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▪ Search for a property by typing in the address and select the correct option from the pre-populated drop-down list. Please note that selecting an option from the drop 

list will return the most accurate result rather than typing the full address. If no address appears you will need to create a temporary property 

▪ Once the property landing page has loaded, scroll to the bottom of the page and click “Order a Residential Valuation”
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▪ From here, a pop-up iDecision engine will load where 

you will be required to complete the form – please 

note the mandatory fields.

▪ Once you have entered in the details required, the 

Valocity engine will provide you with the different 

options for ‘Valuation Types’ available.

▪ Select the type by clicking on the appropriate button.
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▪ From here, there will be slightly different ordering forms based on the “Valuation Type” selected. You will be required to complete all the 

valuation/property information inputted into the mandatory fields

▪ Once this is complete you can then “Continue to Summary”
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▪ The summary page is designed for you to be able to do a final review of your 

order. There are multiple actions that can be taken from here (see below):

▪ CHANGE ORDER: This action will allow you to return to the Customer Contact 

Details and Property Access Details to make any changes or amendments as 

necessary.

▪ ATTACH FILES: The action will allow you to attach any supporting 

documentation as required.

▪ CANCEL ORDER: Cancels the order.

▪ REASSIGN OWNER: Ability to reassign the owner of the order or add multiple 

owners. Owners will receive email updates on the order.

▪ SELECT FIRM: By clicking this button, you have the ability to select the firm 

you wish to complete the order. A list of eligible firms for that report type 

within the geographic region will appear in the drop-down. Once you have 

selected the firm, click “Update”

▪ PROCEED WITH QUOTE: Clicking on ‘proceed with quote’ will automatically 

request a quote from a predetermined panel of valuation firms and quantity 

surveyors.
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▪ Once the valuation firms have provided a quote, an email will be sent to the requester/owner advising that a quote is available for review in the “Comments and 

Actions” section of the order. From here you can accept the quote or reject the quote

▪ When accepting a quote, the platform will automatically reject all other quotes. From here you will be taken to the payment o ptions 
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▪ The summary page is designed for you to be able to do a final review of 

your order. There are multiple actions that can be taken from here (see 

below)

▪ CHANGE ORDER: This action will allow you to return to the Customer 

Contact Details and Property Access Details to make any changes or 

amendments as necessary.

▪ CANCEL ORDER: Cancels the order.

▪ PAY NOW: Will take the lender directly to the payment page.

▪ PAY LATER: The option to send a payment email directly to the 

customer with the different payment options.

▪ PROCEED: Clicking on ‘proceed’ will charge the valuation to the Lenders 

Cost Centre.
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▪ From here, there will be slightly different ordering forms based on the “Valuation Type” selected. You will be required to complete all the valuation/property 

information inputted into the mandatory fields.

▪ Once this is complete you can then “Continue to Summary”.
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▪ The summary page is designed for you to be able to do a final review of your 

order. There are multiple actions that can be taken from here (see below):

▪ CHANGE ORDER: This action will allow you to return to the Customer Contact 

Details and Property Access Details to make any changes or amendments as 

necessary.

▪ ATTACH FILES: The action will allow you to attach any supporting documentation 

as required.

▪ CANCEL ORDER: Cancels the order.

▪ REASSIGN OWNER: Ability to reassign the owner of the order or add multiple 

owners.

▪ SELECT FIRM: by clicking this button, you have the ability to select the firm you 

wish to complete the order. A list of eligible firms for that report type within the 

geographic region will appear in the drop-down. Once you have selected the 

firm, click “Update”

▪ PROCEED WITH QUOTE: Clicking on ‘proceed with quote’ will automatically 

request a quote from a predetermined panel of valuation firms and quantity 

surveyors.
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▪ Once the valuation firms have provided a quote, an email will be sent to the requester advising that a quote is available for  review in the “Comments and Actions” 

section of the order. From here you can accept the quote or reject the quote

▪ When accepting a quote, the platform will automatically reject all other quotes. From here you will be taken to the payment o ptions 
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▪ A temporary property must only be created if no drop-down search results 

appear or if the property is a new build.

▪ The option to create a new property will appear like the image to the right.

▪ All mandatory fields are highlighted to the right, that will require you to 

input the relevant information. You will need to ensure you select 

residential prior to selecting create.

▪ The valuation screen will appear, and you will need to select the order 

now button to process with the valuation order.
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▪ Clicking ‘Proceed’ will allow you to waive the fees/ customer payment and the valuation assignment packet will be triggered for completion. 

▪ This will be charged to the Lender directly on a monthly basis.
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▪ By selecting this option, the valuation fee will need to be collected upfront before being assigned to a Valuation Firm for completion

▪ Selecting ‘Pay Now’ will redirect you to the payment screen where you can choose between Credit Card or Account2Account transfer. Once the paym ent has been 

collected the status of the report will change to ‘New’ and automatically assigned to a valuation firm

▪ The following screenshots show you what will appear if you choose Account2Account vs Credit Card. Please note you can only use the bank listed on Account2Account
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▪ Selecting ‘Pay Later’ option will send an email to the customer requesting them to pay for the valuation fee directly

▪ Please note that the email address must be entered into the customer details section of the order summary to ensure this option is successful
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▪ Select “Reassign Firm” if you wish to change the valuation firm completing your order

▪ This will take you to a landing page where you can select an alternate valuer from the eligible drop-down list. Once you have made your selection, click “Update”. A 

notification will be sent to both valuation firms and the order will progress with the new valuation firm


