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INTRODUCTION TO ARRTS 

The Appraisal Request & Review Tracking System (ARRTS) is the U.S. Department of 

the Interior’s National Business Center’s Web-based application to provide a common 

form for submission of appraisal requests to the NBC’s Office of Appraisal Services. In 

addition, it provides a process for forwarding the request for approval and assignment, 

and a mechanism for tracking and reporting on appraisal requests. 

USER SYSTEM REQUIREMENTS 

ARRTS users are required to have access to a computer with Internet access and a web 

browser. 

INTERNET ACCESS 

Internet access can be provided through either an Internet Service Provider (ISP) or 

through your Local Area Network (LAN).  If you access the Internet through a LAN and 

encounter difficulty accessing the secure site, contact your Network Administrator for 

assistance. 

WEB BROWSER 

The Appraisal Request & Review Tracking System is a secure website.  In order to 

access the application, the user must have an Internet browser that supports a high-grade 

(128-bit SSL) security connection.  The application has been tested with Microsoft® 

Internet Explorer version 6.0.2, Netscape® version 6.2.1, and Netscape® Communicator 

version 4.78.  There is no additional software required. 
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SECURITY INFORMATION  

RESTRICTED ACCESS 

Only registered users of ARRTS may access the application.  A user’s access to ARRTS 

is controlled by a unique username and password, in combination with their bureau and 

assigned role(s). 

BROWSER SECURITY 

In order to protect appraisal request information, each ARRTS browser session 

establishes and operates over a secure, encrypted link between the user’s computer (the 

client) and the ARRTS server.  Using a secure browser connection, also known as Secure 

Socket Layer or SSL encryption, information is encrypted to prevent unauthorized parties 

from viewing the information as it travels between the client browser and the ARRTS 

server. 

As information reaches the server, the ARRTS server software in conjunction with the 

server operating system decrypts the request and processes it.  Once processed, response 

information is sent from the ARRTS server back to the user’s browser using server-side 

encryption.  The user’s computer/browser then decrypts the response information and 

displays it on-screen.   

A user’s browser must have the SSL capability activated before the user can successfully 

login to ARRTS.  Microsoft Internet Explorer and Netscape are already configured with 

this capability turned on.   
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ARRTS SYSTEM OVERVIEW 

A user’s view of ARRTS is dependent on both the user’s assigned role and the status of 

an appraisal request within the application.  All users are assigned one or more roles 

when logging into the application.  As various users access and forward a specific 

appraisal request through the system, the request’s status is updated.  The user’s role as 

well as the current status of a request determines what information each user is allowed to 

view and possibly update for a particular appraisal request at any given time. 

USER ROLES 

ARRTS has the following user roles defined; it is possible that a user may be assigned 

more than one role within the application. 

General User:  All users are considered general users, with the following access: 

• Ability to submit an appraisal request. 

• Ability to update any appraisal requests that they have submitted until the request has 

been forwarded to the Agency Approver. 

• Ability to cancel any of the appraisal requests they have submitted as long as the 

request has not been completed. 

• Ability to view limited information on all appraisal requests in the system. 

 

Agency Approver:  Agency Approvers are identified within each bureau and are 

responsible for forwarding appraisal requests to the appropriate NBC Regional Appraiser.  

Once an appraisal request has been forwarded to an Agency Approver, that Agency 

Approver has the ability to update any of the information entered by the submitter, assign 

a priority to the request, and forward it to the Regional Appraiser; the Agency Approver 

can also return the request to the submitter.  Once the Agency Approver has forwarded or 

returned the request, he or she can no longer update it. 
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Regional Appraiser:  Regional Appraisers are identified within each region of the NBC 

appraisal organization.  Once an appraisal request has been forwarded to a Regional 

Appraiser by an Agency Approver, the Regional Appraiser is responsible for assigning 

the appraisal request to a review appraiser and forwarding the request to the review 

appraiser for completion.  The Regional Appraiser also has the option to return the 

request to the Agency Approver. 

Review Appraiser:  Once the appraisal request has been completed, the review appraiser 

is responsible for updating the appraisal request with certain appraisal results 

information, attaching a copy of the appraisal review, and closing out the appraisal 

request to indicate that it has been completed. 

Site Administrator:  Users with the Site Administrator role may approve the registration 

of prospective users within their bureau or update the roles and status of users within 

their bureau.  Additionally, NBC Site Administrators have the responsibility for 

maintenance of the reference tables used within the application. 

Program Manager:  Program Managers must be either registered users or contacts 

within the application.  An Agency Approver may optionally have one or more Program 

Managers associated with their username.  If so, any associated Program Managers will 

receive an email notification whenever the Agency Approver forwards an appraisal 

request to the Regional Appraiser.  Program Managers who are registered users may use 

the Site Administration functionality of the application to select those Agency Approvers 

with whom they are associated; others will need to contact an NBC Site Administrator for 

assistance.  
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SUBMISSION OF AN APPRAISAL REQUEST 

The status level of an appraisal request will change as it moves through the application 

from submission to completion.  The status of a request determines the access that 

individual users have to the request at a particular time.  The possible status levels of a 

request are described below.  As a request moves to a different status level, email 

messages are sent to all users in the approval chain of the request.  

Submitter Level:  When a request is at the “Submitter Level”, it is in the process of 

being created or edited by the submitter; the only user who can update the request at this 

level is the submitter.  The request leaves the “Submitter Level” when it is forwarded by 

the submitter. 

Agency Approver Level:  After being forwarded by the submitter, the request is at the 

“Agency Approver Level” until the Agency Approver either forwards it to the Regional 

Appraiser or returns it to the submitter.  Only the designated Agency Approver can 

update the request at this level. 

Regional Appraiser Level:  After being forwarded by the Agency Approver, the request 

is at the “Regional Appraiser Level” until the Regional Appraiser either assigns and 

forwards it to a review appraiser or returns it to the Agency Approver.  Only the 

designated Regional Appraiser can update the request at this level.  

Review Appraiser Level:  After being forwarded by the Regional Appraiser, the request 

is at the “Review Appraiser Level” until the Review Appraiser updates the request with 

appraisal results information, attaches the appraisal review, and indicates that the 

appraisal request has been completed.  Only the assigned review appraiser can update the 

request at this level. 

Completed Level:  An appraisal request is marked as “Completed” after the review 

appraiser has so indicated.   Only users with the Regional Appraiser or Review Appraiser 

role may view the appraisal results information or the attached appraisal review 

document. 
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SEARCH 

In addition to the ability to submit, forward and update appraisal requests, ARRTS 

provides a search capability to enable the user to search for individual or groups of 

appraisal requests.  The search functionality is accessed from the “Search/Edit” 

navigation tab.  It provides a search form for the user to optionally select search criteria, 

followed by the search results of all appraisal requests satisfying the search criteria.  Each 

appraisal request listed in the search results has a link that will allow the user to view and 

possibly edit the appraisal request; edit privileges for an appraisal request are determined 

by the user’s role and the status level of the appraisal request.   

HELP 

Multiple options are available to the user for assistance with the application.  Help pages 

are available from the “Help” navigation tab, and will be displayed in a separate browser 

window to enable the user to switch between the application window and the Help 

window.  Field help, as indicated by the  icon, is available on some forms.  The 

“Contact Us” navigation tab or link can be used to contact the ARRTS site 

administrators. 
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ARRTS USER INSTRUCTIONS 

ACCESSING THE SYSTEM 

The Appraisal Request & Review Tracking System can be launched from a Web browser 

on a workstation using the URL http://ec21.nbc.gov/arrts.  This brings up the ARRTS 

home page, as shown below. 

 

The home page allows the user to access those portions of the application which do not 

require the user to have logged into the application.   It provides links to the Registration 

page, Contact information, the Help page, and the Login page.  
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USER REGISTRATION 

The Registration page is reached from the Home Page by clicking on the Registration tab. 
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The user should enter the required information in the form, noting the following: 

1. Required fields are marked by an *. 

2. The Duty Station select list will not be populated until the user selects the Bureau.  

If the user’s duty station is not shown in the select list, the user should select the 

last option (“other”) and must enter the duty station in the text field below the 

select list.   

3. Enter the email address in the Internet/SMTP format, not in the Lotus Notes 

format.  The internet version will normally be in the format ‘name@bureau.gov’ 

or ‘name@xx.bureau.gov’. 

4. Be certain to remember the initial password entered; the username will be emailed 

to the user after registration approval but your password will not.  Password 

standards can be found in the Help information.   

5. After the registration form has been submitted, the registration confirmation page 

will be shown.  
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6. If the information entered on the confirmation page is correct, click the SUBMIT 

button; if any information needs to be changed, click the UPDATE button to 

return to the registration form. 

7. After the confirmation page has been submitted, a Site Administrator must review 

and approve the registration request before the registration is considered 

complete.   

8. After a registration request has been approved, an email with the user’s username 

will be sent to the email address entered on the registration form; the user will 

then be allowed to Login to the application. 
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LOGIN 

A user may access the Login screen from the ARRTS Home Page. 

   

Once the user has entered a valid username and password, the system identifies the user’s 

assigned role(s).  This is used to determine the access that the user has to information on 

appraisal requests within the application.  There is a link to request assistance if the user has a 

problem with their username or password. 

After a successful login, the navigation tabs under the banner will show additional options that 

are available to only logged-in users.  
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LOG OUT 

Once the user has successfully logged in, the user may log out of the system by clicking 

the “Logout” tab.  When a user logs out, any incomplete transactions that have not been 

entered by the user will be lost.   

For security reasons, the application will cancel a user’s session after 30 minutes of 

inactivity.  If the user wishes to continue using the application after the session has been 

timed out, the user must login again. 
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HELP 

 

Help information is available from all pages within the application.  Clicking the “Help" 

tab in the navigation bar will bring up the Help main page in a new browser window. 

 

All Help pages show an index on the left side of the page; clicking any of the index topics 

will show the available Help information for that topic. 
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APPRAISAL REQUEST PROCESSING 

As described in the System Overview, ARRTS access to an appraisal request is 

controlled by both the role(s) of the user and the status level of the appraisal request.  

This section will describe in detail the steps required of each user in the process of 

submitting, editing and forwarding an appraisal request until it has been completed.  

These steps are Submission, initiated by the request submitter; Agency Approval by the 

Agency Approver designated in the appraisal request as the person through whom the 

request is routed; Assignment by the Regional Appraiser designated in the appraisal 

request as the person to whom the request is sent; and Completion by the review 

appraiser assigned by the Regional Appraiser. 
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SUBMISSION OF AN APPRAISAL REQUEST 

APPRAISAL REQUEST FORM 
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The appraisal request form for a new request is displayed after a successful login from 

the ARRTS home page.  The user can also access a new appraisal request form by 

clicking the “New Request” tab.  The user who creates a new appraisal request is 

considered the submitter of the request. 

There is information available in the Help facility to assist the user with the completion 

of the request form.  If there is a  icon beside a field, clicking on the icon will show 

instructions for completing that field. 

In completing the appraisal request form, note the following: 

1. In the “To” selection list, select the NBC Regional Appraiser for the NBC region 

in which the property to be appraised is located. 

2. In the “Through” selection list, select the person within your agency who will 

approve this appraisal request and forward it to the NBC Regional Appraiser. 

3. The “From” selection list will show the logged-in user as the selected person.  If 

this request is from a person other than the logged-in user and the person’s name 

does not appear in the selection list, he or she may be added by clicking on the 

“ADD a new contact” link.  This will bring up a form to add a new contact, which 

is similar to the Registration form without password information.  Completing this 

form and submitting it will allow the person’s name to be shown in the “From” 

selection list.  Adding a contact does not submit a registration request for the 

contact; it merely makes the contact available to be selected in the “From”, “Field 

Contact” and “Requested By” selection lists.  

4. If there are multiple property owners or applicants for the property to be 

appraised, enter the information for the first owner or applicant in the appraisal 

request form, then click the “ADD additional owners” link.  This will bring up a 

form to add additional property owners and applicants.  The information entered 

on the appraisal request form will be displayed in the first line.  Up to 10 

additional owners or applicants may be entered on this form. 
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ADDITIONAL PROPERTY OWNERS/APPLICANTS FORM 

 

Enter the required information using as many lines as needed.  If there are more 

owners or applicants than will fit on the form, clicking the MORE button at the 

bottom on the page will save the information entered and show the form with 10 

additional blank lines.  To delete one owner or applicant, delete the information in 
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all fields of the corresponding row.  When all owners and applicants have been 

entered, clicking the SAVE button at the bottom of the page will return the user to 

the appraisal request form. 

5. A document can be attached to this appraisal request by using the “attach a 

document” link shown under the Legal Description and Additional Information 

fields.  This will bring up a form that allows the user to upload a document from 

the user’s workstation and have it associated with this appraisal request. 

FILE ATTACHMENT FORM 

 

There is a restriction of 5 megabytes on the size of documents that can be 

uploaded; an error message will be displayed if the user attempts to upload a 

document of a larger size.  After the user enters the required information in the 

form and clicks the ATTACH DOC icon, the form will be refreshed to include a 

list of all documents attached so far.   
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FILE ATTACHMENT FORM WITH SUMMARY 

 

If a document in the list was attached by the user, the title will be displayed as a 

link; clicking this link will allow the user to modify the information describing the 

document.  Once all necessary documents have been uploaded, the user should 

click the “Close this window” link to return to the appraisal request form. 

6. If the field contact’s name does not appear it the “Field Contact” selection list, the 

“Add a new field contact” link can be used to add a new contact. 

7. The “Requested By” selection list will show the logged-in user as the selected 

person.  If this request is being requested by someone other than the user, select 

the proper name from the selection list; the “Add a new requestor” link can be 

used to add a name to the list. 

Once the submitter has completed the appraisal request form, clicking the “SAVE” 

button at the bottom will validate the form for completion; if complete, the appraisal 

request summary will be shown.  If there are any validation errors, a pop-up window will 
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appear listing the validation errors which must be corrected before the form can be 

submitted.  Clicking “RESET” will clear any fields entered by the user. 

If the submitter returns to the appraisal request form after having saved it but before the 

request has been completed by the review appraiser, the CANCEL button will also be 

shown as the bottom of the form.  Clicking the CANCEL button will cancel the appraisal 

request and an email notification will be sent to all users involved in the routing of this 

request, depending on the status level of the request.  
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APPRAISAL REQUEST SUMMARY 
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Once the submitter has saved the appraisal request, the appraisal request summary will be 

shown, with the following options for the submitter: 

• EDIT:  If the EDIT button is clicked, the submitter will return to the appraisal 

request form.  If the form is still at the submitter status level, the submitter will be 

allowed to edit all fields in the form.  If the form has been forwarded to the 

Agency Approver, the submitter will only be able to cancel the request. 

• FORWARD:  If the FORWARD button is clicked, the request will be forwarded 

to the Agency Approver and the submitter will be shown a confirmation message.  

 

The Agency Approver will receive an email notification that the request has been 

forwarded.  Once the request has been forwarded, the only edit change that the 

submitter can make is to cancel the request. 
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• ATTACHMENTS:  This button will appear only if there are any attachments 

associated with the request.  Clicking the ATTACHMENTS button will display a 

list of the associated attachments. 

 

Clicking on the title of any of the attachments displayed will open the attachment 

file in a new browser window. 
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• PRINT:  Clicking on the PRINT button will open a new browser window with 

the print preview page, which is a printable version of the appraisal request 

summary; the print dialog window will automatically open, and the user can 

choose to either print out the form or cancel the print request. 

APPRAISAL REQUEST PRINT PREVIEW 
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AGENCY APPROVAL OF AN APPRAISAL REQUEST 

When the submitter forwards the request to the Agency Approver, the Agency Approver 

will be sent an email similar to the following: 

Appraisal request FWS demo 02 has been submitted by fws user. 
Please log into the Appraisal Request & Review Tracking System to 
assign a priority to this request and forward it to the Regional 
Appraiser for assignment.  Using the link  
https://ec21.nbc.gov/arrts/index.cfm?fuseaction=login&arid=1831 
will take you directly to this request once you have successfully 
logged in.  
 

The Agency Approver should click the email link and enter their username and password 

in the login form.  After successful login, the Agency Approver’s version of the appraisal 

request form will be shown. The Agency Approver has the following options: 

Edit and Save:  If the Agency Approver wishes to approve the request and send it 

forward to the NBC Regional Appraiser, the approver must assign a priority to the 

request and complete the priority reason field.  If the approver wishes to see what 

additional requests have been sent to the NBC Regional Appraiser from the approver’s 

agency, the “Review pending appraisals” link will display those requests. The approver 

may also modify any of the information in the form that was completed by the submitter 

or attach additional documents to the request.  Once the approver has edited the request 

form, clicking the SAVE button will display the appraisal request summary. 

Return:  The RETURN button provides the approver with the opportunity to return the 

appraisal request to the submitter rather than forward it to the Regional Appraiser.  When 

the RETURN button is clicked, the appraisal request return form will be displayed.  The 

approver should enter the reason why the request is being returned to the submitter in the 

“Comment” field and click the RETURN button; the CANCEL button can be used to 

cancel the return of the request. 
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APPRAISAL REQUEST FORM (AGENCY APPROVER VERSION) 
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APPRAISAL REQUEST RETURN FORM 

 

 

APPRAISAL REQUEST SUMMARY (AGENCY APPROVER) 
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From the appraisal request summary, the Agency Approver has similar options to those 

for the submitter.  FORWARD will forward the request to the NBC Regional Appraiser 

designated in the “To” field of the form.  EDIT will return the approver to the appraisal 

request form so that changes can be made to the request.  ATTACHMENTS will display 

the list of associated attachments, if any.  PRINT will open the print preview version of 

the summary in a new browser window.   

When a request is forwarded to the Regional Appraiser, an email notification will be sent 

to the Regional Appraiser as well as to the submitter.  In addition, an email notification 

will be sent to any Program Managers who are associated with the Agency Approver.   
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ASSIGNMENT OF AN APPRAISAL REQUEST BY THE REGIONAL APPRAISER 

When the Agency Approver forwards the request to the Regional Appraiser, the Regional 

Appraiser will be sent an email similar to the following: 

Appraisal request FWS demo 02 has been submitted by fws user 
and forwarded to you by fws approver. Please log into the 
Appraisal Request & Review Tracking System to assign this request 
to a Review Appraiser.  Using the link  
https://ec21.nbc.gov/arrts/index.cfm?fuseaction=login&arid=1831 
will take you directly to this request once you have successfully 
logged in.  
 

The Regional Appraiser should click the email link and enter their username and 

password in the login form.  After successful login, the Regional Appraiser’s version of 

the appraisal request form will be shown. The Regional Appraiser has the following 

options: 

Edit and Save:  If the Regional Appraiser wishes to assign the request to a review 

appraiser, the Regional Appraiser must select the assigned review appraiser using the 

“Assigned To” selection list and complete the NBC funding code field.  The Regional 

Appraiser cannot modify any of the information forwarded by the Agency Approver but 

can attach additional documents to the request. Once the Regional Appraiser has edited 

the request form, clicking the SAVE button will display the appraisal request summary. 

Return:  The RETURN button provides the Regional Appraiser with the opportunity to 

return the appraisal request to the Agency Approver rather than assign it to a review 

appraiser.  When the RETURN button is clicked, the appraisal request return form will be 

displayed.  The Regional Appraiser should enter the reason why the request is being 

returned to the approver in the “Comment” field and click the RETURN button; the 

CANCEL button can be used to cancel the return of the request. 
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APPRAISAL REQUEST FORM (REGIONAL APPRAISER VERSION) 
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APPRAISAL REQUEST SUMMARY (REGIONAL APPRAISER) 

 

From the appraisal request summary, the Regional Appraiser has similar options to those 

for the submitter and Agency Approver.  FORWARD will forward the request to the 

review appraiser designated in the “Assigned To” field of the form.  EDIT will return the 

Regional Appraiser to the appraisal request form so that changes can be made to the 

request.  ATTACHMENTS will display the list of associated attachments, if any.  PRINT 

will open the print preview version of the summary in a new browser window.   

When a request is forwarded to the review appraiser, an email notification will be sent to 

the review appraiser as well as to the submitter and Agency Approver.   
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 COMPLETION  OF AN APPRAISAL REQUEST BY THE REVIEW APPRAISER 

When the Regional Appraiser assigns and forwards the request to a review appraiser, the 

assigned review appraiser will be sent an email similar to the following: 

Appraisal request FWS demo 02 has been submitted by fws user 
and assigned to you by Linda Regional Appraiser. Please log into 
the Appraisal Request & Review Tracking System to view this 
request and enter the appraisal results.  Using the link  
https://ec21.nbc.gov/arrts/index.cfm?fuseaction=login&arid=1831 
will take you directly to this request once you have successfully 
logged in.  
 

The review appraiser should click the email link and enter their username and password 

in the login form.  After successful login, the review appraiser’s version of the appraisal 

request summary will be shown.  The review appraiser can print the request and view and 

print all associated attachments, if desired.  After the appraisal and review have been 

completed, the review appraiser can enter the appraisal results information into the 

appraisal request form by clicking the EDIT button on the appraisal request summary to 

view the review appraiser’s version of the appraisal request form. 
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APPRAISAL REQUEST SUMMARY (REVIEW APPRAISER, BEFORE COMPLETION) 
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APPRAISAL REQUEST FORM (REVIEW APPRAISER’S VERSION) 

The review appraiser’s version of the appraisal request form has additional fields for the 

appraisal results information.  The review appraiser should complete these fields based 

on the appraisal results, attach a file containing the appraisal review document, and click 

the SAVE button.   

 

Once the appraisal results information has been saved, the appraisal request summary 

will be displayed again; in addition to the appraisal results information entered by the 

review appraiser, the summary will display the value per acre, calculated from the 

appraised value and acreage appraised. 
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APPRAISAL REQUEST SUMMARY (REVIEW APPRAISER, AFTER COMPLETION) 
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From the appraisal request summary, the review appraiser has similar options to those for 

the submitter.  FORWARD will close out the request and send notification emails to the 

submitter, Agency Approver and Regional Appraiser; the email to the Regional Appraiser 

will also contain the appraisal results information.  The review appraiser will not be able 

to forward the request if the appraisal review document has not been attached.  EDIT will 

return the review appraiser to the appraisal request form so that changes can be made to 

the request.  ATTACHMENTS will display the list of associated attachments, if any.  

PRINT will open the print preview version of the summary in a new browser window.   
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