
How to Order an Appraisal in 
MFSTPO
A step-by-step training guide for loan officers and brokers ordering conventional, 
FHA, and USDA appraisals through the Mortgage Financials TPO system. Follow this 
process for all new appraisals ordered on and after October 19th.

LOAN OFFICERS & BROKERS CONVENTIONAL · FHA · USDA



Before You Begin: Eligibility Checklist
Not every loan type follows the same pre-ordering rules. Confirm the following before placing your appraisal order to avoid delays or compliance 
issues.

🏠 All Loans
You must have Intent to Proceed on file 
before collecting any payment from the 
consumer. Do not initiate the appraisal 
order until this is confirmed.

🏛️ FHA Loans
A case number must be issued before 
you can order the appraisal. Ordering 
without a case number will result in 
processing errors.

🎖️ VA Loans
VA appraisals are not ordered through 
this workflow. VA appraisal ordering 
continues through Webology. This TPO 
process does not apply.

The broker partner is responsible for payment. Payment may be collected at closing or paid upfront by the broker office.



Step 1: Open the Appraisal Order Screen
Log into the loan file in Mortgage Financials TPO. On the left-hand navigation 
panel, locate and click Order Appraisal. The system will automatically sync all 
relevant loan data into the appraisal order screen — no manual re-entry 
required.

Starting Monday the 19th, two previously available ordering links will 
no longer be active. This is the new required process for all appraisal 
orders going forward.

What Syncs Automatically

Borrower and property information

Loan purpose and transaction type

Loan amount and product details

Key dates and documentation type



Step 2: Review & Add Contact Information
Once the order screen loads, review all contact information pulled from 
the loan file. The appraiser will need a contact to schedule property 
access — make sure this person is reachable.

If no suitable contact exists, click Create New Contact to add one 
manually.

Who to Add as a Contact

Realtor or listing agent

Seller contact

Buyer contact

Required Information

At least one phone number (cell preferred)

Full name and role

For refinances, the default primary contact is typically the customer. You can remove or change the default by clicking the X next to the 
contact name.



Step 3: Verify Order Details Before Submitting
Before clicking Create Order, take a moment to review all populated loan and appraisal data for accuracy. Errors caught here prevent downstream 
delays.

Transaction Type
Confirm the loan purpose is correct — e.g., Purchase or Refinance. 
This drives which appraisal products are available.

Priority Level
Orders default to Normal Priority. If a rush is needed, do not change 
it here — email the appraisal desk directly to request expedited 
handling.



Step 4: Select the Appraisal Product
Choosing the Right Product

Use the product selector to choose the appropriate appraisal type. For 
the most common scenario, select:

Conventional loan type

One Unit property type

Traditional appraisal format

This is the full appraisal product. The system will automatically populate 
the default fee once a product is selected. The system now supports 
UAD 3.6 Appraisal 

Payment Options

On Hold Until Payment

Order is held until the 
consumer completes 
payment via the link sent to 
their email address.

Broker Pays Upfront

Broker covers the fee on the 
client's behalf. Coordinate 
with our internal wholesale 
processing team for CD 
reimbursement.



Step 5: Submit the Appraisal Order
Once the product is selected and payment option is confirmed, 
click Create to submit the order. The system will validate the 
order before finalizing.

If any required information is missing or incomplete, the system 
will display a notification identifying what needs to be corrected 
before the order can go through.

A successfully submitted order confirms the appraisal 
has entered the queue with the appraisal management 
company.

What Happens Next

01

Order Submitted

Your order enters the appraisal management queue.

02

Appraiser Assigned

An appraiser is matched and the contact is notified to schedule access.

03

Inspection Scheduled

The appraiser coordinates directly with the property contact.



Step 6: Check Appraisal Status & Review Updates
After submitting, you can monitor the order status at any time by returning to the loan file and clicking Order Appraisal again. The history panel shows 
all actions taken on the order.

Order History
View a full log of all activity on the appraisal 
order, including submission date, status 
changes, and any cancellations.

Email Notifications
All revisions and updates are sent to you by 
email. Review carefully — some updates may 
require you to accept or decline a revision 
directly from the email.

Cancellations & Changes
If an order is cancelled or a change is made, it 
will be reflected in the order history and 
communicated via email notification.



When This Process Applies & Where to Get Help
Effective Date & Scope

This updated appraisal ordering workflow applies to all new appraisals ordered 
on and after October 19th with Mortgage Financial. This is the standard process 
for conventional, FHA, and USDA loan types ordered through the TPO platform.

VA appraisals remain outside this workflow and continue to be ordered through 
Webology.

Need Help?

Appraisal Desk

appraisaldesk@mfsus.com

Your primary point of contact for order questions, rush 
requests, and process support.

mailto:appraisaldesk@mfsus.com


Quick Reference: Full Process at a Glance
Use this summary as a quick refresher before placing your next appraisal order in Mortgage Financials TPO.

Confirm 
Eligibility

Verify program and 
case details

Open Appraisal 
Screen

Access Order 
Appraisal in TPO

Review Contacts
Confirm borrower and 

lender info

Verify Details
Check property and 

case numbers

1

Eligibility First
Intent to Proceed (Conv.), Case Number (FHA), or use Webology 
(VA)

2

Open & Sync
Click Order Appraisal in the loan file — data populates automatically

3

Add Contacts
Ensure the appraiser has a reachable contact with a cell number

4

Select & Submit
Choose the correct appraisal product, confirm payment option, and 
click Create
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