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@Value Overview

@Value Overview
Overview

The @Value system consists of three main sections, detailed in the graphic below. The @Value
Appraisal Engine is the heart of the system and where most of the appraiser's work is completed. The
diagram below details the functions and interrelationships between the Appraisal Engine and the
Database. These are dynamic relationships: comps can be changed or added to the analysis at any
time, inputs and analyses can be modified iteratively; changes and new data will automatically flow
through to the narrative. Narrative components are part of each worksheet. These components are
assembled to create a final print document in Word and/or PDF format.

@Value Comps Database

B Assignment Info » Land
» Scope > Lease
» Market Area, Taxes & Zoning <::| » Improved Sales With:

» Subject Description & Images » Income & Expenses

» Highest & Best Use
» Methodology
e Land Value Analysis

» Cost Analysis

alue Print Documen
» Summary
» Sel-Contained

A Closer Look

Each worksheet in the appraisal engine is a discrete section of the appraisal and includes
corresponding narrative content in an embedded Word document. This is simply a Word document
that sits on the worksheet and looks like an icon. Key worksheet data fields, such as a date, text or
value, or an entire table of data, such as an adjustment grid, are linked to the narrative. For example,
the Assignment Information sheet contains the appraisal date, property rights, client address, owner
address and subject address, among other data. These data are linked to the Word document for that
section and automatically populate the narrative.

Thus, each worksheet has data, either fields or tables or both, linked to the embedded Word document
for that sheet. When it is time to print a document, @Value assembles the Word documents from each
worksheet into a single document for printing. At this point, the user can print a Word document or
create a PDF document with the @Value PDF Writer. The PDF Writer has 128-bit encryption to
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1.2

prevent unauthorized edits, and generates a much smaller file, often less than 2 megabytes.

& Mavigate

l @B Update Links | (22 AutoText | Insert Images » | Guick Tooks » | [#] To Do | &7 Set @value Defauls | B @value Help d

Content
This software package includes:

The @Value Dashboard, a central location for starting new files, opening previous files, database
management, network management and registration.
The @Value PDF Writer, with 128-bit encryption.
Access to @Value web-based applications:
1. @Value Send Files, for sending large files over the internet without email
2. @Templates and Sections; private web folders for appraisal templates and template sections.

e @Value Comps Database: Appraisal Institute Commercial Database Standard:
e Land Comps
e Lease Comps
¢ Improved Comps with
¢ Income and Expense Detail
o Multipliers
¢ Rates and Ratios
e @Value Appraisal Engine:
Assignment Info
Market Area Info
Zoning Info
Subject Description
Highest and Best Use
Valuation:
¢ Land Valuation
o Cost Analysis
e Sales Analysis
¢ Income Analysis
¢ Digital Imaging Tools
¢ Autotext Tools for standard comments and narrative sections.

Note: Macros must be enabled for @Value to function.

Contact @Value
@Value Software, LLC
Curry Place on Squam Lake
854 Route 3

PO Box 308

Holderness, NH 03245
1-800-990-7011
twarmstrong@gmail.com
www.atvalue.com

Installation

System Requirements
MS Word, Excel and Access, Version 2000 or later.
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1.3

1.4

Workstation Installation
1. Loadthe @Value CD in the CD drive of your computer or download the file av45setup.zip from
www.atvalue.com. Save this file to your desktop or other easily accessible location.
2. Find and double-click av4setup.zip, then av45setup.exe.
3. Follow the on-screen instructions.

Network Installation
1. Install the software on a network server. This is a standard installation, exactly the same as a
workstation.
2. On each workstation, open the @Value Dashboard
3. Browse to and select the network folder where the software is installed.
4. Check the "Use Network Path" and click OK.

Notes
1. @Value will install to the user-designated drive of your computer and create a folder named
AtValue Narrative. We recommend you install to the C: drive.
2. Files created by @Value are normal MS Office files and may be stored in any local or network
folder.

Print This Manual

Go to the support page on our web site (http://www.atvalue.com/support.html) and click the "PDF
@Value Help" button.

Narrative Appraisal Software

Report Builder Download Support Pricing

awark in prngré‘?bu&l\ehﬁe ernail if wour question iz not list

0 Ste aiing J 7or ovaue e )
v,

This will open a the Manual in PDF format. Once open (it may take moment, depending on the
connection speed), click the print button in the PDF viewer.

Macros and Reference Settings

IMPORTANT: Macros must be enabled for @Value to function. All @Value files installed on your
computer have been scanned with anti-virus software and are safe to use.

Office XP/2003 Users > You must install the Office Update:
http://office.microsoft.com/search/redir.aspx?AssetID=ES790020041033&0rigin=HH101171861033&C
TT=5
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1.5

About Macros

Office 2000, XP & 2003 are often shipped with Security set to High. This automatically disables macros
- @Value won't run under this setting. If you run anti-virus software, such as McAfee or Norton, you
can safely set the security to Low. This option allows for the best operation of @Value. Without anti-
virus software, you need to change your Security setting to Medium. You will need to enable macros
each time you run @Value. Security settings must be set for both Word and Excel.

FYI: Grisoft makes a great free virus protection application: http://free.grisoft.com/

How Do | Change Security Settings?
Start Excel/Word then click Tools -> Macro -> Security and select Low or Medium. If you run an

antivirus program, you may safely select Low. You do not need to save the file after making these
changes.

About References

@Value needs certain visual basic references installed and selected to function. This gets technical, so
call us if you believe your are seeing an error related to references. Some versions of MS Office do not
include the Microsoft ActiveX Data Objects 2.x Library. The following link will access this free download
(version 2.8) from Microsoft:

http://www.microsoft.com/downloads/details.aspx?FamilylD=6¢c050fe3-c795-4b7d-b037-
185d0506396c&DisplayLang=en

Questions? Contact support@atvalue.com

@Value Dashboard

The @Value Dashboard is a central location for starting new files, opening previous files, database
management, network management, pdf management, @Value's My Files web utility and registration.
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@ @Value Dashboard g@

@\ f‘l __L)_..T\--J- I anage the . - :
databaze Version 4.5 Appraizal Institute
: Commercial Database

géﬂ:a?sgfw e - A PDF dacumnent with
.. : 2&' New Appraisal _,Dl Comps Database ™ g:EDdD?;ahas"-‘ &IED_ details and

- andards efinitions.
pr—————| | ]
Send large
files wia . Mana_ge F'[;F
@ alue's My Files - zecLty an
SerdFies ¥ PDF  Security PDF | Preferences | _. pthf_Elence
l‘web Litility. zettings

@ Help 4 Email Support &£ Registration

Select thiz
checkbax to Cick this
aelivate. Use Metwark Path buttan to
knetwu:nrklng_ Browse  |browse to the

| b, | == network folder,

Recemt Appraisals:

D ouble-click a DADocuments and SettingstAadministratondy Documentsavengine! xls

file name ko
open & wark
file, or uze the
Open Selected
button below. (|| Templates:

Open Selected E Exit Dashboard

@Value PDF Writer

The @Value PDF Writer produces PDF files with 40 or 128-bit encryption security. It install as a printer

on your computer. To create a PDF file, simply select the @Value PDF Writer from the list of printers.
You will need to name the PDF file and select a location for saving.
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Print

Frinter

@ alue POF wiiter

[v [ Properties. .. ]

I amne:
\@vame FOF witer
Status:

“WSHARED-E-MACHYHF Color Laser)et 4500 A
Type: &uto Microzoft Office Docurment Image "riter o
Microzoft Office Document Image YWriker

PDF Security

Settings

Where: T T T 0,
Comment: (] Print to file
Print range Copies
[OF] Murmber of copies: 1 B
(O Pages  from: |1 b
LRl
Print Framesz
() Az laid out on the screen
(%) The zelected frame
(") Each frame separately oK ] [ Cancel

Security is managed from the @Value Dashboard:
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£ Security Settings

Y'ou can limit access bo all pour POF filez created by PDE Printer by
aiving the files pazswordz and resticting certain features.

[T add security to generated POF documents.

— Specity Pazsword

[ Pazsword Reguired ta Open Document

|zer Pagzword: I

[~ Password Required to Change Permizssions and Passwords

b azter Paszword: I

— Permizsiong

Encryption Lewvel: |12E=-I:uit RC4 [Acrobat 5.0 and up] j
[ Mo Printing
[ Mo Changing the Document

[ Mo Contert Copying or E <traction, Disable Accezzibili

[™ Mo Adding or Changing Comments and Form Fields

k. I Cancel

PDF Preferences
Preferences are managed from the @Value Dashboard:

‘# Preferences - PDF Writer

— Output Options

™ Usze default folder location.

Locatian: I

v ‘iew PDF after saving.

™| Usze print job name to save FOF file under default folder automatizally,

o ]

Cancel
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1.7  Web Services
@Value 4.5 includes two web based applications:

1. @Value Send Files, for sending large files over the internet without email
2. @Value Reports; private web folders for appraisal templates and template sections

Narrative Appraisal Software

Value
@ (lJ "‘J( # Database Appraisal Engine Report Builder Download Support My Files Pricing

REPORTS Ve~

@ 2005 by @Value Software, LLC. Database | Appraisal Engine | Report Builder | Download | Support | Pricing | About @walue

@Value Send Files

This is accessed via the My Files tab on the @Value website (www.atvalue.com). @Value assigns
user names and passwords when accounts are created. Contact support@atvalue.com if you need an
account created or modified.
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Database Appraisal Engine Report Builder Download Support My Files

Narrative Appraisal Software

Pricing

Enter your recipient's email address, choose a file to store on @Value server, click
on Send Files button to send a link. Your privacy is quaranteed.

Select File to Send (Up to 1 GB):
Samplefile pdf

Recipient's Email Address:
hoyamigood@atvalue com

Browsze to and
zelect the file to
zend.

vour Email Address:
twarmstrong@gmail.com

Remember my ermail address

Message to Recipient (Optional):

Please contact us 1if you have any

questions.

Send Files

Send to multiple recipients? | Meed secure transfers? | Logout

Browse. .

Optional message
biox

This zection detailz
filez that have been
zent, and when they
were downloaded.

@Value Reports

Last
2 File Name Receiver Jlelad=d Crownloaded ool Delete
Mo On On Downloads
1 |MlohnsonDemo, pdf mjochnson@appraisersgroup.com 2/10/2006 |2/17/2006 3 I:l
P 1 PR aroeuve. 4:55:45 PM|7:02:06 PM
Demo @value repart in X X 282006
2 odf.ndf rsmallsprint@earthlink, net 535137 pM Ju] D

This is a web-based folder system for templates and template sections.

Uploading Files

Simply point to the file to upload, select the type of file (template or a template section, such as

zoning), then upload the file.
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Narrative Appraisal Software
@Value
— # Database Appraisal Engine Report Builder Download Support My Files Pricing

UPLOAD jr DOWNLOAD ‘]

Upload Files
0 Select File to Send (Up to 1 GB):

bty Template xlt Logout

9/} Choose Type of File To Upload

@ appraisal Template O Land valuation

O market area O cost analysis

O Income Analysis O sales analysis

O zZoning Analysis O Subject Description
O qualifications O ather

@ Upload Files

ftware, LLC. Database | Appraisal Engine | Repart Builder | Download | Support | Pricing | About @value

Downloading Files

Click the download tab to access available files for download. These can be sorted by file type. To
download, click on the file name. To send the file to another user, click on Send and enter an email
address.
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Narrative Appraisal Software

@ 'f'l ] IJI:' # Database Appraisal Engine Report Builder Download Support My Files Pricing

UPLDAD {' DOWNLOAD -D

Download Templates & Sections

O) Sort By Type: |E—AII— i

@ Click File Mame To Download

5. . Last Total

Nor. File Name Uploaded On Downloaded On|Dovwnloads Delete (Send
Tom Armstrong, MAI Zfeafz008 Zfeaf2008

1 |qualifications.xls 4:49:05 PM |4:43:36 PM 1 O |send
General Commercial Zfeafz008 Zfeaf2008

2 |ternplate. xls 4148128 PM 4149148 PM 1 [ [send
Mixed Use 2/23/2006 2/23/2006

® |Ternplate.xls 4147129 PM 4149154 PM 1 [ [zend
MyCity Zaning 2/23/2006 2/23/2006

* |section. xls 414712 PM [4:49:59 PM 1 O |send

Delete Files

Web Services Administration

For single user firms, all administrator rights are granted to the user. This includes uploading,
downloading and deleting files. For firms with multiple appraisers, administration rights are defined for
each user. Typically one or two senior individuals have rights to upload, download and delete, while
others have rights to download only. Contact support@atvalue.com to setup company and employee
accounts.

Upgrading From Previous Versions

Upgrading From The 2.0 Database

The @Value 4.5 database requires MS Access 2000 or later (XP or 2003). Due to change in database
platforms from 2.0 (Excel) to 4.5 (Access), the database conversion requires some effort. @Value will
convert your 2.0 database to the new 4.5 format, the cost depends on the size of the database and the
number of images associated with each comparable. Please contact support@atvalue.com for more
information.

Upgrading From The 3.0 Database
This is a free service from @Value. Please contact support@atvalue.com to make arrangements.
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1.9

Moving Narrative Content to 4.5

There are substantial innovations to the way narrative content is managed in 4.5. Narrative content
management in 4.5 is much simpler, but moving the content takes some effort if you have customized
narrative content. Much of the content can be moved with simple copy and paste operations. Please
review Working With Narrative Sections before copying narrative content to 4.5

Keywords

In version 3.0, keywords were used by the software to build links to the content in the appraisal engine.
In version 4.5, the links are "pre-built" in the template. Therefore, when moving content with keywords
from an older version of @Value to version 4.5, the keywords should be manually replaced with links.
See Working With Links.

@Value Autotext Content

The basic goal is to copy the autotext entries from the older (2.0 or 3.0) version of avnarrative.dot to
the new version (4.5). You can do this manually with Word's Organizer, or you can use @Value's
autotext export/import utilities. The avnarrative.dot files are located in the folders where @Value is
installed. For example, 3.0 is usually installed in C:\Atvalue Software\ and 4.5 is usually installed to
C:\Atvalue Narrative\ Note that users can chooser different folder for the installation.

Using @Value Import/Export
See AutoText utilities, keeping mind the folder locations noted above.

Using Word's Organizer

From a new, blank Word file, Click Tools, Templates and Add-ins, then click the Organizer button,
lower left. Click on the Autotext tab, then use the Close File buttons to close the default files. The
"Close File" buttons will change to "Open File" after a file is closed; use the Open File to open the older
copy of avnarrative.dot in one window and the newer copy of avnarrative.dot in other window (It does
not matter which file is on the left or right). Use the built-in Copy and Delete tools to organize autotext
entries.

Using @Value Autotext in Version 4.5

@Value Autotext works the same way in 4.5 as in previous versions. Note, however, @Value 4.5 uses
the new TextManager tool as the primary tool work with narrative content, eliminating the need for
autotext in most cases. @Value Autotext will be phased out in future releases.

Moving Custom Narrative From 3.0 to 4.0/4.5
This process is essentially and cut and paste operation.

Customization work is normally done in the template. We suggest you make a copy of avengine.xlt and
name it something else.

Tip: To open a template, browse to it with Windows Explorer, right-click and select open. If you double-
click the file it will only create a new work file. Note that templates always have the .xlt extension. This
new template should be stored in C:\Program Files\Atvalue Narrative\Template (the root folder may be
different in your installation). The template can then be accessed from the @Value Dashboard, from
the template list at the bottom.

Example:
1. Open the Narrative section in 4.5. For this example the Assignment Information narrative will be
used.

2. In 4.5, place the cursor at the top-left corner of the document and insert a black page.

3. In 3.0, copy the narrative content to move to 4.5.

4. Important Note: Copy content that matches the destination section of 4.5. In this case we have
the Cover Page, Letter of Transmittal, Table of Contents Placeholder (don't delete this, more
info below), Summary of Salient Facts, Definitions, etc., and Limiting Conditions and
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Assumptions. You will want to have generally the same type of content in this section. There is
much flexibility, however, as you can easily add for example a certification sheet, or remove the
LC&A content to anther section.

5. At this point you should have two sets of narrative content; Your content at the top of the
document and the stock @Value content at the bottom of the document. Now it is time to copy
the links from the @Value section, and paste them to your section. This is a simple process;
links are clearly identified as gray cells in the word document - select and copy. Next, find the
keyword in your narrative, and replace it by pasting the link over it.

6. After you have inserted all your text and moved all the links from the @Value content into your
content, delete remaining the @Value content.

Start a New Appraisal

Report Designer

New appraisals are created from the @Value Dashboard. To open the dashboard, click Start >
Programs > @Value Narrative 4.5 > @Value Dashboard

Next, click the New Appraisal button (Excel icon, upper-left). This will open a new appraisal and display

the Report Designer dialog, where the report content can be modified to fit the specific needs the
appraisal at hand.

aValue 4.5

Report Designer ‘

IJse this bool bo modify the report content For the active file, Use Insert Modules to
insert conkent prexviousky saved as modules, but are not part of the default template,

Report Content l Insert Modules

Print .
Aszsignment Information

SCope

Market Area Delete Selected
Property Description

Aggessment & Taxes

Zoning —
HEU

Duplicate Selected

Move Up

Methodaology Move Down
Land Analysis
Cost Analysis j

Report Content
By default, @Value includes all three approaches and content for a full appraisal. To modify, simply
select a section, the click a button the right to move, delete or copy.
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3.1

Modules
Another way to modify report content is to insert modules. Modules are simply report sections that have
been saved as files. Common modules are taxes, zoning and other market/city specific content.

See User-Defined Sheets and Modules

Navigation

Navigation & Work Flow

Navigation
By default, the program opens to the @Value Dashboard. From here, start a new appraisal via the
New Appraisal button.

Navigate the Appraisal Engine by using the main menu (top, detailed options) or sheet tabs (bottom,
general categories). Additionally, navigate from sheet to sheet via the "<" and ">" characters at the top
of each sheet.

< ﬂtﬁghest and Best USE! >
T o Ty
Ente| Ulick these areas to jump tathe: b pamans in the table below. If further detail is warranted, E

previous or next worksheet. |
entel Note the clickable areas are nt
bigger than the character.

ey

Assignment = | Area T | Subject - | Yaluation = | Cualification = | Print Do | Global Fields « | Maore = | Help = d

With Office XP and 2003, the tabs are color coded:

a / Property Description  J Assessment & Taxes | Zoning 4 Methodalogy ¢

W, Income Intro ¢ Rent Analysis ¢ Income Analysis /|

A Reconciiation JieIEe ey |

Work Flow Overview

1. Save the file to a folder of your choice. If you are in a network environment, we suggest saving
the file to a local drive while working, with periodic saves to the server. @Value will run much
faster on a local drive.

2. Start by completing the Assignment Information sheet, then open the embedded Word
document, update links and edit the narrative as necessary. Note this is an iterative process,
the Word document will be edited and links updated numerous times as the appraisal is
developed.

3. Itis not necessary to work in order of the worksheets, which follow the layout of a typical
appraisal, so the next step can vary. The Property Description data populates parts of each
valuation approach, therefore this should be completed before working on the valuation
sections. As each worksheet is completed, the corresponding embedded Word document
should be opened, edited as necessary, and links updated.

4. After all the applicable worksheets and embedded Word documents have been completed, the
next step is to create a print document. Simply click the "Print Doc" from the main tool bar and
select the sections to print.

@Value 4.5 Content
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1. Assignment Information
o Subject Address, Name and Legal Description

Client Information

Appraisal Firm Information.

Appraiser Information, Including Type of Inspection

Dates, Rights, Purpose, Intended Use & Intended Users

Sale History

Current Listing or Contract Information

English Use: Choose "I" or "we". The software will adjust the English use through the
document to reflect the writing style selected.

2. Scope
o Report Type (Restricted-Use, Summary or Self-Contained)
o Appraisal Scope (Limited or Complete)
o Appraisal Methodology
) USPAP Departures

3. Market Area
o Market Area Summary table, based on the UCIAR format.
o Additional stand-alone tables for Population, Income, Housing, Major Employers and
Unemployment

4. Property Description

o Site Description
o Improvements Description
o Highest and Best Use Summary

5. Assessment & Taxes
6. Zoning
7. Highest & Best Use

8. Methodology
o By default, this section automatically populates with data from the Scope sheet.

9. Land Analysis
This section is used for developing a land value for "land only" analyses or as a land value for the
Cost Approach.

o Land Analysis & Conclusion
o Summary Comp Table

o Subject/Comp Map

o Detailed Comp Sheets

9. Cost Analysis
This section includes cost and depreciation schedules, and cost approach conclusion.

o Cost Analysis

10. Sales Comparison Analysis
This section covers:

Improved Sales Analysis & Conclusion
Summary Comp Table

Subject/Comp Map

Detailed Comp Sheets
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4.1

11. Income Analysis
This section has three components:

1. Income Intro. This includes a section for the subject's income and expense history and
owner's budget, if available.

2. Rent Analysis. For analysis of market rent. These can be several instances of this
section for estimating market rent for multiple unit types.

3. Income Analysis. This sheet is extensive and includes the following:

¢ Income Projection

e Comparable Expense Analysis (Optional)
e Expense Projection

e Capitalization Rate Development

e Capitalization to Value

¢ Income and Expense Charts

12. Reconciliation

This section covers:
Value Conclusions
Final Reconciled Values
Marketing Period
Exposure Time

13. Appraiser Qualifications

Analysis Grids

Working With Analysis Grids
Working with Grids
Note: Comps are always added to the database first, then imported to the grid

There are three grid types:
¢ Land Analysis
e Improved Sales Analysis
¢ Rent Analysis

There are four main sections to each Analysis Grid:
Adjustment Grid

Comp Summary Table

Map Canvas

Comp Sheets

There is an additional table named Comp Storage that is used by the software, but does not require
user edits or management.

w< | =
Navigate to each section with the Section Tools menu, or use the previous/next JJ buttons at
the top left corner of each table.

Show/Hide Toggle

Most of the spreadsheet display and organization tools are on the spreadsheet itself. Each table has an
obvious Show/Hide toggle button, located at the upper-left corner. Show mode displays all rows and
columns for the table; this allows the user to set show/hide settings for the grid. The image below
shows a partial view of the land grid with all rows and columns displayed.
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Database Labels

Mext > Font Size Column Width
Decimals: 0
e 1 | A > Show [ Show [ Show 7 Fide 15N, Hide
L’ Show
i N ] bide o
e | f] ShowHide toogle button Subject Comp 1 Comp 2 Comp 3 | Select Show orHidelo Fomp §
T | yrromerme— 21 = 73 | format the dispiay
Show Property Type Land Land Land Land Land
Hide Property Name Drairy Queen Corner of 3rd St & 3rd 4
Address MyStreet 3251 Colonial Blvd. | 25111 Bernwood Drive | 3790 US-41 North 318 3rd Ave South
Hide 1\ County Lee Lee Callier Caollier
ED;N Seeet Shaw o e o M}Iilﬁ)—;ty Ft hglyers ElonltaFSIprmgs NaE‘Ies Nagl\es

= format the display
Hide 56789 45678 12345
Hide Assessor's ID r
Hide MSA
Hide Book/Page
Hide Seller
Hide Buyer

Show Close Date Aug03 Jan-04 ay-04 Mow-03

Shaw Sale Price $575,000 $1,019,500 $1.,400,000 $710,000

Hide Price Adjustrment $0 0 50 $0 0
Hide Price Adj. Desc Mone Mone MNaone Maone Mone
Hide Adjusted Price $575,000 $1,019,800 $1,400,000 $710,000 0
Show Price Analyzed Land Land Land Land Land Land

To modify the comp data displayed in the grid, simply change the database label.

Land Analysis Grid

ltem Subject Comp 1 Comp 2
Property Type Land Land Land
Eddress J:J\—My%ree\—--l 3251 Colonial Blvd. | 25111 Bernwaad Drive|

Address bl it o Ft. Myers Bonita Springs
.ﬁ.djusted Sale F'riu:_e _ The c:rctnp-i:ilsib;rfwlsj Q;E:;.;Dfl;m cantain a F Fl
Adiusment Desrtion | conples | Aws Jan4
admin. Professional Fees | The database label selected here 575,000 £1,019 800
Adrninistr ative cohtrols the data displayed in the comp Land Land

I .ﬁ.dm!n!strat!ve &nd General| columng ta the right. _,J

L T 20 6.0
Front Feet 150 460
Topography Level Hilly
Zoning Code -1 PO
sewer Description City City

Analysis
Fraperty Rights Sirmilar 0% Sirnilar 0%
Financing [ Sirnilar 0% [ Similar 0%
Conditions of Sale Mormal 0% Motivated  10%
Market Trends/ ¥ ear 5% Jan-06 Jan-04 §=0,458 Jan-04  §112 332
Adjusted Price $664,208 $1,234,112
Adjusted Unit Price Land Area Acres $332,104 $205,685

Syncing Grids With The Database
Syncing the grids with the database is a process to update the grid with any changes to the database,
such as adding new fields and label changes. Changes to the database should be followed running the
syncing procedure in the template, and saving changes. Any file can be synced at any time. Syncing
files clears all comps from the grid, so it's also a tool to clear out the grid.
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{ ol -~ I=1

LERT] E
ol Mames o
@
=) Row 8 Column Headings 3 -
=] 1
3 /Si
3 Reset Database o —
y | - i vall
““, Iiﬂ'] Search Database O
i e |
| = |

Adjustment Grid Organization

The Land, Sales and Rent grids share the following organization:
e Location and Price Data (Rent Data in the case of Rent Grids)

e Description Data

¢ 1st Set of Adjustments (Used to develop the base price or rental rate)
¢ 2nd Set of Adjustments (Used to develop the final adjusted price)

Land Analysis

Item Subject Comp 1
Froperty Type Land Land
Address My Street 3251 Colonial Bivd, | 2
City Py City Ft. Myers
otate MH F
Close Date Location and Price Ang-03
Sale Price [DE'“' J 3575 000
Frice Analyzed Land Land

Description
Land Area Acres 1.00 20
Front Feet D escription D ata 150
Topography [ J Level
faning Code -1
sewer Description City

Analysis
Froperty Rights  [Tst Set of Adiustments aimilar 0%
Financing [ J sirmilar 0% i
Conditions of Sale Mormal 0%
Market Trends/Y ear 5% Jan-0& Jan-04 $e0 458
Adjusted Price $664,208
Adjusted Unit Price Land Area Acres $332.104
Location Superior  -15%
Size [Er'u:l Set of Adiustments] Sirmilar 0%
Frontage aimilar 0%
Topography Inferiar 0
Zoning sirmilar 0%

Adjusted Price $282,288
Net Adjustments (%) -15.0%
Net Adjustments (}) -$49.816

Selecting a Unit of Comparison
There are two ways to analyze comps, on a price per unit basis, or full price basis.
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Mext = Font Size Column Width
Decimals: 0
=
J g | s g | ; Shiee
Analyze Unit Price:|Ves ~ | Analyze Unit Price
/ Yes Select "Yes" to run the Land Anal
Show Mo analysis on a price per
ltem ./ unit or price per 5F basis, | comp 1
Show Froperty Type Select "Na" to run the Land
Show Address M ag;‘;g':s?:am" sale B1 Colonial Blvd.
Show City i E' B : Ft. Myers

21

The unit of comparison is set by the first description item. Note that the price per unit/SF will calculate
only if "Analyze Unit Price:" is set to Yes.
The example below is from a land grid.

Description

Land Area Acre

s |~

1.00

Front Fee
Topograph
Laning Co
Sewer De
Analysis

comp

Unit Price Description
This cell defines the unit of

arison, For example,

Price per 5F, Unit, Acre, etc.

@ Land Area

Lewel
-1
City

Fropery
Financing

T

Conditions of Sale
Market TrendsiYear

0%

Jan-05

r

0%
0%
0%
(1

Similar
Similar
Maormal
Jan-[14

Adjusted Price

$575.000

Adjusted Unit Price

Time Adjustments
The time adjustment calculates automatically, but can be over-written.

Land Area Acres

$287.500

= Adjuzted Unit Price

AN
[ﬁ.diusted Sale Price / Land .ﬂ.rea]

Description
Land Area Acres 1.00 20
Front Feet 150
Topography Level
faning Code @ alue will
Sower Decerlion Y
Analysis [Enter the annua] [T hese dates are} differential and the
Fraoperty Rights tirme adjustrment automatically i adjustrment amaodnt,
Financing here. populated. Sirmilar
Conditions of Zale (3% Ploraad
Market Trends!Y ear o % Jan-06 Jan-04
Adjusted Price Dt $664.208—
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Dollar and Percent Adjustments
Simply enter an adjustment formatted as a percent amount or as a dollar amount, the software will
calculate accordingly. The text to the left of the adjustment will change automatically, but can be over-

written.
Analysis
Froperty Rights Sirmnilar 0%
Financing [ Simnilar 0%
Caonditions of Sale Marmal 0%
Market Trendsiear 5%, Jan-06 Jan-04 a0 455
Adjusted Price $664,208
Adjusted Unit Price Land Area Acres _+$332,104
Location | Superior [ -15%
Size §10,000
Frontage Sirilar 0% ;his adiLthtm;nt P;Ias
; geh entered an
Tnppgraphy In_f r_mr s farmatted az a dollar.
faning Similar 0%
Adjusted Price $292,288
Net Adjustments (%) -12.0% The software automatically
Net adjustments are Net Adjustments (}) -$39.816 determines the type of
measured against the - — adjuztrnent aboee [dallar or
Adiusted Urit Price - in This text will change percent] and calculates the
thiz example $332,104 automatically, but can botal adjustment amaount,
i be over-witten.

Qualitative Plus/Minus Adjustments
@Value grids can be used with qualitative adjustments. Click the show/hide toggle button and change
the display settings as shown here:

Show i — Net Adjustments ++

Hide e e 1 o Adjusted Price 1316.289

Hide plus/minus adiustments Net Adjustments (%) 0.0%

Hide . Net Adjustments (§) $
Enter "+", "-" or "=". @Value will total the entries at the bottom of the column.
Analysis

Froperty Hights imilar 0%

Financing " Sirmilar 0%

Conditions of Sale Marrmal 0%

Market Trends Y ear 5% Jan-0B Jan-04 57 579

Adjusted Price $632,579

Adjusted Unit Price Land Area Acres $316,289

Location Enter pluz [+], minus [-] or equal (=] Superior -

Size The zoftware will autoratically Similar

Frontage | e heimtioteblatte | Simiar =

Topography over-witten] and tatal the entries at Irferiar +

Zoning the bottom aof the column. Inferior ++

Net Adjustments ++
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Search & Display Comps

Working With Comps In Excel
Searching and Selecting Comps In Excel

Note: Comp entry and edits are made in the Comps Database. This help section covers searching and
selecting comps for analysis in Excel.

Start With Section Tools
Comp searches are initiated from the Section Tools menu, located at the top-left margin:

Mames 3

Row & Column Headings 3

. 5|00] UO[DES

13 Reset Datahase
| Search Database I\ |
=]
G0 ko Grid \ Save curent _! -
DPSTySEarey search criteria Retrieve a
8 Goto Comparables 5 k. h’.—J saved search
= Goto Comp Storage Search | Save Search | Update Search | Clear | Delete Saved Searches | j
1 Goto Comp Sheet 1
Property Data | Sale Data |
2 | 3o to Comp Sheet 2
Property Type | Agricultural - Database ID |
3 Goto Comp Sheet 3 Assembly/Meeting Place
4 | 50 to Comp Sheet 4 ;—'nedaLllts':rEa‘lare Set gearch criteria
5  GotoComp Sheet S Land
Lodging & Hospitality j
6 | Goto Comp Shest & Property Mame | Address |
7 Goto Comp Sheet 7 ity | State | j
Go to Comp Sheet 8
8 P County | Zip |
9 | o to Comp Sheet 9 ; ;
Built on or Before | Built on or After |
0 Goto Comp Sheet 101
Min, Units | Max Units |
Min. GE& | Max GE& |
Min, Acres | Max Acres |
Min, Land 5F | Max Land 5F |
y— m Propetty 1D Property Type Property Marne Address it State |
earch results 21 Land Duairy Queen 3251 Colonial Blvd. Ft. Myers Fl
22 Land Bernwood Business Park. 25111 Bernwood Drive Bonita Springs Fl
23 Land 3790 1J5-41 Morth 3790 1J5-41 Morth Maples Fl
24 Land SE Corner of 3rd 5t & 3rd 318 3rd Ave South Maples Fl

Move the slider

to the right ta
386 MOTE COmp
data

[ g ] Adds selected Freview the
comps to the selected comps

I Limit search results bl 3PPraisal & | Select Properties |] Preview Eg—‘

To add comps to the appraisal, highlight the comps then click the Select Properties button. Up to 50
comps can be added to an appraisal. After comps have been selected and added to the appraisal, the
Comp Summary table is displayed. You may need to toggle the show/hide button to display all the
comps.

Add Comps to the Analysis Grid

The Comp Summary table contains a list of comps selected from the database. To add a comp to the
grid, number the comp 1 to 10 in the Comp Sheet column. The number entered determines the order
the comp will be displayed in the grid and comp sheets. After the numbers have been entered, or if the
order has been later changed, click the Update Pictures button (this action adds pictures to the comp
sheets, discussed below).

Comp Summary table example:
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<:<| >>‘ Update Pictures [ Shio | Show | Shiow [ Shiow [ Shiow [ Shiow |

Comparables Summary

Showy

Comp Sheet Address Close Date| Sale Price | Land Area Acresf Price Per Acre|~}ning Code
Show 1 3251 Colonial EIIVI:I_. Aug-03 $575,000 Moadiy the Comp E:E: E:: g.acre R
Showe 2 25111 Bernwood Drive Jan-04 $1,019,800 Summary table Price Por Be§ IPD
Show 3 3780 US-41 MNorth May-04 $1,400,000 'tf]i'UUtth changing | 520 ber Effective ¢ (o2}
Show 4 318 3rd Ave South MNov-03 $710.000 | pencinge. Price Per Effective < i
’ Price Per Gal. Pumpe
Toadd a comp ta the Price Per GLA
analpsiz grid and Price Per Rentabls 5%

automnatically generate a
detailed comp sheet,
enter a number for the
comp i thiz colurin.

Removing Comps
To remove all the comps from the grid, Click Section Tools > Reset Database. This will clear all the
comps from the grid.

Comp Sheets

@Value automatically generates detailed comp sheets for up to ten comps. The display of the comp
sheets can be modified by changing the database field label. It is only necessary to modify Comp 1;
Comp Sheets 2-10 will automatically match Comp Sheet 1.

Land Comparable 1

F- Property Name, Dairy Cusen P Property Typ&, Land
Address | 3251 Colonial Blvd, Close Date | 2ug-03
City |Fr. Myers Sale Price | 4575000
State |F| ce Per Effective Acre | 473,167
Tax D |44 “inancing Description | Cash to Seller
Grantor |winkler Avenue LLC Days on Market | 126
Grantee | Fararons LLE Confirmed With |Eraker

Conveyance Doc. Type |Moartgage Deed
onveyance Doc. Ref. No_ |Eock 4024 Fage 2250
FProperty Rights |Fee simple

\ A \ A
Site Data
[ Land Area Acresy 2.0 {7 Tupugrapl;ii Lewel

Effective Usable Acres| 12 - Zoning Description | City of Fort Myers
Front Feat| 150 The areas autlined Confrmed Wit -
City in red contain Canstruction Class

Water Description

.. . database flEllj Construction Descrip
Sewer Description| City lables Construction Phases
Gas Deseription| City : Cantributary Imprem

Caonveyance Doc. Rel

FRail Description|
Conveyance Doc. Typ

Count |
\ y, \ .
Improvement Data
ffovements Assessmentyl 8 Mo of Unitsy0
Gross Building Area |0 Mo of Stories |0
GrossLeasableArea |0
Year Built |0
Property Condition |0
Y ", Y ",
Images
o i {:-F?L a
b -;:
E {'@Q
? : = N
L o 8
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By default, @Value includes links to four comp sheets in the narrative. To add more comps sheets to
the narrative, see Working With Links.

Map Canvas
The map canvas is an optional tool, designed to work with Internet based mapping services, or any
mapping program that allows the map to be copied to the Windows clipboard.

EIFRC RO e (e ™

<< | >> Show Picture Too\baer. —_—
Dizplaps the Excel Picture

Fl Canvas i
|

| Show
=
Toolbar. Use the Crop toal Canvas border follows inner
| Show ‘ ta trim and fit maps to the ap Canvas ¢ ‘ plane of blue markers
canvas. [
Map _| ~ J— - J
n =
Zip Code: Enter the zip code here I'| 0
03264 1 z Anthany,

Wyith:

Park
Choose a mapping service here o Click and
Naples M |
[ Google :‘Gr’;ﬁnglne 20 e:lms;lmpa drag to the
ma
Map - Mapluest Naples 2
B - — ommunity. Hospital
pens Click "Map" to open a browser
Browser witdow with the map displayed.
Copy the map ta the Windows
;Uptl Map clipboard, then paste to the Map
BS0UICES Carwvas.
- d
Naples Danvis B T, 5
AveS D) Tip:
Bt Sometimes the Camp i Comp 7 Comp 8

Lan':aple;am marker moves behind the

Adjust ' map and iz not visble. Ta
fiz this:
Canvas s e 5
Height Right-click on the map, omp Cormp 10
click Order, Send to Back

Show Adust canvas size by

™ Tirk ta USG5 site where
there are several sources

Show = hiding or showing rows.

Show :L

we S
for ondine topo maps. ain Ao

i Buiing wodapy

Adding New Comps To The Database
Comps are added in the @Value Comps Database.

@Value Comps Database

@Value Comps Database

BACKUP! Whether you are a single user or part of a networked install be sure your comps.mdb gets
backed up regularly.

The @Value Comps Database is accessed from the @Value Dashboard.
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@ @Value Dashboard

New Appraisal

BEx]

== | AICD Databasze
‘= | Standards

Version 4.0

My Files PDF  Security PDF Preferences
&) Help 4 Email Support 4 Registration
[ Use Metwork Path
Browse

New comp data and edits to existing comps are always made from the @Value Comps Database. Note
that the database dialog and the search dialog component in the Appraisal Engine look very similar,
though the latter is designed only for searching and selecting comparables while working in an
appraisal (MS Excel), while comp data entry, edits and general database management takes place in
the @Value Comps Database (MS Access).

The @Value Comps Database dialog:

© 2005, 2006 @Value Software, LLC



@Value Comps Database 27

6.2

==l @Value Narrative Report Software E]E

Search

[ Search ] ISave Search l [Update Search l ’ Clear ] ’Delete l saved Searches: |all property bypes “
[JInclude Sale Data [ Include Lease Data [ | Expenses Only

Property Data |Sale Data | Lease Data | Expense Data

The top part of the
form contains search Tvpe |Agriculbural ~ Database ID

fieldz, the bottom list Assembly/Mesting Place
search results. Health Care
Industrial hd
Propetty Mame Address

ik (vl Shate (vl i
Properky 1D |Property Type  [Property Mame | Address* [ City* [ The irfarmation displayed in Nc[a
21 Land Dairy Queen 3251 Colonial Blvd. | Ft, Myers | the search re&qlt& wirjdc-w i}
22 Land Bernwood Business 25111 Bernwood D Bonita Sprif Gah be customized via the 0
23 Land 3790 US-41 Morth | 3790 US-41 Morth | Maples Field Management buttan. o
24 Land SE Corner of 3rd St 318 3rd Ave South Maples - - 0
26 Industrial Radio Foad Execut 4776 Radio Road  Maples Fl 4600 2
27 Industrial Taylor Two Condon 1510 1 & C Blvd, Su Maples FL 2150 1
28 Industrial Shirlew Street Comr 5850 Shirley St Maples Fl 2414 1
29 Industrial 1450 Rail Head Blw 1450 Rail Head Blvi Maples Fl 2951 1
30 Retail-Commercial | KFC 2169 Rawsonville R Belleville 2838 -
ma T U IS [
< /) »
[ Display Comp ][ Clear Results ] [ Print Detail Sheet ] [ Import Ploperties ][ Export Properties ]
[ Delete Comp(s) H Deselect ] [ Print Summary Table l [ EHDI;I: All ][ Import Costar ]
[ Add Sale Comp ][Add Expense Eomp] [ Contacts;/Address Book ] Field Management ” Tab Management ]
[ Add Lease Comp ] @Value Comps Database Delete Drop-Down List Item ]

are located in Field cat be customized. Use this button to remove
M anagement. custom list items. —

Mozt of the database settinﬁs ' Many databaze fields have }p\-down list that

Search, Edit and Enter New Comps
This topic applies to the search functionality in the Appraisal Engine and the Comps Database.

The @Value comps database has full search functionality. You may search by many property
characteristics and also by ranges - for example by price range, GBA range, etc. Use the check boxes
to filter by Sale, Lease and Expense data. You can continue to refine a search by adding more criteria
from the tabs below the check boxes at the top of the dialog. If you would like to clear out all search
criteria and start over again, use the "Clear" button at the top of the form.

© 2005, 2006 @Value Software, LLC



@Value Comps Database 28

==l @Value Narrative Report Software [Z]@

Search

)

’ Search l ISave Search ] ’Update Search] [ Clear l [Delete ] Saved Searches: v
[JInclude Sale Data [ ] Include Lease Data [ | Expenses Only

- Sl down for more |
Property Data | Sale Data | Lease Data | Expense Data search fields [ !

I More search criteria on
these tabs
Property Type | Agricultural Y Database 10
Assembly/Meeting Place [ 2]
Health Care =]
Industrial ™|
Property Mame Address 1
(it v Shabe ] 1]

You can save a search for re-use later. The drop down list contains all the searches that have been
previously saved by using the "Save Search" button. To add or change criteria after retrieving a saved
search, use the "Update Search" button. You can also delete a saved search with the "Delete" button.

To further refine your search there is a "Sale Data" tab and a "Lease Data" tab. You can also click on
the "Expense Data" tab and check off the box that restricts the search to only those properties that
have expense data. Scroll down to view more search fields.

Search Results
Search results are listed in the lower window of the Search tab.

Cearch || Property ID |Property Tupe | Property Mame | Address™* [ ity | State* | GEa [k of
Fiesults 1 Land Dairy Queen 3251 Colonial Blvd. | FL, Myers Fl 1} 1}
window|| 22 Land Bernwood Business 25111 Bernwood D Bonita Springs Fl 0 0
el 5] Land 3790 US-41 Morth | 3790 US-41 Morth | Maples Fl 0 0
24 Land This button 'E 5t 318 3rd Ave South Maples Fl 0 0
26 Industrial displays the db 4776 Padio Poad | Maples Fl 4600 2
’ Industrial selected comp [don 1510 1 & CBhed, S0 Naples FL 2150 1
Serall right far mare Industrial Orly one complamr 5850 Shirley St | Maples Fl 2414 1

W P

comp data Industrial can be Ivi 1450 Rail Head Blvi MNaples Fl 9951 1

dizplaped at at v,

\a time. i

<] ® 2

[ Display Comp ” Clear Results _rﬁlear search results ]il Sheet ] [ Import Properties ][ Export Properties ]

[ Delete Comp{s) ” Deselect ] [ Print Summary Table ] [ Export All ][ Import Costar ]

[ Add Sale Comp ][Add Expense Eomp] [ Contacts/Address Book ] [ Field Management ” Tab Management ]

Add Lease Comp ] @value Comps Database [ Delete Drop-Down List Item ]

Display Comps/Edit Comps

To display a comp for review or editing, select the comp from the search results list (select only one)
and click the Display Comp button. Alternatively, double-click the comp directly in the results list. This
will open a series of new tabs, each populated with data for the selected comp, and automatically open
the first tab (the Location tab).
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6.3

‘When a property is relected for
dizplay, new tabs, each with comp
data, are shown. Different tabs will
digplay depending on the comp
property type.

== @Value Narrative Report Software: Property 26 E]@

‘ Search

Sale | Leases | Expense || Building | Land | Industrial | Comments | Images

Property ID 26
Property Type  |Industrial w

Sub-Type  |Research and Developrer

To edit comps, simply enter/edit data in the various fields. Data is automatically saved as the cursor
is moved from field to field.

Enter New Comps
There are three types of comps that can be added to the database:

1. Sales (land or improved)
2. Expense
3. Lease

To start a new comp from scratch, click one of the buttons at the lower-left corner of the Search tab.

’ Add Sale Comp ”Add Expense Eompl [ Contacts/Address Book l [ Field Management " Tab Management ]

l Add Lease Comp ] @value Comps Database [ Delete Drop-Down List Ikem ]

This will open the Location tab. The user must then select a Property Type; the database will then
display additional tabs specific to the property type selected.

Adding Lease and/or Expense Data to a Sale Record
Start by opening the existing sale record. By default, when the sale is displayed, the cursor is moved to
the Location tab. At the bottom of this tab are three buttons:

New Sale Comp

For This Property || For This Property

Mew Expense Comp
For This Property

Mew Lease Comp ‘

Clicking new Expense or Lease will add a new tab for data entry.

Comp Resales

Start by opening the existing sale record, then click the New Sale Comp button, located at the bottom
of the Location tab. This will make a copy of the existing sale record; transaction data will need to be
edited. Each sale is treated as a separate record.

Calculated Fields

Calculated Fields

The @Value database has functionality built in to calculate fields. These display blue text. The types of
fields calculated fall into two categories: Sale data and Building data. On pages where there are fields
to calculate you will find a "Calculations" button. This button will calculate as many fields as it can
based upon the data you have entered so far.
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Price Per 3F GEA

Price Per Rentable SF

% 5F Above Ground GBA
Price Per Linik

Actual AR

Actual EGIM

Cash on Cash Rate

Sale Comments

6.4  Print Comps

$72.56
72,56
$72.56
$156,000,00
7.82%

9,40

0.00%:

Cell with blue test
have been

calculated.

Calculations

This Print feature allows for comparables to be printed directly from the database as stand-alone

documents.

Note that comp sheets for an appraisal report are automatically generated in the Appraisal
Engine - See Comp Sheets.

Print Comp Sheets or Tables
Select comp(s) for first, then click either Print Detail Sheet or Print Summary Table. Detailed sheets
are full page comp write-ups. Summary Tables briefly describes many comps in a table format.
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| Property Type

Property ID |Property Mame | Address* | City* | Skate* | aEA | Mo of
21 Land Dairy Queen 3251 Colonial Blvd, | Ft, Myers Fl i} i}
2z Land Bernwood Business 25111 Bernwood D Bonita Springs Fl i} i}
23 Land 3790 1J5-41 Morth | 3790 US-41 Morth | Maples Fl 1] 1]
24 Land SE Corner of 3rd St 318 3rd Ave South Maples Fl i} 0
26 Industrial Radio Road Execut 4776 Radio Foad | Maples 4600 2
27 Industrial Tavlor Two Condon 1810 J & C Blvd, 5. Maples 2150 1
28 Industrial Shirley Street Comr 5850 Shirley St Maples 2414 1
29 Industrial 1450 Rail Head Blve 1450 Rail Head Blve Maples 9951 1
< >
[ Display Comp ][ Clear Results ] Print Detail Sheet [ Import Properties H Export Properties ]
[ Delete Comp{s) ][ Deselect Print Summatry Table [ Export all H Import Costar ]
~
COMPARABLE 1 Comparable Sale Summary Table
Froperly Mame: SEComer of 3d S15 30 A Canmed Wb A =] =lma D = G
Address 3183 Ave Touh Lal Area fge 3
Cly: LE L LH Breciue Usahl 3
CHak: Fl Fronl Feel: 166
T 1 aseee Topagraphy:  Lewel
Grankr: Vallans , Charles Zorirg Dezalpl Mo zonig
Cranks: Fd £33 Pewkpmen|CoLLLE Cawinkid D

Corieyaree Do M e Ded
Cavesave Do Bock 3449 Page 547

Grors BUMim ©
Grorsleaaie 0

Froperly Righls Fee slple ear Bulll: ]
Properly Type:  Land Praperly Cordll

Choe Dak:  112W2003 Noonik: @
Coe Price:  F7 000000 NootSteks: O

Rl o SF G FIGE22
Frardry Dess Covendondd
D5 onMakel S0

Modify Print Sheet

After either Print Button is clicked, the following form is displayed. This form is for managing the current
print job and managing print layouts for future use. There are several functions on this form:

e Change the database fields

Save the layout

Retrieve saved layouts

Delete saved layouts

Add additional comps to the print job
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r:rhE-'SE are these comps
that have been
previously selected from
the search resultz
windaw, au can il

o N
= Detailed Comp zelect more comps with
the button to the right.

Properkies: 26

|C|:|nFirmeu:| “With

]F'ru:uperb;.-' Marne

1Select
additional
COMpsE.

=%

Saved Layouts;

l Improvvement Defaulk

Lease Default

IJse dropdowns to setup J |LE'"":| Area Acres

Land Defaulk

fields for display on print

zheets.

' |Fr|:|nt Feet

|Tax 10 [i] |T|:||:u:|graph';.f [il
|Grantu:ur [i] |Zu:uning Descripkion [il
|Grantee [i] |C|:|n5tru|:ti|:|n Description [il

|C|:unve~;.-'an|:e Doc, Twpe [i] |Gru:uss Building Area

iLoad Lavout ]

|

|C|:unve~;.-'an|:e Doc. Ref. N'[i] |Gru:ussLeasaI:ule.ﬁ.rea

[ Save Current Layouk ]

|Pru:u|:uert';.-' Rights [i] |"|"ear Builk [ Delete Selected ]
|Pru:u|:uert';.-' Tvpe [i] |F'r|:||:-ert';.f Condition

|CI|:|se Date [i] |N|:|OFLIniI:s

|Sa|e Price [i] |N|:| of Stories

Price Per SF GEA

[e] |

[e] |

|Finanu:ing Descripkion

|Da~;.-'s on Market

[ae] |

5] & E] =] E] B] B B

[ ] shows Camments

Zancel

[ B J |

[ Edit Dropdowns {Advanced)

-
=J

Dropdown lisk must conkain Property ID

You can select additional comps for display.

32
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-2l Detailed Comp Sheets

Select additional

H Properties: |26 E properties for

dizplay with the
brovese buttan.

2
==l Select Properties i g@
Select properties to include Comp Sheets:
= Chairy CQueen
2z Bernwood Business Park,
23 3790 US-41 Maorth
24 SE Corner of 3rd Sk & 3rd Ave

26 Radio Road Executive Warehouse Concos unit 102

27 Taylor Two Condominiurm)'”apeli's Catering
28 Shirley Skreet Commercial Park)Outdoor Lighting
29 1450 R.ail Head Bhd
(a4 ] [ Cancel [ Deselect all

A custom layout of fields can be saved and loaded. @Value provides default layouts for Improvements,
Leases, and Land; these can be modified by changing the fields listed in the drop-downs, then saved
with the same or a new name. In this case, 'Improvement Default' was selected and loaded.
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6.5

==l Detailed Comp Sheets

mEx]

Properties: 26

¢ Saved Lavouts: Ny

Improvement Defaulk

34

|F‘r|:||:uert3-' Fame [i] |C|:unFirmed With

\Address |% | Land Area Acres [+
|Cil:y [i] |EFFe-:l:ive IJsable Acres [il
|State [i] |Fr|:|nl: Feet [il
|Ta>c (] [i] |T|:||:u:|gra|:uh';.f [il
|Granl:|:ur [i] |Z|:uning Descripkion [il
|Grantee [i] |C|:un5tru|:ti|:|n Description [il

Lease Defaulk
Land Default

|C|:nnveyan|:e Do, Twpe [i] |Gr|:|ss Building Area

[ iLoad Lavout

...............................

|

|C|:nnveyan|:e Doc, Ref, Nn[i] |Gr|:|ssLeasaI:ule.ﬁ.rea

[ Sawe Current Layouk ]

y

Price Per SF GEA

[ae] |

[ae] |

|Finan|:in|;| Description

|Days an Market [i] |

Zancel

[ o J |

[[ Edit Dropdowns {Advanced)

Property Rights |s | [fear Built kL Delete Selected
|F‘r|:||:|ert3-' Tvpe [i] |P'r|:||:uert';.f Condition

: Save and load
|CI|:use Date [i] |N|:|OFLIn|ts corp layouts.
|Sa|e Price [i] |N|:| aof Stories

[ ] showe Comments

Edit the
available

attributes in the

Dropdawn lisk must conkain Property ID

drop-downs

Comps Database Field Management

The Appraisal Institute Database Standard (AICD) includes hundreds of fields across 13 property types
and many sub-types. @Value allows the user to select the data fields that are applicable for the
appraiser's or firm's practice, and hide those that are not utilized. The user can also change the order
in which database fields are displayed on the form. Changes will take effect the next time the database

is opened.

Database Field Management

Field Management settings affect what is displayed in the Comps database and the adjustment grids in
the appraisal engine. See Syncing Grids With The Database.

’ Add Sale Comp ”Add Expense Enmp]

l Contacts/Address Book ]

l Field Management

Tab Management ]

’ Add Lease Comp ]

@Yalue Comps Database I

Delete Drop-Down List Item ]
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Field Management Form

~

(This drop-down allows

BE]

[v]

Display | Order [ New Line | Double Size

D atabaze fields can I:u;'
zet to "Double-Size',
which spanz the width
of the database form.

OO0O000OEEEEOOOORKRO
ROOOOOODOO0OEOEROOOO

== Field Management S?ézgﬁ;?;:r;z?zranfﬁ =
M_datal:uase tab.
Data Type: |F'r|:|pert\,r Locations
Label
BAl-roperty 1D / v 1
|| Property Type 2
|| Sub-Type Select Dizplay and Order of |:|i3|:|l.5'|_l,l_““'I 3
Sub-Type Classifif here. Fields will dizplay franm left bo 4
| Property Mame right, ztarting at top left. g
| E;;relnpment Many fI;hlgc_kinhg| I‘\lle;thinde willl placethe | f
ress 1eld i the left hand calunn.
ity : : -\%‘
— County I:}l-IFk He-mﬁbﬁl?tm ef:fu:tlx;ate t -
| state Em?ti?&l;agaseaiseuieizdhex 10
| |zip ~ —r— 11
| |Location Orientation O 12
|| Subrnarket Type ] 13
| [Market Area Type Fl 14
| msa O 15
Census Tract ] 16
| |Legal Description 17
Re-sork [ iChanges will take place when the database is re-

opened,

The Legal Description

field iz et to

"Double-Size" in the

Zip (78543

Legal Description

lot or unit 102, sec 1, kownship S0, range 25, folio 63017000047

image belaw.

A{ft

A

Custom Fields

Each "Data Type" has four custom fields for user-defined data. Custom Fields 1-3 are text boxes;

Custom Field 4 is a list box. When a user enters an item in a list
list item.

box he/she is prompted to add it as a

=3l Field Management

mEx]

]

Data Type: |E-ui|dir‘|g Data: Industrial

Lahel
[CustarmField1BC1

| [ Customn fields 1-3 a
boxes

ie text |ne | Double Size

CustomField 2801 R i [2hd &
CustomField38C1 I

]

a7

drop-down ligt bos,
CustomField4BC1 i i

L)
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6.6

Comp Import & Export

Import/Export Comps
Import or export a few comps or an entire database including custom settings.

[ Display Comp ” Clear Results l [ Print Detail Sheet ] [ Import Properties H Export Properties ]

[ Delete Compis) ” Deselect l [ Print Summary Table ] [ Export All H Import Costar ]

e Export Properties - copies the selected records into an export database

e Export All Properties - copies all records and custom database settings into an export database.
Use this to create a back-up file. Always backup before you update the database with a new
version.

e Import Properties - copies in records from an export database

Please note, in a networked environment each user will have a system created ID. This id will be used
to identify the records that you have chosen to export. You can mark properties to export over several
sessions. Itis a good idea to use the Clear Selections button if you are about to create a new export.
Otherwise the records that you may have marked and exported previously will also be exported.

The default location for an export is the "Exports" folder in same directory that the comps.mdb is
installed in. Take care is using this. If this is a shared, networked comps.mdb YOU SHOULD
CHOOSE ANOTHER LOCATION. The software will first delete any and all files in the folder you
choose. You can accept the default name for the export file or choose another name. Again - even if
you choose to name the export file something different than a previous export, if you select the same
destination folder you will delete the older exported file.

Images associated with the properties will also be copied into the destination directory.

Import

When the records are imported they are assigned new property IDs. This means that if you import the
records back into the same comps.mdb that they were exported from, you will create duplicates. If you
have done this and want to remove them, you can use the Delete Property button. You will have to
display the property in order to access this functionality.

Any images that were exported with the properties will be copied into the system folder and renamed to
reflect the new property id.

Import Costar
@Value can import database records from Costar http://www.costar.com/Products/COMPS/.
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-~

=3l Costar Import g@“

Step 1: Step 2
Browsze o and zelect Impart the CoStar

a CoStar excel file. ewcel file

\'d L

[ Add Costar File to List for Import ] [ Import Listed Files ]
’ Remove Selected File From List ]
[ Clear List | | Exit |

@Yalue is not affiliaked with Coskar, Coskar comparables are subject ko Coskar licensing kerms,

Cost Analysis

Working With The Cost Analysis

There are two Appraisal Engine components to the Cost Analysis:

1. Land Analysis, covered under Working With Analysis Grids
2.  Cost Analysis, covered here.

Cost and Depreciation Calculations
Cost and depreciation calculations are broken into the following sections:

Building Costs

Site Costs

Soft Costs

Cost Allocation

Depreciation

Land Value

Cost Approach Value Indication

NoghrwhE

General Options
The general options set the number of cost sections used (up to five), the type of square foot measure
(NLA, GBA or none) and the subject square foot area. By default this is set to gross building area.
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<| Cost Analysis > P
Optional settings :
Set cast optians in the first section below, then click Farmat to applyforMarshalland | and cost and &
S . . ! Swift cost service. .
depreciation estimates in the Cost Analysis table below.
Marshall & Swift Multipliers: |Show -]
Mo. of Cost Sections: | Show SF Measure: GBA
Date of Value: H'd':.‘_'.u.j - hquare Foot Area Area: 5500
Mext = Forrmat Help
S Cqst Analysis - Section 1 of 1 Ehove or hide
h Marshall and Swift
Show [ Marshall & Swift multipliers
Show Marshall & Swift Section: Please Select -
Show No. of Stories Multiplier: 1.000 Local Multiplier: 1.000
Show Height/Story Multiplier: 1.000 Current Cost Multiplier: 1.000
Show Perimiter Multiplier: 1.000 Combined Multipliers: 1.000
Show

Building Cost Components

The cost analysis is populated with common building cost components in the drop-down lists. Choose
an item from the list or type a new entry. Next select or enter the type of measure for the cost
component (Sq. Ft., Lump Sum, etc.). Finally, enter a quantity and cost for the item. @Value will then
calculate the component cost. Note this section can contain a detailed break-out of cost components
or single cost item. The level of detail is very flexible.

Select a building cost
COMPOnent, or sritsr & Building Improvements
user-defined item. —I_SEIECt = e e Init Type Cost  Quantity M&S x Total
Building ~=%_  Sq. Ft. $38.00 5,500 1.000 $208 000
Shiw Building i E %0
Hid Frame --- Cosk Measure --- Enter cogt and quantity, Tatal 50
! 3 Floor S, FE. is autarnatically calculated.
Hide Roaf Structure Lim. Ft. il
Hide Roof Trusses Lump Surm 50
- Roof Cover Cubic Foot
H!de Exterior Finish Per Unit 30
Hide Exterior Doors st 50
Hide 30
Hide 30
Hide 30
Total Building Improvement Costs $209,000
Hide Per SF GBA $38.00

Site Cost Components
Site costs are calculated the same way as the above building costs.

Soft Costs, Contingency and Profit
Soft costs can be calculated based on a percentage of the building cost or building and site costs
combined. The soft cost categories can be changed by the user.

Contingency and profit are based on a percentage of the total project cost. Note that the Profit cell
contains a drop-down list with various profit labels, such as Developer's Profit and Builder's Profit.
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8.1

(Percent Type allows
percentage costs to be

calculated bazed on Building
Soft Costs Cogts or Building & Site Costs.
Item Percent Type ota
Hide Engineering ........................ 00% % Buiding Cost §0
Shioy Architectural . __iﬁﬂ% % Buiding Cost §3 360
ShDW Shawe ar hide Permits & Legal """ tdost of the percentage cells % Bld. & Site Cost : $10 D00
Hide soft costs Leaszing ...... have diop-downs ¥20,000
bl eve Total Soft Costs $38,360

applicable to .
Show the analysiz Contingency @ 1.0% ¥2,390
Shiow at hand. Entrepreneunal Profit 10.0% §23 900
Show Total Cost $303.650
Show Per SF GBA $55.21

Depreciation

@Value will automatically allocate the building and site costs for physical depreciation. @Value uses a
basic physical age-life method to estimate physical depreciation, simply enter the effective age and
physical life of the component. Functional and External Obsolescence must be manually entered and
are calculated based on building improvement costs.

Depreciation
Component  Effective Age Life Percent Amount
Physical Depreciation: Building 4 70 B% 15637
Physical Depreciation: Site 4 20 20% 6,000
Functional Obsolescence Building ... ... . 0% §0
External Obsolescence Building ... 0% 50
Total Depreciation $21,637
Depreciated Value of Improvements $282,013
Hide Per SF GBA $51.28

Other Cost Sections

Four additional cost sections can be added to the primary cost analysis section. @Value will label each
section (top right section of analysis) and link the cost summary of each section to the primary page
under the Other Cost Sections area. When a new section is added, the Land Value Summary and
Other Cost Sections are hidden on the new sheet.

Land Value Summary
This section is for the land value and associated land value items that may warrant inclusion.

Working With The Income Analysis

Income Analysis Overview

The Income Analysis is broken down into several sections for a step-by-step process. Not all are
required, depending on the scope of the analysis. The analysis is broken down into the following three
sections, each on a separate worksheet.
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8.2

The three campanents of the
[nzome Analyziz

H Income Intro H Rent Analysis I{[Incume ﬁ-‘malysisl /4

There can be multiple instances
of the Rent Analysis

Income Intro

The first step in the process is detail the subject's actual history and current performance, if this data is
available. @Value provides a comprehensive table to re-construct up to three year's of income history,
annualize a partial year and owner's budget.

See Income and Expense History, Budget and Summary Projection. Note that this section is also used
to set-up the Income and Expense Categories, described below.

Rent Analysis

The Rent Analysis worksheet is nearly identical to the land and improved grids. It includes a
adjustment grid, summary table, location map, and detailed comp write-up sheets. Note that these are
all optional; many appraisers only the use the summary table and location map for the rent analysis.

Income Analysis
This section is used for constructing the subject's operating statement and capitalization to value. The
following sections make up the Income Analysis:

Income Projection
Comparable Expense Analysis
Expense Projection

Cap Rate Development
Income Capitalization

Charts

o Effective Gross Income

e Expenses

e Cash Flow Profile

Operating History and Budget

This comprehensive table serves several functions and has many display options to match the
available data. There are two goals for this section:

1. Organize the owner's statement so that it corresponds with the appraiser's operating statement.
2. Setup income and expense categories so the owner's and the appraiser's operating data are
presented consistently in the analysis.

The first step in the process is to organize the income and expense accounts. These accounts provide
a basis to re-organize the owner's statement(s) by consistent categories. This is discussed in more
detail below.
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Income/E:p SF or Unit Type: GBA
Categories Number of SF or Units: 5500 Ado [ Aute [ Auto
£1

Click here to
ACCess Ncome
and expenze

categories

Income History & 2005 Budget

Load the selected category by clicking the big button. This loads the
categories to a number of lacations, including the comparable expense
analysis grid and the expense projection table.

< Back

Categories Set-Up

A

Load Multifarily To Active Categoties

]\/

Load General/Commercial To Active Catenoties

| Active Categories |

| Multifamily |

| General/Commercial |

Income Categories

Expense Cateqgories

Income Categories

Expense Categories

Income Categories

Expense Cateqgories

Excluded Income

Excluded Expense

Esxcluded Income

Excluded Expense

Excluded Income

Excluded Expense

1[Rental Incorne
2|Percentage Rents
3|Parking Income
4|Reimbursement Income
a|Miscellaneous Income
5]
7
&}

Real Estate Taxes
Insurance

Ltilities

Repairs & Maintenance
General & Administrative
Commaon Area Maintance
Grounds

Management
Miscellaneous

Reseres

D~ @ Wk =

9
10
1
12
13
14
15

Rental Incorme
Reimburserment Incorme
Parking Income
Miscellaneous Income

Real Estate Taxes
Insurance

Utilities

Repairs & Maintenance
Cleaning & Painting
General and Administrative]
Grounds

Management
Miscellaneous

Reserves

Rental Income
FPercentage Rents
Parking Income
Reirnbursement Incorne
Miscellangous Income

Real Estate Taxes
Insurance

Utilities

Repairs & Maintenance
General & Administrative
Common Area Maintance
Grounds

Management
Miscellaneous

Reserves

Based on industry standards, @Value has included default settings for Multifamily and
General/Commercial property types.

Next, set up the table based on the available subject property information. The following display
options are available:

Setting Display Options
Similar to other tables, columns and rows have show/hide settings, activated by the show/hide toggle
button. In this case, there is also a "Auto" setting. Under the Auto setting, the row or column row will

automatically be set to show if income items are entered in the row or column. The automatic setting
can be manually overridden.

Zero to three years of historical income and expense data.
Partial year and analyzed partial year.
Owner's Budget
Breakout per square foot of GBA or NLA or on a per unit basis.
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IncomeExp SF or Unit Type: GBA
CaEgmies Number of SF or Units: 5500 Acto | Aute || Auto |+
Auka
? Categories Income History & ] Shd-:w
Hide
L
oo Owner's Appraisal  Yr. Ending  ¥r. Ending  Yr. Ending
(— ) oele butian L_Statement Category  12/31/2002 _ 12/31/2003 _ 12/31/2004
Sk oty ogale button
) Rent Base Rent §100,000 $110,000 126,000
ATTE Rent Base Rent $50,000 50,000 $70,000
Auto = Interest Income Excluded Income $10,000 $10,000 §10,000
Auto Total Income: $160,000 5170000 $205 000
a?doew Excluded Incame: $10,000 $10,000 $10,000
Adjusted Income:  $150,000 $160,000 $195,000

The Show/Hide toggle button toggles between the formatted view and a view where all rows and

columns are shown.

Using Income & Expense Categories
It is considered best practice to detail the owner's statement as it was presented to the appraiser. The
appraiser then selects the appropriate appraisal account to allocate the income or expense to standard
appraisal categories. These allocations are used later when the data is summarized for review and

analysis.
Owner's Appraiser's  Yr. Ending  Yr. Ending
Statement Account 1273172001 121312002
Rent Base Rent 51,250,000 51,350,000
Recoveries Reimbursement Incomel | $437 500 5472 500
Interest Income | 522000 512,500
Exduded Income T
Base Rent
Click on the cell and
Percentage Rents zelect from in-cell
Miscellaneous Income drop-dom.
-
Partial Year Data
'/;artial “fears _“\‘ 2004
For partial pearz, enter the beginning and | Shaw | Auto | Auta Sha
ending date, then enter the camezpanding
data in the cellz below. Udg'Et
h ; i el i Partial 1'I'rl'.l 5'.':'. Convention
theEpSaDrtit.;T:Eal;uul:la?;mmama ¥ annualize N Maonths | The number of months i_s based
e [6/29/2005] Annualized Egrtt'?j ;;;ﬂf;; Efeﬂabf ;the
Nu:;:te th?. c.ﬂlcs!atii:un u:nhnvemiun ml‘ii" 570,000 $142 659 (365300, To return the nll.lml:uer
aLfomaticaly display wWnen he 0e £40,000 31 520 | of months inwhole months, use
zhawing the number of months iz zelected. the Following Formula
Thiz cell containz a formula that can be 5,000 $10,150 - d Tl
o =DATEDIFLS, Le, "M
k“‘r_m:u:hfleu:l. _/J 0
T
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8.3

Projecting Income

Display Options
Display options are located at the top of the section. Options are selected from the drop-down lists,
then applied by clicking the Format button.

Number of Cash Flow Rows: Up to 100 cash flow rows can be used.

Number of Other Income Rows: Up to five Other Income rows can be used. Other Income items

are listed below the vacancy line and are not adjusted for vacancy and collection loss.
Income Sections: Up to three income sections can be activated for a single property. For example,

a property may have both retail and apartment sections, each with different vacancy and
collection loss characteristics. The analyst would set up two income sections. The EGI estimates
from each section will then feed into the final Income and Expense Statement.

Contract Rent Column: If this column is showing, both market and contract rent columns are
displayed in the Income Statement. The analyst will then have the choice of applying the contract
rent for a given tenant, or the market rent. If the contract rent column is hidden, the analyst can
only project market rent in the analysis. More Information.

Set-Up Cash Flows button: This will activate a small table for organizing the types and frequencies
of cash flows.

Projecting Cash Flow
Cash flow projections are developed from left to right, on a tenant by tenant basis, or by unit types,
such as apartments.

agrwNE

Enter the tenant name or unit type.

Enter the square foot area.

Select the Income Type from the drop-down list. Income Types can be modified.

Enter Market Rent, and if applicable, Contract Rent. The Contract Rent column can be hidden.
Select the Rent Applied from the drop-down list.

The software will calculate income and the proportional contribution to the total gross income.
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8.4

Income Analysis |>

The tables in this section follows the cash flow process, starting with income projections, then LR
T ‘=== indication. Click Mext button below to navigate.

Set the number of income streams to
dizplay here. Enter up ta 100 cazh flow
rowg for normal cagh flows, Enter up to

- Show or hide
5 zazh flows for ather wpes of income, D- = -
f isplay Options Cantract Rent Click. the Format
zuch as parking or laundry. g p y p calumm [ ——y
Number of Cash Flow Rows: | 5 Income Sections: 1 LV—A zettings
Number Other Income Rows:\ 1 Contract Rent Column: (é-h_D:\r‘)
Mext = “iew Income History | Set-Up Cash Hlows ‘ Forrrat

Analysis Date: January 21, 2006

Income Projection

Select Contract or
Size MNumber Income Market Contract Re| Markst Rent for % of
Tenant {SF) of Units Type Rent Rent  Appliq PraEstion. [otal
1 Tenant A 2,000 1 F/SFSY ear $12.00 $12.25  Contract 27520 500 41.4%
2 Tenant B 2,000 1 g £ $10.00 F9.5 Contract] || $19.700  33.3%
3 Tenant C 1.500 1 $ISFIYeariv $10.00 F11.00] market g15000  25.3%
4 Select the type of £/Month Contrack Enter Yacancy and
5 income projection $/SFear Callection Lozs here,
Totals 5500 3 l iﬁgﬂ:"mth J Potential Gross Income
$/Semesher Vacancy & Collection Loss
Effective Gross Income £53 280
Cther Income $0
Total Effective Gross Income $53,280
Effective Gross Income Per SF 959

Expense Comps

An optional interim step after Income Projections and before Expense Projections is the Comparable
Expense Grid. This is used for extracting expense records from comps in the database and displaying
them in a table for analysis.

Expense Comps can display:
¢ Gross dollar amount
¢ Dollar per square foot or unit
e Expenses as a percentage of effective gross income

Searching and Adding Comps to the Expense Grid

This process works the same as the other grids: Select Search Database from the section tools menu.
The search will only include comps with expense records. The selected comps will automatically
populate the Comparable Expense Grid.

Comparable Expense Grid Organization
The top section details property location, effective gross income and building size, which can be a
square foot measure or number of units, such as apartments, beds, etc.

The second section displays full expense amounts for the subject and comparables. Note that the
expense categories and amounts for the subject are automatically populated. The expense labels and
expense amounts are pulled from the Income Intro worksheet.
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Note that gross expense figures may not be meaningful unless the subject and the comparables are
close to the same size.

The third section displays expenses on a square foot basis or unit basis, while the fourth section
displays expenses as a percentage of effective gross income. Expense ratios are displayed on the last
line of the table.

Note that table also includes the show/hide toggle button, and the show/hide settings for columns and
rows.

Showy ] Comparable Expense Grid
Subject Comparable 1 Comparable 2 Comparable 3 Comparable 4
Property ID 26 27 28 29
Show Property Type Industrial Industrial Industrial Industrial Industrial
Property MName Sample Property Radio Road Shirley Street
Show Executive Taylor Two Carmrmercial
Warehouse Condaminium/Cap Park/COutdoor 1450 Rail Head
The default getting of Cancos unit 102 elli's Catering Lighting Blvd
Grezs Building Area MyStreet 4776 Radio Road  1810J & C Bld, 5850 Shirley St 1450 Rail Head
can be changed to i
Bl i ol My City MNaples Maples MNaples Maples
Urits. MH Fl FL il Fl
T ﬁ’tive Gross Income $53 280 22 R1E $16 FO0 F24.140 $85 B8
Shiow Grogs Building Area 1~ 5 500 4 600 2150 2414 9051
Showr Real Ectate Taxes $3,000 §2,000 $1,200 §2,000 $3,000
Showr Insurance #1200 $1,100 $&00 1,200 1,700
Show Utilities $1.800 5751 $500 $a00 $1.800
Show Repairs & Maintenance $2 000 §1,200 $1,000 §2,000 $2 500
Showr General & Administrative $1,000 §1,500 $700 500 $1 500
| Stho Commaon &rea Maintance $500 t0 50 t0 50
o pe e e 700 s200 w00 s500 5200
to the ight Change this ol to 52 F5d 51,500 $1,000 52,000 #5000
match the selected 5F or Unit IS $533 $500 $350 §1,000 $2 500
, measure. %1 066 pTe] F500 §1,200 $1.500
Show T Total $73.2427 $8,939 $25,300 $37.854 $120,259
Show fT—P Expenses Per Square Foot
Show Expenses Per Lnit $0.55 §0.43 $0.56 $0.53 $0.30
Show | N §0.22 $0.24 §0.37 $0.50 $0.17

Changing The Display Order

By default @Value will display comps on the grid as they imported from the database. To change the
display order, for example, make the first comp the fourth and the fourth the first, click Section Tools,
the click Sort Comps.
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8.5

Sort Comps

Camp | 4776 Radio Road

[

Comp 2 | 1810 J & < Blvd, Suite 8

r_TD change the u:Ii_spIa_l,l p_rder, zelect a
Camp 3 | 5850 Shirley St L;ruﬂrg?df;r\lzeliizr grid position fram the
Comp 4 |/1450 Rail Head Blvd -

CDmp1D|

comps || 4776 Radio Road —Maples FI 4600 1978
1810 & C Blvd, Bu Maples FL 2150 1997 —
comp g L3950 Shirley 5t Maples FI 2414 2002
BMPE R Al Head BV Mapies Fi o LB
camp ¥
Comp & |\ g
Comip 9 | j

Close

Projecting Expenses
See Expense Comps

Display Options
e Number of Expense Rows: Up to 50 expense rows can be used.

e Expense Breakout: Breakout expenses by SF, Unit or a percent of Effective Gross Income (EGI).
e Total SF/Units: This is calculated automatically from the previous table(s), but can be over-written

by checking the override check box (graphic).
e Expense Ratio: Show or hide the Expense Ratio.

Projecting Expenses
Expense projections are developed from left to right, on an item by item basis

Enter the expense item label.

Select the Expense Type from the drop-down list.
Enter the dollar or percent amount.

Click the Format button when done.

rpODNDE
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Display Options Help
Number Expense Rows: 10 Total SF: 5 500uickly review the |rride SF & Units
Expense Breakout: |Per SF ~| Total Units: 3 Lexpense histon Expense Ratio
Per SF
z< | == Per Linit “iew Expense History Format
% of Eal

et —

Income Summary and ijection

Income \“-u..‘_ Amount % of Total

Effective Gross Income: Section 1
Total Effective Gross Income Per SF:

¥53 280 100%

AmountHPer SF

Expense Type Y%oor ¥
1 Real Estate Taxes Lump Sum $3,000 §3,000 §0.55
2 Insurance Lurmp Sum $1 200 §1,200 §0.22
3 Litilities Lump Sum $1.800 $1,800 §0.33
4 Fepairs & Maintenance Lurmp Sum $2 000 $2,000 §0.36
5 General & Administrative Lurmp Sum $1.,000 §1,000 f0.18
B Commaon Area Maintance,~—Comp-Som 5500 5500 $0.09
7 Sround Lurnip Sumlv $700 700 §0.13
3 hWanagerneny | LumpSum 5.0% §2 6B4 §0.43
3 Miscellaneou iﬁﬂi.t 1.0% $533 §0.10
10 Resene % of EiGl 2.0% $1,066 $0.19
Select the bpe of expense f J Total Expenses: $14, $2.63
caleulation, then enter then amaunt in Expense Ratio: m
the nest column. The amaunt must be e
Formatted as a % or 5. Net Operating Income: $38.818
Met Operating Income Per SF: §7.06

View Historic, Actual and Budgeted Expense Data

This tool allows the user to reference the subject's historic, actual and budgeted expense data while

making projections.

Thiz pop-up windaw summarizes the
expense infarmation previously entered in
- the Income and Expenze History table.
Expense History The data is broken out by $/5F, §/Unit '
and % of EGI. Use the scrall-bar ta view

Ty

Select an Expense ikem for easier viewing across calunins, \‘__additional Vears. ) acroll vight Far mare ==
Expense W, Ending Dec 02] r. Ending Dec 03] ¥, Ending Dec 04] 5.9 Mos, Annualizy Budget 2004 $IGEA -
Feal Estate Taxe: $10,000 $11,000 $12 000 $13,247 $13,000 $2.00
Insurance 45,000 $5,500 6, 000 6,623 6,500 £1.00
Utilities 47,000 3,000 9,000 £10,190 £10,000 £1.45
Repairs & Mainter 48,000 9,000 £10,000 £10,599 £10,500 £1.64
General & Adminis  $5,000 45,500 46,000 6,623 £7,000 £1.00
Carrman Area Ma 0 40 40 £0 40 $0.00
Grounds 0 40 40 40 40 40,00
Management 15,000 £16,000 £19,500 $27,418 $24,000 $2.91
Miscellaneous §2,000 2,200 2,400 $2,653 2,500 0,40
Reserves $0 $0 $0 $0 $0 $0.00
0 40 0 0 $0 $0 £0.00
o 0 0 0 0 0 £0.00
0 0 &0 &0 £0 £0 | £0.00 -
4 3

Expenses shown here are taken from the Expense History kable,

Close

—= Scroll down For batals
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8.6

8.7

Comparable Property Cap Rates

This section utilizes the comps database. Click the Search Database button to activate the database
search dialog. Cap rates from the selected comps will populate the table. Note that the search returns
stabilized cap rates.

The table can hold up to ten comparable property cap rates. To change the number of comps that are
displayed, select the number to show from the drop-down, then click the format button.

Calculated Cap Rates
@Value provides tools for developing capitalization rates via the Band of Investment and Debt

Coverage Ratio methods. These can be used to test the reasonableness of property assumptions and
loan parameters as well as supporting rates derived from comparable sales or investor surveys.

== | == Help

About This Table

Capitalization Rate Calculations

Capitalization Rate Variables rEdit these variables
Mortgage Interest Rate | 5.00% |

Loan Term 20 Wears
Loan To “alue Ratio 20%
Debt Coverage RHatio 1.15
Equity Dividend Rate 7.00%

—e
Band of Investment Analysis
Mortgage Constant Loan Ratio Contributions
0.085971727 ¥ 80.0% = B.B3%
Equity Dividend Rate Equity Ratio
7.00% ¥ 20% = 140%
Band of Investment Capitalization Rate 8.28%

Debt Coverage Ratio Analysis
Debt Coverage Ratio x Loan to “alue Ratio x Moaortgage Constant

115 x  80.0% X 0097 = 4
Debt Coverage Ratio Capitalization Rate = 7.91%

Band of Investment Method

This technique utilizes lender and real estate investor investment criteria to develop, or synthesize a
capitalization rate. There are four key inputs necessary for this method:

The loan-to-value ratio (M)

The mortgage interest rate (i)

The loan term (n)

The equity cap rate or equity dividend rate (RE)

PwONE

The mortgage variables are used to build the mortgage constant (RM), which is the total amount of the
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8.8

payments made in one year, expressed as a percentage of the original loan amount.
Payments x 12 / Original Loan Amount = Mortgage Constant (RM)

The equity cap rate is the annual return to the investor, expressed as a percent of the original amount
invested. The annual return to the investor is also known as the equity dividend rate; it is the profit
remaining after debt service and all other expenses.

After Debt Service Profit / Equity Investment = Equity Cap Rate (RE)

Note that the equity cap rate is not the same (usually, that is) as the equity yield rate. The equity yield
rate reflects the total return to the investor over the life of the investment. Factors such as appreciation
and mortgage pay down affect and usually increase this return to a point higher than the equity
dividend rate. In markets where substantial appreciation is expected, investors will often accept a low
or even negative equity dividend rate, anticipating a compensating payoff when the property is
eventually sold. In markets where little appreciation is expected, much more weight is given to the
annual equity dividend.

Formula:

RMxM =rate
RE x (1-M) = rate
= Cap Rate (Ro)

Debt Coverage Ratio Analysis

This technique develops a capitalization rate based on typical mortgage terms. There are four
variables necessary for this method:

The loan-to-value ratio (M)
The mortgage interest rate (i)
The loan term (n)

The debt coverage ratio (DCR)

rpONDE

Items 1 through 3 are discussed above under the Band of Investment section. Item 4, the debt
coverage ratio is the factor by which income exceeds debt on an annual basis.

Formula:
Debt Coverage Ratio x Loan to Value Ratio x Mortgage Constant = Ro
or

DCRxM x RM = Ro

Cap Rate Reconciliation

This section is for reconciling and selecting a final cap rate from the cap rates developed in the
previous sections. There is also a location in this table to add cap rates from published or investor
surveys. Using Display Options, the analyst can choose what elements to display in the table.

The reconciled cap rate (bottom) must be manually entered and will automatically flow through to the
final Capitalization section.
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Display Options Help

Comparables: Show Surveys: Show Survey 1 & 2
BOVDCR:  Show

o | == F armmat

Capitalization Rate Reconciliation

Indicator  Capitalization Rate
Comparable Properties 4.2% - 8.5%
Band of Investment  8.28%
Debt Coverage Ratio  7.891%
survey 1 8% - 9%
Survey 2 5.76%
Reconciled Capitalization Rate

The final cap rate iz
alwayz hand -entered
here. This will
automatically dizplay in the
final Capitalization table.

Capitalization To Value

This table pulls together and displays key results from the previous tables and generates a value
estimate.

Potential Gross Income

Vacancy and Collection Loss (Optional)
Effective Gross Income

Expenses

Net Operating Income

Capitalization Rate

Indicated Value
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Display Options Help
Wacancy & Collection Loss: Show Indicatoris): '@ S alost the unit
55k - walue indicators]

e
EI'.Ck here_ for " to display with this
Pl quick review of Plncnme History & Budget ;‘:gi & ilnit drop-down.
historic/budaeted .

hoperating data. $ilnit

Hide
Income Capitalization
Per SF
Potential Gross Income $55 200 51076 Vacancy & Collection Loss
“acancy & Collection Loss (10.0%) §5 520 51.08 Cwerall: 10.0%
Effective Gross Income $53,280 79.69
Expenses [27.1%) $14 4652 $2.63 Area & Unit Data
Met Operating Income $38.318 §7.06 Units: 3
Capitalization Rate 7.70% 7.79% Sguare Foot: 5500
Indicated Value $500,872 fat1.07 These figures are used ta
Rounded $500,000 $90.91 calculate unit values for the

Income Cap tahle,

Degree of Rounding: 2 |

Select the degree
of rounding here.

8.10 Charts

@Value will automatically generate the following three charts:
. Effective Gross Income
o Expenses
. Cash Flow Profile

Each chart has formatting options listed under the "Display Options" section at the top of each chart.
Simply select the desired option and click the format button.

9 Reconciliaton

9.1 Reconciliation

This section pulls together all of the value estimates from each approach. Each value conclusion may
be adjusted. The Reconciliation sheet is formatted for five land, sales and income values, but the
format can be modified to include more, if necessary.
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Help

<| Reconciliation |>
The tables summarizes value indications for each ecanomic unit from approach. Scrall down for final
valug conclusions, marketing period and exposure time.
Land Analysis Premise Value
Land “alue A Ig =] 255 000
Land Y Walues premises are haﬁ A5 Is W alues from each section
Land d selected in this section. As Complete autornatically populate this

&5 Stabilized

Land “alue 4
Land %alue &
Cost Analysis Premise Value
Cost Approach As s §537 000
Cost Approach 2
Cost Approach 3
Cost Approach 4
Cost Approach 5
Sales Analysis Premise Value
Sales Corparisan Approach As s F500 000
Sales Comparison Approach 2
Sales Comparison Approach 3
Sales Comparison Approach 4
Sales Comparison Approach 5
Income Analysis Premise Value
Income Approach As s F500 000
Income Approach 2
Income Approach 3
Income Approach 4
Income Approach 5

Note that there are three types of values:

1. Asls: The value of the property as it sets, in its current condition.

2. As Complete: The value after completion of proposed improvements. Does not assume the
property is fully leased (stabilized), thus the difference between As Complete and As Stabilized.
3. As Stabilized: The value of the property when leased or otherwise occupied to market

standards.

Reconciled Values
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10

10.1

Reconciled Values
January 21, 2006

Reconciled ¥alues Must Be Hand | Unit of Comparison:  GBA

Entered

Units or Area 5,500

Economic Unit

Property Rights Premise

— Value $/GBA

Orne Income Place

(Ertter the rame of the
economic unit unit here.
Thiz can be a property

| ame or address.

Select the property
rightz appraized fram
the in-cell drop-down.

Leased Fee As s

Select the value
premize from the
in-cell drop-dawn.

T 500,000 59091

0 $0.00
0 $0.00
0 $0.00
0 $0.00

[Approaches Applied:

[Cost Approach

Dales Cnrw Approach  Income Approach |

(The “tpproaches Applied" will

Marketing Period & Exposure Time

“'-h..,_‘\‘--

auta-fill and populate the

Marketing Period 5-10 months
Exposure Time 5 months

Summary of Salient Factz and
Reconciliation sections of the

narative.
o .

Marketing Period

Hand enter the mark eting period ]

|

and expozure time.

The length of time necessary to sell the property, starting from the date of value.

Exposure Time

The marketing period that is assumed to have already taken place in order for the subject to sell at the
appraised value as of the date of value.

User-Defined Sheets and Modules

User-Defined Sheets

@Value includes pre-formatted sheets for custom work. These sheets include a header at the top of
the sheet, navigation arrows, lists and an interrogated Word document. From the @Value toolbar,
click More, then Add User Defined Sheet
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Step 1: Add Sheet

Maote -

_1'} &dd User Defined Sheet

Report Designer
'_o,h Save Copy As @Yalue Template

Open Temp Folder

Zeros is OFF
Sheet Change Event is On
GetCompData is On

Calculations is On

Step 3: Name the Sheet

Step 2: Select Position

Add User Defined Sheet

54

Frint

Assignment Information
Scope

Market Area

Froperty Description
Assessment & Taxes
ZLaning

HEBL

methodoloogy

Land Anahsis

Cost Analysis

Improved Sales Analysis
Income Intro

Rent Analysis

Incame Analysis
Reconciliation
Qualifications

Insert Before

Insert After

-

Microsoft Excel

-,

Enter name aof sheet:

Cancel

_ Coneel |

|I'v1_l,lSheet

The sheet is ready editing and will appear in the Build Print Doc menu. Note that the section of the
worksheet used for list storage begins at Cell L150, You can always insert rows and columns above
and to the right of this range if you need more room.
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10.2

E.C\ssignment & | Area T | Subject - | Valuation - | Qualifications - | Build Print Doc | Global Figlds - | [More * | Help =

)
B10 - b
i Jalel ¢ [ o [ E [ F [ 6 [ v [ v | 4 | K [
g’.
g < MySheet >
=3
u:u Enter your text here ... W

List storage area begins at cell L150

Related Info:
Working With Links
Working With Lists

Modules
Module are simply appraisal sections that are saved as independent files.
Create A Module

To create a module, from the @Value Toolbar click More > Save Copy of This Sheet as @Value
Module.

_1'} Add User Defined Sheet

Report Designer
|'_+,h Save Copy of This Sheet As @Yalue Module

Save Copy of This File As @Yalue Template
Open Temp Folder (For cleaning)

Lol W

Calculations is OFF

£

Insert A Module

Open the Report Designer, then click the Insert Modules tab. The list on the right displays modules that
have been previously saved. The list n the left displays the content of the report. To insert a Module,
choose a position on the left, select the module from the list on the right, then click the insert button.
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11

111

aValue 4.5

Report Designer

Select Position

Frint -
Aszsignment Informatio
SCope

Market Area
Froperty Description

Assessment & Taxes |

Zoning —

HEL
Methodology
Land Analysis
Cost Analysis

El

Report Content Insert Modules l

< Insert
After

IJse this bool bo modify the report content For the active file, Use Insert Modules to
insert conkent prexviousky saved as modules, but are not part of the default template,

Modules

City Market Analysis. xls
City Taxes.xls
City Loning. xls

Excel Drop-down Lists

Working With Lists

The following sheets have customisable drop-down lists:

e Assignment Information

Scope
Market Area
Property Description

Zoning

Methodology
User Defined

Assessment & Taxes

Highest and Best Use

Each of the above sheets has a Lists item on the Section Tools menu. From here one can assign and
remove lists to and from cells, or navigate the to the list content and create new lists or edit existing

lists. List work should be done in the template.

Assign & Remove Lists
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H' || Lisks 3 ||ff' fssign and Remove Lisks
= Mames v |[EF Edit List Conkent
=
é‘ Row & Column Headings »
IR
L z - 3
Assign and Remove Lists for Property Description
Lizts on This Warksheet: List terms:
Building Class - Masonry
Building Frame Steel Ligt iterns .h:ur
Building Type _ Steel colurmns, wood beams selected list
Ceiling Cover Composite cancrete-steal
Ceiling Type Fost and Beam
Construction Wood
Cooling systerm
Deferred Maintenance
Electrical | Select List Above For Additional Details
Flace the Selected Cell:
lected list to th
ZECES:DE;LS “5 Property Descrintion5AS1 A
1 Thiz button l:-\lill
Assign Listta Cell A1 access the lists for
the active sheet.
- Remove List from Cell Al Edit List Content Close
tf the active cell haz ﬁ
I

st this buttar will
remaove ik,

Create & Edit Lists
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12

12.1

- 5[00] U335 :

Lists

5 Assign and Remove Lisks

Marmes k

(57 Edie List Content

Raow & Column Headings »

4

L

Done

Ligt name

H-

Building Class -

o o Tt I i YA o Iy

—

A,

:
=

List Names

Lisk Mames cannaok
have special
characters like [,~,
1, &, % +, etc.

H-
)

Building Frame

O w0~ 0 Mmook =

—

Mlasonry

Steel

steel columns, wood beams
Fost and Beam

Wiood

H-
)

Building Type

[ ——

Retail Building
Office Building

Global Fields

Working With Global Fields

What are Global Fields and why are they necessary?

One of the key goals of @Value 4.5 is modularity: the ability to take a section of one appraisal and
insert into another. Global Fields provides a means to send data from one sheet to another, without
links. A link will always point to the original file, which can be problematic. For example, say you have
created a snappy sales grid for apartment buildings and want to save this as a module. The sales grid
however, contains data from the Assignment sheet (valuation date) and from the Property Description
(building size, land size, etc.). If we were to simply pass these data to the sales grid with links, then
save the grid as a module for latter use, the links would still point to the original file where the grid was
created. Excel will try to update those and old links and the process gets quite convoluted.
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To solve this problem, we created Global Fields. This way, when a module is created, it has no links to
external files, yet when it is imported into an appraisal, it will automatically pick up Global Field data
from the active file.

Create A Global Field

Start by selecting the cell that contains data you want to pass to other worksheets. Next, from the
@Value Toolbar, click the Global Fields button, then Define Global Field.

| Global Fields = | Maore = | Help = |2
|

|.‘ Define Mew Global Field

;CI Remove Global Figld

T Insert Global Field

2| Update Global Figlds List

This brings up the Global Field dialog. The next and final step is enter a name for the Global Field and
click the Define New Global Field button. In the example below, we have named the Global Field
GrossBuildingArea.

=~

Global Fields

Define Glabal Field | Remove Global Fields | Ingert Global Field

1. Selectrd cellis) to define as a Globhal Field
| 'Property Description'|$0%62

2, Enter name of Global Field
| Gross BuildinpArea

Crefine Mew Global Field

‘What's A Global Field?
A nlobal field is one that can be "read” from other worksheets, and allows you

to weork with data from one worksheet on another. This waorks differently than a
farmula or link and allowes the source worksheet and the destination worksheet
to be separated without the nuisance of updating links aor formulas.

Close

Insert A Global Field
Start by selecting the cell where you want the data to go. Next, from the @Value Toolbar, click the
Global Fields button, then Insert Global Field.

There are three steps:
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1. Select the source sheet with the Global Field data from the left-hand column.

2. Select The Global Field from the right-hand column.

3. Click the Insert Global Field button (note that if the destination cell has data, the Insert button
will be disabled until the Overwrite check box is cleared)

e T

Global Fields

Diefine Global Field ] Remove Global Fields Insert Global Figld ]

[T Select sheet. | | 2. Select Global Field: |
Aszsignment Information - UsableSitaSizebcra -
Scope ExcessLandAreahcre
harket Area BuildingTypeMame
Property Description BuildingyearBuilt
iy Custom Sheet BuildingyearRehabbed
Assessment & Taxes BuildingCondition
Zoning BuildingMumberofStories
HBL BuildingCandition
Methodal ogy GHA
Land Analysis j MLA j

3. Select cell to insert Global Field:
| My Custom Sheet'1$C$3

Yalue to insert:
5500

r
Ihsert Glabal Field ‘

Close

Remove A Global Field

From the @Value Toolbar, click Global Fields > Remove Global Field. This will open a dialog with
Global Fields listed by sheet. Simply select the field name from the list, then click the Remove Field
button at the bottom of the form.

Global Fields Tips

Sometimes you will need a piece of information from one worksheet to appear in the narrative
document of another worksheet, but not need the data on the worksheet itself. However, in order get
the data into the narrative section, it has to be placed on the worksheet. The solution is simple, just
allocate a small area off to the side of the worksheet as a storage area for the Global Filed data. Then
create a link from here to the narrative. See Working With Links

Assignment Information Global Fields

There is a special Global Fields table on the Assignment Information sheet. This table is a central
repository for all of the Global Fields in the appraisal. When a Global Field on any sheet is created, the
data is stored in this table; when a Global Field is inserted, it pulls data from this table.

The Assignment Information worksheet includes the narrative section for the front end of the
document, including the Letter of Transmittal and Summary of Salient Facts. As such, this narrative
section needs data from throughout the appraisal. The Global Fields table contains all of this data and
is easily accessed from a navigation link at the top of the page.
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13

<| Assignment |>

Enter the basic appraisal infarmation here. Scroll down ar click links below to navigate this sheet. W

Appraiser & Firm  Dates, Rights, Purpose, Use & UUsers  History  Current Listing or Contract  English | Global Fields

The Global Fields Table:

Back About Global Fields

Update Global Fields

About Linking to the Marrative

Sheet Source Field Value
Aszsignment Information YalueDate January 21, 2006
Aszsignment Information WriterlWeCapitalized e

Aszsignment Information Writerhy QurCapitalized Cur

Aszsignment Information Writerhy QurLowerCase our

Assignment Information WriterVWelowerCase Wi

Assignment Information Appraiserharmel Torm Armistrong, hAI
Assignment Information AppraiserMame? Appraiser 2
Aszsignment Information AppraiserCertState] MNH

Aszsignment Information AppraiserCernState2 MNH

Aszsignment Information AppraiserCertMaol CG-137
Aszsignment Information AppraiserCertho2 CG-1-20
Aszsignment Information SubjectStrest My Strest
Assignment Information SubjectCity My City
Assignment Information SubjectCounty My County
Assignment Information Subjectstate MH

Assignment Information SubjectPropertyType Industrial

As noted, this table is functions as a central repository for Global Field data and as a source for many
of the links populating the narrative in the Assignment Information section of the report. To create a link
from this table, simply copy the data from the third column under the Value heading, switch to the word
document and then:Edit, Paste Special, Paste as UNFORMATED Link.

Note that the Assignment Information narrative contains links from the data entry tables at the top of
the sheet, and from the Global Fields table.

User-Defined Templates

To create a custom template, modify a workbook, then save a copy of it as a template.

| Mu:-re*“ Help - (=

_| Add User Defined Sheet
Report Designer

':,g Save Copy of This Sheet As @value Module

H Save Copy of This File As @Yalue Template

pu— |

3] Open Temp Folder {for cleaning)

L Zeros is OfFf

t4 shest Change Event is On
Q GetCompData is On

b Caleulations is OFF
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The active file will be saved as a template and will appear under the template list on the @Value
Dashboard:

@ @Value Dashboard g@

@Value

ﬁl New Appraisal _/PI Comps Datahase ~  Standards

Version 4.5

«m. AICD Databhase

My Files PDF  Security PDF Preferences

@) Help F__*i Email Support &4 Registration

[T Lse Metwaork Path
Browwse

fiShared-e-machiatvalue_dbi

Recent Appraisals:

emplates:

CAProgram Filesi®tvalue MarrativelTemplateiGarden Apantments xlt
CAProgram Files\@tvalue MarrativelTemplatelTownbhouse Apartments xit

Open Selected @ Exit Dashbhoard

14 The Narrative

14.1 Printing The Narrative

Building A Print Document

When it is time to print a document, @Value assembles copies of the Word documents from each
worksheet into a single document for printing. At this point, the user can print a Word document or
create a PDF document with the @Value PDF Writer. The PDF Writer has 128-bit encryption to
prevent unauthorized edits, and generates a much smaller file, often less than 2 megabytes.
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Excel Worksheet Excel Worksheet

Embeded Word File Embeded Word File

W W

Excel Worksheet

Ernbeded Word File

Excel Worksheet

Embeded Waord File

N

_/

 The incividual Word flss )
from each worksheet are
azzembled inta a zingle file
known az the "Print Doc'™.
&g part of the process,
(e alue automatically
builds the T able of
Contents

L

e <

=<

Printer

PDF File

From the @Value Menu, click "Print Doc"

Assignment * | Area T | Subject = | Yaluation = | Cualification = |

Prink D

| Glabal Figlds = | Mare = | Help = d

v

-~

Build Print Document

|

@ alue will autarnatically
build the table of
contentz. Select the

Heading levels to include
it the TOC

TOC Options
T Tahble of Contents Heading Levels:

Feport Sections

Flease select report sections to include:

Select the components b
include in the Print Doc.

-

Jze "Select Al az a

ghart-cuk \

Ooooooood

" Aszsighment Information

Scope

Market Area

FProperty Description
Aszessment & Taxes
Zoning

HBL

Methodalogy

Land Analysis

[

Select Al ‘]5

Clear All

doc. This

"Build" will create the print

time, pleasze be patient.

may take zome

Build
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14.2

About The Print Doc

The Print Doc is located on the Print worksheet, the first sheet in the workbook. When a print doc is
built, each section is copied into the print doc and the table of contents compiled. This document is for
printing only - not for editing - edits are made in the individual sections. It is a good practice to clear the
print document after printing to reduce the overall file size of the appraisal engine.

(USE: the Clear button to \‘

A remove the print doc and

Print Document - |_reduce file size. y

Thiz is the print document, used for printing only, Report edits c?é:; ‘ 4 Print | Print
are rmade in each section. Click Clear to reduce file size. e Doc

"4l of the narrative sections
are azzembled inta this zingle
Frint Doc.

Working With Narrative Sections

As noted in the overview, each worksheet in the appraisal engine is a discrete section of the appraisal
and includes corresponding narrative content in an embedded Word document. This is simply a Word
document that sits on the worksheet and looks like an icon. Key worksheet data fields, such as a date,
text or value, or an entire table of data, such as an adjustment grid, are linked to the narrative. For
example, the Assignment Information sheet contains the appraisal date, property rights, client address,
owner address and subject address, among other data. These data are linked to the Word document
for that section and automatically populate the narrative. Thus, each worksheet has data, either fields
or tables or both, linked to the embedded Word document for that sheet.
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Each worksheet haz aWwiord file.
Click to open.

A{l Embedded Ward Doc A{l Embedded Ward Doc @ gﬂl Embedded Ward Doc
Assignment Information Scope Market Area

E Excel Data E Excel Data E Excel Data

= || Linked to Word: g || Linked to ¥ord: = || Linked to Word:

(m] [} (m]

= = ; =

Z || Data Fields = || Data Fields Z || Data Fields

= Data Tables = Data Tables = Data Tahles

1L L 1L

Assignment  Scope { Market Area [/ Assignment , Scope { Market Ared Assignment £ Scope ), Market Area

The image below is the narrative from the 5cope worksheet.

‘f
Appraisal Scope

According to the Uniform Standards of Professional &ppraisal Practice, it 12 the

appraiset’ s responsibility to determine the appropriate scope of work. TTSPAP defines the

scope of worl as:

The amount and type of information researched and the analysiz applied in an
assignment. Scope of work includes, but 15 not limited to, the following:

the degree to which the property is inspected or identified,

the extent of data research; and
the type and extent of analysis applied to arrive at opiniens or conclusions.

SCOPE OF WORK

the extent of research into physical or economic factors that could affect the property,

Harmal Ward
(=28

The gray fields are
links to the Scope
wark sheet,

Lppraizal Type:
and valuation analyses have been applied.

Eeport Type: Summary
Inspection:
were made, and phote graphs were taken.

Market Area and Analysiz of
Market Conditions:
Highest and Best Uze Analysis:

vacant and as improved, was made.
Valnatinn A nalyse

This 15 a Complete Appraisal A1 applicable research

A complete mnspection of the improvements and site

A complete analysis of market conditions was made.

A complete analysis of highest and best use, both as

Editing The Narrative

Start by opening the template. This could be the default @Value template (avengine.xlt) or a custom
template you have saved under a different name. The @Value template is in the Atvalue Software
folder, usually saved in the c: drive. If you have a network installation, use the copy in the network

folder.

Next, navigate to the section with the Word document that will be edited, then click on the Word icon to
open the file. Once the file is opened, edit the text, fonts, headers/footers, etc., then close the Word

file. Note the Word file is saved automatically upon exit.
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14.3 Working With Links

There are two kinds of links:
1. Text (text, dates, values)
2. Worksheet (tables)

Text Links
The image below shows a portion of the Scope worksheet with an overlay of the Word document
showing the text links in gray.

Eucel

W

Appraisal Scope:| Camplete | Report Type:| Summary |

USPAP Scope| This is a Complete Appraisal. All applicable research and valuation analyses have
N escringi

been applied
\ Text link in
Wwiord

\SCOPE OF WORK —
Appraizal Type: This is a Complete Appraisal. All applicable research
and valuation analyses hawve been applied.

Eeport Type: Summary

Inspection: A complete inspection of the improvements and site r

were tmade, and photographs were taken

Warket Area and Analysis of A complete analysis of market conditions was made.
Wlarket Conditions:
Highest and Best Tse Analyeis: | A complete analysis of highest and best use, both as
vacant and as improved, was made.
Updating Links
Links are updated two ways: by a simple update process or a re-build process. The latter is used when
the active sheet has been copied or inserted into the current workbook from another file.

= Mavigate | $E] Text Manager |[Update Links ~ || £ AutoTesxt | Insert Images * | Guick Tools = | [#]To Do | B @value Help B

Update All
Uze "Update Al for |I% paste |
rmost updates. |2 Rebuild al :
ze "Rebuild A" when the

active zheet has been copied
from another zheet or
workbook. Thiz only needs to

Tip:
To update a single link, click on the text link, then press the F9 key.

Worksheet Links

Worksheet links link sections, or ranges of cells, of the Excel worksheet to the narrative. The linked
worksheet looks identical in Word as it does in Excel. The image below is an example of a worksheet
link as it displays in the narrative.
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Indicated Land Value

R econciled Unit Value 255 000.00
Subject Size 100
Indicated Yalus F255000
Founded F255000
RoundedlLand Area Acres F255000

About Building Links

Link building is typically done in the template. Links are created with a copy and paste procedure. Text
links have a slightly different paste procedure than worksheet links. Note that all links should be made
to named ranges in Excel, this way, if rows or columns are changed, the links will stay intact. To

create a named range in Excel, click Insert, Name, Define and enter a descriptive name.

IE_] File Edit Wiew [Imsert] Format Tools Data  Window  Help

Rows
Columns
iorksheet
il chart...
Je | Function...
| Marne 4 || Define. .. Define Hame
i Paste...
Ricture D = Mames in workbook;
& Hyperlink... Chrl+k Create... |MyLinkName| oK
¥ Bpply... ol
Label... MumberCFApproaches
MumberOFComps
Mumber OFRentComps
OutboundFields Scope [
Crwverallacancy
Important: When naming a MERGED cell, Cwneriddress
edit the cell address to refer to only the OwinerAddress2. !
left-most cell. For example, if the name OwnerAddressCity —
references range Scopel $M$3 PE3, Refers to:
change the reference to Scopel $M$3 e
9 2 Scopel$ME3 -

In the example below, we have placed sample text in range N3 on the Scope worksheet. The first step
was to define a name for cell N3; we used "MyLinkName".

The name box dizplays
the name defimed for

range M3 [The text in range M3 ]
_ N

| My LinkMame |v ﬁrréample Text Link |
v S | N |
a 1

:

=

=l -
513 [Sarnple Text Link 1
« 4

B 5

Building Text Links

1. Select the Excel range to be linked to the narrative, then copy.
2. Switch to Word, place the cursor where the link is to be located.
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3.  From the Word tool bar, click Edit, Paste Special.
4. Select the Paste Link, Unformatted Text options, as shown below.

[ am o

Paste Special

Source:  Microsaoft Office Excel Wiorksheek
Scope!MyLinkMame

() Paste: Microsaft COffice Excel Waorksheet Object ~

(¥ Paste link: :
nformatted Tex

| Pictare (Windows Metafile) i
Bitrap

Ward Hyperlink . |
HTML Farmak ]

[] pisplay as ican

Result
Inserts the contents of the Clipboard as kext without

_,@ any Formatting.

Paste Link creates a sharkouk o the source File,
Changes ko the source File will be reflected in wour
docurment,

The link will look like this is the narrative.

mample Text Link

This is what the link code looks like (to view the code, place the cursor in the link, then press Shift-F9
to toggle codes on and off.)

{ LIME Ezcel Sheet 8 "C:VMDocuments and SettingsWTomWhiy
Documentstiavengine 1. zls" ["Scope 1My LinkI ame Mz it H
7 Iy

[ Workshest ] [H ang:a'r-\l ame]

I ame

If you see an Excel Range address instead of the Range Name, replace the address with a range
name.

Building Worksheet Links
To build a worksheet link, use the same steps as above, however, Paste the Link as a Worksheet
Object, as shown below.
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14.4

-~

Paste Special

=~

Source:  Microsoft Office Excel Worksheet
Scope!MyLinkMame
As:
{:} Paske: 'ﬁicrnsu?t O?Fice Exce WDrEﬁeet Oﬁiect IA.
—

Formatted Text (RTF)
IInformatted Text

Picture {Windows Metafile)
Bitrnap

ward Hyperlink,

HTML Farmak

&) |

Resulk

e

Inserts the contents of the Clipboard as a picture,

Paste Link creates a shortcuk o the source file,
“hanges ko the saurce Ffile will be reflected in yaour
document,

Cancel

[] pisplay as ican

Table of Conents

About the Table of Contents

The Table of Contents is automatically generated (optionally) and placed at the "Placeholder” location

when a print document is assembled. See Printing The Narrative.

-

Headng Levels are
Build Print Document ﬁ bexst headings
within the appraizal
that are formated
az H1, HZ, eto.

Cptions
Tahle of Contents Heading Levels: l_z

iInclude Tables of Contents: W

Trouble Shooting

It is not uncommon to see a picture or map show up in the Table of contents. For example:
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14.5

TABLE OF CONTENTS

summary of Important Facts and Conclusiens .. )

DI EBImItIO0IE o o e 7
Limiting Conditions and Assumptions g
Market Area Analyais 10

Thiz image waz farmatted haz Heading
Level 2 [HZ2). To fix thiz, go to the image,
[in the: document, not the TOC] zelect i,
then format az Marmal. nest, update the
TOLC.

e 10

Meighborhood Analysis 10
Heighborhood Boundaries e, 10

A AL A L O IE s 11
Tlarkret Area SUIIATT ottt 12

Word creates the Table of Contents based on headings in the document, therefore, if an image or any
other items are inadvertently formatted as H1, H2, etc., Word will add the item to the Table of
Contents. To remove the item, simply navigate to it's location in the document (not the TOC) and
reformat it to Normal. To reformat, select the item, then click Quick Tools, then click the Normal format
button.

Headers and Footers
About Headers, Footers
These items are set in each section of the document. By default, @Value has set footers and page

numbers in Word document in the Assignment Information sheet (“Your Footer Here", Pg. x").

To edit a header or footer, click View, Header and Footer. This will open the header, even if it is empty,
and display this toolbar:

M avigate from zection to
zection

Switch between header
and foater

Header and Footer

Insert AutoTexk ~ | A & &3 O |4 &

To access the footer, click the 3rd button left of the close button.
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14.6

Tour Footer Here 6

Headers and Footers work by section. If a header is placed in the first section, it will automatically
populate any subsequent section in the document, unless a subsequent section has it's own
header/footer. This second header/footer will carry on to the end of the document unless a subsequent
section another footer.

Therefore, if you want a simple and easy to maintain header/footer system, only place the
header/footer in the first section (Assignment Information) and it will flow automatically to the end of the
document. Otherwise, you will need to create headers/footers for each section.

Managing Text

The Text Manager

This is a tool to maintain multiple sections of text in a Word file. For example, you might maintain
several definitions for property rights, market value, etc. These narrative components can be
maintained in the same Word file with the Text Manager.

The Text Manager simply displays or hides text, based on the user's selection.

[Eorer]

: E4 Navigate @B Update Links | (22 AutoText | Insert Images » | Guick Tooks » | [#] To Do | &7 Set @value Defauls | B @value Help A

Text Manager - Text [isplay

Text Display l Femove & Rename

Visible Text:
Selectto [#]; Marketvalue_OCC
dizplay text in U ereerme
FeeSimple

harrative.

Show Al Text

Close
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Adding Content

Start by selecting (highlighting) the section of text to manage, then click Text Manager from the

@Value toolbar. This will display the dialog shown below:

-~

Text Manager - Hame Selected Text

Text Display Mame Selected Text I Remoaove & Rename

Mame selected text as:

I MarketingTime __%Name bD:-:I

Add Text

2003), as:

The estimated length of time the property interest heing

effective date of the appraisal.

(gelectetl Text: Marketing Time is defined in the Dictionary of
Feal Estate Appraisal, 4th ed. {Chicago: Appraisal Institute,

appraised would have heen offered on the market prior to the
hypothetical consummation of a sale at market value on the

J

Snippet of
zelected tewt

Managing Content
Use the Remove & Rename tab to manage content.
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15

15.1

Text Manager - Remove & Rename Text

Text Display] Mame Selected Text Remove & Renarme l

Marketvalue QCC
LeasedFee
Feesimple

test in the document.
b 2 N

Remove Mame ‘ Rename

Remaoves the name azzigned ta Simple applies a new narme bo
a block of text, but leaves the the test block.

Femaowve Mame & Content

e
[Hemu:uves the name and text. :I

Ilze with care. Close

Narrative Tools

@Value AutoText

@Value AutoText was originally a central component of previous versions @Value Narrative software.
While it is no longer necessary for version 4.5, it has been retained for backwards compatibility and
because many of our customers enjoy this feature.

Use @Value AutoText to quickly save and retrieve, standard comments or even tables and graphics.
Custom AutoText entries can be very important to your work; we recommend regular backups.

".% Mavigate | €] Text Manager | €8 Update Links || AutaText || Insert Images + | Quick Tools » | ] ToDo | &2 Set @Yalue Defauks | B @value Help d

@Value AutoText is organized by common report components, ordered like a typical appraisal report,
starting with "Covers" (Cover Page), ending with Addenda and miscellaneous items, such as invoices.

The Autotext Preview window provides a quick but unformatted preview of the autotext content. See
Preview Autotext discussion, below.
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@Value AutoText ﬂ
@Value AutoText Entries .
* List @Value Autotext " Create New Entry | Ll j ) Helo |
Covers Autotext Preview (without formatting)
— Scope Framewaork - ) ) )
_letters | 4 ical Tvoe: Complete il Cost Approach: Th_ls approach is applicable
PRraisa’ | Ype: Lomp d necessary, Using the Departure
Intro Appraisal Type: Limited and ne ¥ g P
; - Provision, a limited cost approach has been
Scope Cost: Full Analysis developed
———— T cvEiped.
_Departures  coch Omitted No Departure
Lmt. Cond. Cost: Omitted W /Departure
Market/Area Data Research: Local Mkt Presview window.
w Data Research: Mew Mkt
———— | Departure Overview [Infarmatted text only:
HEU Economic Factors: Complete Special characters, tables
Methodalogy Economic Factors: Limited and other items do not
" Cost | Extra Approach Per Client dizplay in this window,
—_— | Income: Full Analysis
Sales Income: Limited Analysis
Income Income: Omitted Mo Dpriure.
m Income: Omitted W /Departure
————— | Inspection Detail; Full
_Certification | 1ngpection Detail: Limited
Qualifications Inspection: Ext, W /Hypa
i Inspection: Land, Full AutoText Preview Tips
=——————— | Inspection: Land, Limited
_ Defintions Inspection: LTD, Ext. Qnly Badkup AutoText Entries
Addenda Miscellaneous Scope Chart b -
Invoices Physical Factors: Complete
m Physical Factors: Limited Impart @Value AutoText Entries
—SiNAlires | cales: Ful Analysis ﬂ
_ Other Print All @Value AutoText Entries
Insert at Cursor Delete AutoText | Close

Inserting AutoText

AutoText is always inserted at the cursor location. Note that the @Value AutoText dialog can remain
"on-top" while you work with the Word document. The dialog can be moved to the side by clicking and
dragging the title bar at the top of the dialog, allowing you to move the cursor to different locations in
the document if necessary.

1.  Select the appropriate category tab on the left side of the dialog and sub-category, if
applicable.

2. Select the Autotext entry.

3.  Click the "Insert at Cursor" button. Note that you can reverse the Insert by clicking the "Undo"
button or Ctrl+Z.

Preview Autotext

The easiest way to preview an autotext entry is to simply insert it to the document. Remove it by
clicking the "Undo" button or Ctrl+Z. It may be helpful to open a blank @Value document, then insert
various autotext entries to review the content.

Add A New AutoText Entry
Start be selecting text, table or other document section from Word document. Simply select, or
"highlight" with your cursor.
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Tip: Press F8 and use arrow and page-up/page-down keys for better control selecting text.

1.  Select the "Create New Entry" option button at the top of the dialog.
2.  Select a category from the tabbed list on the left side of the dialog.

3.  Some categories have additional sub-categories, so you may need to click the sub-category
drop-down list to refine the location where the AutoText entry is stored.

4, Name the entry. The name field has a 27 character maximum length, so abbreviate as
necessary.

5.  Save the AutoText.

@Value AutoText

Step 1: Select Create

: [ e Enir
Slep 2: Gelect A |LENMiEs ! —— B Hel
Categony totext i* Cre | oWt j ) Heln

Step 3: Select a
Covers zub-category, if Autotext Preview (without formatting)
l—  Select & Cost Categol applicable.
Letters | Cost Approach
Intro | Cost Intro 3 The Cost Approach is based on the
5—-— principle of substitution  that a prudent
= ope e and rational person would pay no more for
Departures IRl S IELIO Step & Mame || 2 property than the cost to construct a
Lmt. Cond. | Cost Intro: Resrticed Lthe entry. similar and competitive property, assuming
m‘— no undue delay in the process.
ar ed
Subject | -
HBU Step & Save
— Save Autotext Entry | the Eentry.
Methc:dn::loq_ -
Cost Cost Intro: Detailed
Zales Cost Intro: Summary
_Income
Recondiliation
Certification
Qualifications
Addreszes AutoText Preview Tips
Defintions
Addenda Backup AutoText Entries
" Invoices
—S_WDEIES Import @Value AutoText Entries
ignatures
S Print All @Value AutoText Entries
Close

Edit An Existing Autotext Entry

This is very similar to creating a new autotext entry, described above. Start by inserting the Autotext
entry to be modified and make the desired edits. Next, select and re-save the edited content, using the
original name. The software will provide a warning that it is over-writing an existing entry, which is of
course the intent.

Tip: If your are modifying an autotext entry that was originally included with the software, use a new
name, that way when you update or reinstall the software, the entries won't be replaced with the
original @Value AutoText content.

Delete An AutoText Entry
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15.2

Select the autotext entry and click the delete button.

Autotext Backups and Exporting
For autotext back-up/export, or autotext restore/import see @Value AutoText Utilities.

@Value Autotext Utilities

@Value AutoText Utilities

@Value AutoText utilities are a set of tools to export or import @Value AutoText entries. Use these
utilities to backup autotext, send autotext directly to another user or to send autotext entries to a server

for distribution across a network.

Start the Export utility by opening @Value AutoText, then click the Export AutoText button (lower-
right).

@ alue will abvways look for
avatbackup.dot' as the destination
“file for exparting autotext entiies. Thiz
file iz located in the atvalue folder and
zan alzo be installed on a netwark:
ZEIVEL

Export AutoText

avatbackup. dot

avMarrative,daot

To define a new destination location click 'Bro

i atvalue - - -
"avM arrative.dot' is the source file

where @ alue AutaT ext entriez are
created and zaved in dap-to-day
operations.

ciiatvalle

Browse I

X Ta export (@ alue Autotext entries
ko a zerver, o to another computer
I on the network, uze the Browse

C pogesmde LD

Export Aubobext | Close

When @Value is installed, a file called "avatbackup.dot” is created in the atvalue folder. By default, the
Export utility will export @Value Autotext entries to this file. Autotext entries should be exported to this
file reqularly, and this file included in your reqular computer back-up schedule.

Export Autotext to a Server or Other Computer

To Export files to a server or another computer on the network, simply click the Browse button and
navigate to the remote folder where the "avatbackup.dot" has been installed, then run the Export
function.

Import @Value AutoText Entries: This is essentially the same as the above process, and will import
all @Value AutoText entries from avatbackup.dot to avNarrative.dot.

About Importing and Exporting AutoText

Importing autotext will overwrite existing autotext entries with the same name. Similarly, exporting
autotext entries will over-write entries with the same name in the destination file. Other entries will not
be affected. For example, if the autotext on your computer contains an entry named "Letter of
Transmittal" and there is an entry with the same name in the destination file ("avatbackup.dot"), the
entry on the destination file will be overwritten. However, if the destination file has a file named
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15.3

"Transmittal Letter", it will not be overwritten.

Tips: When adding new entries, provide unique names. With time sensitive information, such as
zoning or regional data, add the date to the name. Remember, the maximum name length is 27
characters (we don't like the limitation either...), so abbreviate as necessary.

Print All AutoText Entries
This will print all autotext entries.

Pictures & Picture Tables

Insert Images = | Quick Edit
Fictures
Insert Pickure Table
Insert Image

Start the picture tool from the @Value toolbar by clicking the "Insert Images" button. The Picture tool
will appear blank at first. To view photos, click the "Folder" button and select the folder that contains
your pictures. Think of the pictures as a roll of film that can be scrolled up or down. To insert a picture
(at the current cursor location), simply click on it. Different cameras produce different sized images, so
experiment with the scale settings at the bottom. @Value will remember the settings and the last
pictures you looked at, so if you close the Picture tool and then return to the file at a later date, you can
pick up where you left off, no need to scroll through all of the pictures again.
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Folder CDocuments and Settingsiowner
\Deskbop)Picturesinarrative
1aof &
2of &
Scroll
Y
rea [} -
chateauf.
Jofé
E| Help
Close
Set Scale For Picture Insert
% goon O 75% Custom: 4 | | Clickona
— picture ko
" 100%  128% ( - ¥ | |insertat
cursar,

Tip: You can keep the Picture tool visible while you work in Word. This is very helpful when writing
property descriptions, etc.

Picture Tables This helps with your photograph layout. There are two options: arrange with

description text to the right of the photograph, or under the photograph.
Each picture table holds two pictures with one picture table to a page.

15.4 Quick Tools
Quick Tools is a collection of tools to expedite routine tasks.

Portrait to Landscape Page
Changes the formatting at the cursor location from Portrait to Landscape page.

Go To and Mark Active Edit
Use these functions to mark and return to the active section of the document. "Mark Active Edit" will
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place a bookmark at the current cursor location; "Go To Active Edit" will return to that location.

Formatting: Normal Through Heading Level 4

Faster than Word's built-in menu, this function will quickly format the selected text. Heading levels 1 up
to 4 will be added to the Table of Contents, depending on the number of levels selected in the Report
build. See Table Of Contents

Bookmarks
This function has a separate help page. See Bookmarks, below.

Symbols
Again, a quicker way to find and insert common symbols used in appraisal work.

Paste Without Format
This will paste the contents of the Windows clipboard as plain text. This is handy if you have copied
from another document with different formatting, or a web page or spreadsheet.

Insert Placeholder
This function will insert a placeholder field, which is simply an easy to find visual que where user input
may be required. This is used when designing report components and templates.

Insert Bookmarked Placeholder
This inserts a placeholder with a bookmark.

Show/Hide Hidden Text
This will reveal or hide text formatted as hidden text. Some @Value fields have hidden text which
describe features of the filed, such as the associated bookmark name (if applicable).

Show/Hide Bookmarks

This will reveal or hide bookmarks. Note that empty bookmarks appears as "I-beams", while
bookmarks with content start and end with brackets. It is helpful to keep bookmarks visible when
designing report components and templates.

@Value has a powerful tool for Word bookmarks.

Use this tool to:

Navigate to bookmarks

Create new bookmarks

Delete bookmarks

Insert bookmarked content

Insert page number cross references to bookmarks
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@Value Bookmarks

Bookmarkz in the
current document,
Boo

Help
Mew Bookmark Mame;

Client_gddress_Cover
Letker

Client_Address_[ etker
EA_Placeholder_Letter

Appraisal_Date_Cover "

Bookmark_kame

Save Bookmark.

Select this checkbos to view
—| only bookmarks with content.
Click the button below to insert
the bookmarked content,

Insert Bookmark Content

[ iShow Bookmarks With Content |

Insert at Cursor

MHeed to set-up a guick cross
reference? Simply baokmark paur
reference item, then, at the location
where you want the reference to
appear, ingert the page number
reference. Thiz will autormatically
update as page numbers change.

G0 To Bookmark,

Celete Bookmark |

Insert Page Mumber
For Bookmark:

Zoning_surmmarsy

Insert at Cursar

Close
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Index
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@Value AutoText 73
@Value AutoText Utilities 76
@Value Comps Database 25
@Value database 36
@Value PDF Writer 7
@Value Program Group 25
@Value Reports 10

@Value Send Files 10

_A -

About Building Links 66

About Importing and Exporting AutoText 76
Access 4

Accounts 40

ActiveX 5

Add A New AutoText Entry 73
Add Comps to the Analysis Gri 23
Adding a New AutoText Entry 73
adjustment items 18
adjustment methods 18
adjustments 18

administrator rights 10

age-life 37

AICD 34

allocate the income or expense to standard appraisal

categories 40

Analysis Grid 18

Analysis Grids 18

analyzed partial year 40
AntiVirus 5

appraisal account 40

Appraisal Engine 16

Appraisal Institute Database Standard 34
As Complete 51

Asls 51

As Stabilized 51

AutoText 73

Autotext Backups and Exporting 73
AutoText Entries 73

Autotext Preview 73

AutoText Utilities 73
AVG 5
avnarrative.dot 73

_B -

backup 73,76

Backup @Value 76

Backup @Value AutoText 76
Backup AutoText 76
Backups 73,76

Band of Investment 48

Band of Investment Method 48
Budget 40

Building A Print Document 62
building cost components 37
Building Costs 37

Building Text Links 66
Building Worksheet Links 66

_C-

calculate income 43
Calculated Fields 29
cameras 77

Cap Rate Reconciliation 49
Capitalization 49
capitalization rates 48
Capitalization To Value 50
change criteria 27
Change Security 5
Charts 51

Choose adjustments 18
Clear Comps 23

comp data 25

Comp Import & Export 36
Comp Sheet 23

Comp Sheets 23, 30
Comp Summary 23
Comparable Property Cap Rates 48
component cost 37
Comps Database Field Management 34
comps.mdb 36

Contract Rent 43

copy another comp 27
Cost Allocation 37

Cost Analysis 37
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Cost and Depreciation Calculations

Cost Approach Value Indication 37

Cost Components 37

Create A Global Field 58

Create a Module 55

Create a PDF document 62
Create or Edit Report Sections 64
Create Report Section 64

create template 61

Custom AutoText 73

custom template 61

D -

data fields 34

Database 16, 23

database Calculations 29
database dialog 25

Database Field Management 34
database fields 34

database management 25
Debt Coverage Ratio 48

Debt Coverage Ratio Analysis 48
decimal formats 18

Delete An AutoText Entry 73
Delete Comps 23
Depreciation 37

Depreciation Calculations 37
Destination file 76

Display Options 43

Distribute AutoText 76
Downloading Files 10
Drop-Down Lists 56

_E -

Edit An Existing Autotext Entry 73
Edit Report Section 64
encryption 7

Entering New Comps 27
equity cap rate 48
equity dividend rate 48
equity yield rate 48
Excel 4

Excel Lists 56

existing comps 25
Expense Breakout 46

82

Expense Comps 44

Expense Grid 18, 44

expense item 46

Expense projections 46

Expense Ratio 46

Expense Type 46

Export Autotext to a Server or Other Computer
export file 36

Exposure Time 51

_F -

Field Management 34
Footers 70
Functional and External Obsolescence 37

-G -

Global Fields 58
Global Fields Tips 58

_H -

Headers 70
Historic 46

Actual and Budgeted Expense Data 46
historical income 40

Import 36

Import @Value AutoText Entries 76
import function 36

Import Properties 36

Improved Property Grid 18
Income and Expense History 40
Income Approach Value 50
Income Sections 43

Income Statement 43

Income Type 43

Insert A Global Field 58
Insert A Module 55

Insert Images 77

Inserting AutoText 73
Installation Instructions 4
Introuduction 3

investor surveys 48

76
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_L -

Land Analysis Grid 37
Land Sales Grid 18
Land Value 37

list creation 56
loanterm 48
loan-to-value ratio 48

M -

Map Canvas 23

map network 4

map network connections 4
market rent 43
Marketing Period 51
McAfee 5
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