Deniz Denktas 77471¢
Aﬂ:!ive Order Folders CAREN CONDG ;\E‘F;li:;rg'?i"_dz'-;;;s 1_-'5:"'_31".; .ﬁsjr:v;'l:isa Deniz Denktas Jranis
B Al Cpen Orders
2. Click the Send Message button.
Orion Learning | Mercury Network :
YD IANT o ==
/RAUIN 8 4
| ENDING Orders Profile
J Back I i Send Meaaagel | Attach Documents | &3 Other Actions ¥ | 154 Print
3. In the Send Message section, enter applicable Notes, check the Action
Required box if needed, and click Send.

Send Message b4

Enter your message below and we'll send an e-mail with the property address

and your message. All messages and replies are logged as a permanent part of

thea fila and can be rafarred to at any time.

Motes

Dﬂ‘u.:l: on Required

| Send || Cancel
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Broker Resource
Attaching Documents

Step Action

In the All Open Orders section, locate and double-click on the order you'd like to open
by double-clicking on the order.

Orion Learning | Mercury Network Help | Terms of Use | Sign Out
{"\ DI AAAMNT 7 —
7RI UIN i 4
LENDING Orders Profile
Mew Ordar view Order  J§ Delete order | [ My Columns | [ optival AvM Cascads
o T oo
f [ ] Borrower Property Product Account exec Trackin
@® Starts with () Contains 101 TEST DRIVE 1004 - Single : |
i ol e BETTY BORROWER | py) ) a5, Tt 75001 e | oEETEES TR
n field: [ Subject city ~ ; S
ANDY ANYBODY 10001 Appraisal Test Drive - 1000 - 4 s 1073)  Deniz Denktas 774712
Placad: | All Active - Anywhere, TX 75001
- S 1001 Candy Land Lane 1004 - Single e enleas .
‘Active Order Folders CAREN CONDO Rainbow City, AL 35506 Family Appraisal  D=n® Denkias 7747

B= All Cpen Orders

2. In the header, click the Attach Documents button.

[ ercary eror [

ORION 6 &

NDING Orders Profile

W Back | M Send Me;sagel e | Attach Documents I-_Q‘l Other Actions ¥ | (5 Print

3. In Section 1, click the Document Type drop-down, and select the Document to
upload.

Attach document

(1]
Choose the document type | (None Selected) —
-
9 Closing Disclosure
Condo/HOA Cert
Attach paper document congtryction Budget
using DirectFax™ | c;ncrrction Plans/Specs

Contract Addendum

Our D|rec‘§Fax techpology lets ‘,’?I Contracting Bids

us paper documents using any f3

machine. Click the Print button b gree;:ilflzriacrgrﬁ?lti{;‘l;lzatlon

print the special bar coded cover| .

Fax it along with your documentg Financial Statements

printed toll free number. Flood Certificate
Hazard Disclosure

| Insurance
Lease
Legal Description
Print DirectFax™ cover sheet ‘ License l

Loan Estimate

Market Information
NIPLA
Original Appraisal -
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Broker Resource

Step Action

4, Select the Upload Documents button.

Finished Upload documents

Note: To fax documents, click the Print DirectFax Cover Sheet button.

Print DirectFax™ cover sheet

5. Confirm the Green Checkmark displays, indicating that the documents were
uploaded successfully.

=]
Print DirectFax™ cover sheet Finished Upload documents

Repeat Steps 3 - 5, as applicable.

6. Click the Finished button.

Finizhed Upload documents
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Broker Resource

Deleting Uploaded Documents

Step Action

1. On the Appraisal Order Details screen, review uploaded Documents in the
Documents section.

J Back % Send Message | &| Attach Documents | &3 Other Actions ¥ | 5 Print

Appraisal Order Details Tracking #: 774715-47342532 |

101 TEST DRIVE
DALLAS, TX 75001

Borrower: BETTY BORROWER
Appraised Value:

Order Date: 4/11/2023
Due Date: 4/20/20232
Fee:
Payment Type: Deferrad CC
Estimated Value:
Loan Mumber: TEST01-000002
File Number:
FHA Case #: Edit
Other Ref #:
Vendor Name: Core Valuztion Management Inc.
Assigned AE: Document Type Date Uploaded
¥ | Order Documents
| Sales Contract 04/11/2023

Orderad By: = 04/11/2023
Lender: Orion Lending & Insurance e
Lender Address: 770 The City Drive S Ste 1500

Orange, CA 32868
Appraisal Date:
Loan Tvpe: Canventional

2. Select the document to delete, and click the X Delete button.
Document Type Date Uploaded
LA Order Documents
7| Sales Contract 04,11/2023
04/11/2023

Document Details Cpen ':
Document Name  Firstimer- SSN Mo Verif [ (1)_1.pdf
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Broker Resource

Deleting an Order

Step Action

1. Click the Delete Order button in the header.
Orion Learning Mercury Network
f_'\'-,n TArysMh1 F —
4NN B ]
LENDING Orders Profile

New Order View Order x Delete Order D My Columns | [ Optival AVM Cascade

Search Criteria: Orders created in the last 30 days where the information appeared in the following field: Borrower. To change your search
Found Orders (1)

Find: |Any:odv | Q Borroveer Property Status Inspection
() Starts with (@ Contains 10001 'P'ppmisal
In field: | Borrower v] ANDY ANYBODY 1‘;5;’?;‘;:'1_;000 On Hold
Pleeedds |8 e A e e | 73001
2. Review the Order Delete message and complete the Notes section. Click the OK
button.

One or more of the orders selected has not been cancelled. To delete an order, it
must first be cancelled. Enter a comment below to send with the cancellation
message.
Motes
L ]
| ok || Cancel
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Broker Resource

Canceling an Order

Step Action

1. Click the Delete Order button in the header.
Orion Learning Mercury Network
f\'-,n Trymh1 N —
C7INAVIN B ]
LENDING Orders Profile

New Order View Order x Delete Order D My Columns | [ Optival AVM Cascade

Search Criteria: Orders created in the last 30 days where the information appeared in the following field: Borrower. To change your search

Found Orders (1)
Find: |Anybody | Q Borroveer Property Status Inspection
() Starts with (@ Contains 10001 'P'ppmisal
In field: | Borrower v ANDY ANYBODY 1??5::;:"&900 On Hold
STREETE P el 75001
2. Click the Other Actions drop-down, and select the Cancel Order button.
Orion Learning | Mercury Network
YD IOYN] P =
7 INAIN C 4
LENDING Orders Profile

J Back \ Send Message | & | Attach Documents | &3 Other Actions ¥ | 5a Print

{ ]

10001 Appraisal Test Drive - 10 (% Resume
Condo
Anywhere, TX 75001 ' Duplicate Order

Borrower: ANDY ANYBODY LX cancel Order ]
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