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Virtual Real Estate Appraising

Virtual Real Estate Appraising

Class Modules and Schedule

Instructors: 
William J. Pastuszek, Jr., MAI, MRA



Work: (617) 928-1778



E-MAIL:shepherdco@yahoo.com 

Michael J. Carco



Work: (781) 848-0478



E-MAIL: mjcqui@beld.net 

Length of Course:
2 full days or equivalent number of evenings. See below for credit hours.

Class Web Site www.virtualreappraising.com 
Optional Text: Handouts.  Office 2000 Essentials Course 

About the Instructors:  Bill and Mike have developed this class to be effectively taught and experienced in a number of different settings and for classes of varying sizes and abilities. Their complementary skills combine to provide a class that integrates appraisal theory and practice with current technology.

Bill is the principal of Shepherd Associates in Newton, Mass., a real estate consulting and appraisal firm providing credible answers to real property problems for a broad clientele. Bill is an active instructor and course developer.

Mike is an active technology instructor and consultant. He is certified as a trainer in a number of software programs and has particularly strong experience in databases and web design.

Course Description: 

The appraisal-specific instructional modules in this practical and fast-paced course are designed to provide appraisers with the integrated knowledge they need to fully take advantage of appropriate technology in carrying out appraisal development and reporting in an increasingly complex working environment.  In a small class computer lab setting, and by using the format of  “A Day in the Life of an Appraiser,” appraisers with beginning and intermediate computer skills will develop "hands-on" techniques to obtain data, analyze it, and properly present it.  The presentation is appropriate for commercial and residential appraisers.  Internet and World Wide Web resources and research techniques also will be covered.  The Massachusetts Board of Registration of Real Estate Appraisers has approved this course for 18 hours of credit. The course is given in conjunction with the Massachusetts Board of Real Estate Appraisers.
Course Objectives:

� Develop and enhance general computer skills for beginning and intermediate appraisers to improve efficiency and enhance productivity.

� Develop and enhance appraisers’ skills in operating typical software programs in an appraisal-specific manner.

� Develop students’ skills in utilizing the Internet and World Wide Web for research and data collection.

� Foster the ability of students to find solutions to appraisal problems through effective use of technology.

� Underscore the personal responsibility of students in ensuring that they understand the technology being utilized and how it can affect their appraisal work.

� Integrate technology into daily appraisal activities and to enhance appraiser’s efficiency and ability to effectively collect and analyze market information.

� Improve appraiser’s ability to produce effective and useful appraisal reports, correspondence, and office reports through technology.

Class Format:

The class is designed in modules around specific educational objectives or activities. The modules are designed to function within several different class formats and can be taught in various sequences, depending upon class make up and objectives.

Real Estate Appraiser: A Day in the Life

One of the underlying themes of the class is the integration of technology in the typical work flow of an office. This theme will be developed by relating technology to the average day/week/month of an appraiser and will be introduced at the beginning of the course and reintroduced at various points during the offering.

Additional Materials: 

Additional materials may be handed out, e-mailed, or may be on the virtual real estate appraising web site.  In particular, the web site contains useful information on the various programs and copies of the various templates and assignments used in the class.

Module 1:

Overview and Operating System


  

Needs Assessment Introductions





· State objectives of class as related to 
Virtual Appraising and Technology 

· Instructors Introductions

Computer Concepts

· Lesson 2 - Overall review of Windows Operating system

· Operating Systems not included in this course

· Apple

· Linux

· Others

· Overview of operating system features

· How to take advantage of operating system features

· Having multiple programs side by side

· Changing the “look” of windows

· Defragmentation, Scandisk, Virus Protection, Scheduled Tasks

· Backups

· Accessibility features

· Lesson 3 - File management

· Getting organized

· Folder/Files

· My documents, my pictures, etc.

· Shared files, etc.

· Networks

· Help Functions for Operating System and Programs

· Search function

· Never lose a file again

· Does not replace good organization of your computer’s files

· Accessing Pictures and objects and cutting/pasting into documents or folders

· Brief Introduction to Web

· Student interests. 

· Are there projects you want to accomplish?

· Bring in a copy of what you do, i.e., sample reports, letters, forms)

Hardware

· Review of hardware, accessories, and peripherals

· Scanners

· Printers

· Cameras

· Laptops

· PDAs

· Desktops

· Other

Software



· Review of current appraisal-related software applications
· Back up
· Virus
· Photo manipulation programs
· Acrobat
· Appraisal Form Software
· Utilities
· Freeware, shareware
· Other
Homework

· Find and bring in a copy of what you would like to improve, i.e., sample reports, letters, forms, etc.
Module 2:

Internet/World Wide Web




     Internet Basics

· History of the Internet 

· Internet Terminology

· Evolution of the Internet 

· Handout: History of the Web




     World Wide Web

· What is HTTP://WWW.Stonehill.edu 

· What is a URL?

· What is a Domain Name?

· Domain Names: EDU vs. ORG vs. Gov. 

· International identifiers

· New Domain Names

   E-mail basics
· Electronic Mail: evolution and history 

· How do you obtain an E-mail Address

· Create/Send Email with attachments 

· Personal Address Books/Distribution Lists

· E-mail Programs



Using the Internet and the Web effectively in Appraising

· Identify Appraisal Skills that can be enhanced by the Internet 

· Is the Web necessary for good appraising?
· Advantages and Disadvantages



Tasks: 

· Accessing and using email (Internal or outside)

· Basic search techniques

· Scheduling and Contacts on line

· Going digital with data collection and contacts and telephone calls

· Setting up favorites/folders

· Getting and starting an assignment - see email format

· Locating and using appraiser-related web sites for basic research

Module 3:

Word 
Word Processing Programs: Word vs. WordPerfect and other Programs

Review of Word 97-2000-XP

Topics include:

· Margins, paragraphs, tabs, indents, bullets

· Tables: Organize data and perform calculations

· Templates: Create a Letter, Fax and Memo templates

· Grammar

· Dictionary/Thesaurus

· Spelling Check

· Bullets/Outline

· Formatting

· Headers/Footers

· Forms: Create fill-in fields to streamline data entry

· Importing web pages, objects, images and photos

· Text Art, Symbols, Objects, formatting

· Other

· Additional Topics:

· Formatting

· Tables

· Import/export

· Graphics

· Working between programs
· Mail Merges
· Creating Adobe Files
· Other
Module 4


Spreadsheets 




Excel vs. Lotus 



Review Excel 97-2000-XP



Topics to include:

· Creating and Editing a Electronic Spreadsheet

· Navigating an Excel Workbook

· Creating a formula

· Working with Formulas and Functions

· Email a Spreadsheet

· Advanced topics: pivot tables, import/export data, using graphics, working between programs

Tasks: 

· Word Overview

· Creating template letter

· Creating Executive Summary Template (See handout)

· Headers and Footers, Margins, Columns, Styles/Formatting

· Importing objects, cont

· Using Real World Data

Module 5:

Outlook & Databases 



Outlook

· Personal Information Management

· Scheduling

· Use in a Multi-user Setting

· Setting up Appointments

· Recurring Events

· Printing out a Schedule

· Other management tasks



Access



Database benefits: Manual vs. Electronic



Why do appraisers need to have familiarity with databases?



Topics to include:

· Database Fundamentals

· Creating Forms and Reports

· Creating Tables

· Entering Data in a Table

· Create Queries and Reports

· Advanced topics




Tasks:

· Starting a database

· Using Templates
· Appraiser Logs
· Licensed Appraisers

· Trainees
Workbook Reference from current Text.

· Access - Creating Tables and Entering Data

· Access - Forms and Reports

· Access - Getting Answers with Queries

· Case Study

· Integration - Analyze Access Data with Excel 

Module 6: 

Excel, Word, Access, Outlook 
· Advanced Techniques

· Word

· Excel

· Outlook, Access

· Windows Resources

· Web Resources

· Formatting, Advanced

· Tips and Trick (see additional materials/website)

· Working with Charts/Tables

· Inserting Excel Data into Word:

· As link

· Cut/paste

· Other

· Access Data

· Other



Tasks:

· Formatting Using an Existing Excel File

· Charts

· Excel/Access/Word Integration

· Advanced Formatting

Individual work time (optional)

Module7

Advanced Research Techniques

Integrating the World Wide Web, Internet, and Appraisal applications.

· Getting useful data off the Web.

· Integrating Web data into report

· Save as

· Cut/Copy and Paste

· Sources of data on the Web

· Finding

· Keeping

· Reliability of sources on the Web

· Enhancing appraisals using the Web 


· Search techniques

· Which search engine to use?

· Google, etc.

· Searching for Sites

· Images

· Google Toolbar

· Other

Module 7:

A Day in the Life 

· Starting A Day in the Life

· Email

· Office vs. the Field

· Getting ready for an assignment

· Maps/Routes

· Public Record Data On Line

· Preparing Information to use during inspections

· Field Work

· Photographs

· Measurement

· Field Notes

· Public Record Data

· Searching for Data

· Developing the Appraisal

· Techniques

· Sources

· Other

· Integrating Data into a Report

· Communicating the Appraisal

· Using and combining different programs

· Photos and Images – Scanners, digital photographs

· Delivering the Appraisal

· Document Security

· Emailing Reports and Documents

· Digital Signatures

· Data

· Electronic Sources

· Verification

· Work Files

Note: What is the appraiser’s responsibility for keeping and maintaining a workfile under USPAP?

· Format

· Media

· Appraiser’s Responsibility

· Appraiser Logs

· Licensed Appraisers

· Trainees

]

· Advanced Topics

· Digital Photography – Enhancements, etc.

· Digital File Storage

· Emailed document security

· USPAP requirements

· Other

· Finishing Reports and Assignments

· Making your reports well-organized and easy to read

· Headings and Sub-Heading

· Graphics

Module 8:

Conclusion

· Final Comments and Questions

· Comprehensive Review

· Examination (1 hour)
Real Estate Web Sites

The following represents a very cursory listing of real estate sites.  Depending on your particular area of interest you can easily find many, many more.

Registry Sites

The following site will give you links to state registries. Specific links follow.

http://www.mass-doc.com/land_registry_dir.htm
You can also find similar information on the Mass. Secretary of State site:

Guide to Massachusetts’ Registries of Deeds – 


" 

http://www.state.ma.us/sec/rod/rodidx.htm



Southern Essex Registry:

http://www.salemdeeds.com 
Suffolk Registry:

http://www.suffolkdeeds.com/
Southern Worcester County:

http://www.worcesterdeeds.com/
Northern Worcester County:

Northern Essex County:

http://www.lawrencedeeds.com/ 

Northern Middlesex County: 

http://www.lowelldeeds.com/
Town/Assessors’ Web Sites   Many towns are online and more will follow. Quality and quantity of information vary. Some towns provide maps, photographs, zoning, and other useful information.

NOTE: Using the information on these sites is not a substitute for primary research, interviews, and basic due diligence. 

See following for a partial listing.

NOTE: These sites change and more are added all the time. Thus, it is possible that some of theses sites may have move. Keep an updated listing of the site you use all the time in a folder on your desktop on in your web browser.  

	Assessor Web Sites (not all-inclusive, data available on the sites varies)

	

	Andover
http://www.town.andover.ma.us/assess/values.htm

	Arlington 
http://arlserver.town.arlington.ma.us/property.html

	Attleboro
http://www.cityofattleboro.us/as/attleboroassessor.htm 

	Agawam 
www.patriotproperties.com/agawam

	Barnstable    

http://www.town.barnstable.ma.us/ComeOnIn/Departments/Administrative_Services/FinanceDivision/AssessorsDivision/AssessorsDB/intro.asp

	Bellingham
www.patriotproperties.com/webprobellingham

	Boston
                www.cityofboston.gov/assessing/search/ 

	Brookline          http://www.town.brookline.ma.us/Assessors/propertylookup.asp

	Burlington
www.patriotproperties.com/webproburlington

	Cambridge
http://www2.ci.cambridge.ma.us/assessor/index.cfm

	Chelsea
            http://data.visionappraisal.com/ChelseaMA/

	Concord            http://www.concordnet.org/assessor/fy01value_main.htm

	Danvers
www.patriotproperties.com/webprodanvers

	Dedham
http://data.visionappraisal.com/DedhamMA/

	Dennis
             http://www.town.dennis.ma.us/assessor.html 

	Dracut

http://data.visionappraisal.com/DracutMA/

	Dudley
             http://data.visionappraisal.com/DudleyMA/

	Edgartown
http://data.visionappraisal.com/EdgartownMA/

	Falmouth
telnet://property.town.falmouth.ma.us:2540/ 

	Holden
             http://data.visionappraisal.com/HOLDENMA/

	Leicester
http://www.patriotproperties.com/leicester

	Leominster
http://data.visionappraisal.com/LeominsterMA/

	Longmeadow
http://data.visionappraisal.com/LONGMEADOWMA/

	Lowell

http://data.visionappraisal.com/LowellMA/

	Lynn
http://www.patriotproperties.com/lynn/Default.asp?br=exp&vr=5

	Manchester
http://www.patriotproperties.com/manchester

	Mansfield
http://data.visionappraisal.com/MansfieldMA/

	Medford
http://data.visionappraisal.com/MedfordMA/

	Melrose
http://www.patriotproperties.com/webpromelrose

	Methuen
http://www.ci.methuen.ma.us

	Nahant
             http://www.patriotproperties.com/nahant   

	Nantucket
http://www.nantucket-ma.gov/ 

	New Bedford
http://www.ci.new-bedford.ma.us/Assessors/RealPropertyLookup.htm 

	Newburyport
http://data.visionappraisal.com/NewBURYPORTMA/

	Newbury
http://www.patriotproperties.com/webpronewbury

	Newton
             http://www.ci.newton.ma.us/GIS/Assessors/Default.asp

	North Attleboro
http://data.visionappraisal.com/NorthAttleboroMA/

	Oak Bluffs
http://data.visionappraisal.com/OakBluffsMA/

	Orleans
             http://www.town.orleans.ma.us/departments/assess/

	Provincetown
http://provincetowngov.org/cgi-bin/db_search.cgi?setup_file=dbs-assessors.setup2.cgi

	Plymouth 
www.patriotproperties.com/plymouth

	Reading
http://www.ziplink.net/~reading1/assessor.htm

	Revere
             http://data.visionappraisal.com/RevereMA/

	Salem 
             http://www.patriotproperties.com/salem

	Somerville
http://www.ci.somerville.ma.us/departments/assessing/property_assessment.asp

	Southwick 
http://data.visionappraisal.com/SouthwickMA/

	Tisbury 
http://data.visionappraisal.com/TisburyMA/

	Walpole
http://data.visionappraisal.com/WalpoleMA/

	Waltham
http://www.city.waltham.ma.us/assessors/street1.asp?Street_Name="Main%20st"

	Wayland
http://www.mypropertyrecords.com/univers/

	Springfield
http://data.visionappraisal.com/WestSpringfieldMA/

	West Tisbury
http://data.visionappraisal.com/WesttisburyMA/

	Worcester
http://www.ci.worcester.ma.us/assessing/index.html

	Yarmouth 
http://data.visionappraisal.com/YarmouthMA/


Federal Government The federal government has many web sites with more information than you could possible digest in a lifetime.   Here is a rather partial list of sites of interest.

http://www.senate.gov/
http://www.house.gov/
These sites are useful if you want to find out more about general or specific items under consideration in the legislative branch.  Also, these sites make it easy to contact members of the House or Senate.

Access to the judicial branch is accomplished as follows:

http://www.uscourts.gov/
Other useful federal government sites are as follows:

The General Accounting Office is the investigative arm of Congress. Charged with examining matters relating to the receipt and disbursement of public funds, GAO performs audits and evaluations of Government programs and activities. The site includes several sections including GAO FraudNET which is designed to report allegations of fraud, waste, abuse or mismanagement of federal funds. The address is:  http://www.gao.gov/
The Bureau of Labor Statistics is a large site with tremendous amounts of data.  For starters, try: http://www.bls.gov/data/ 

You can get various snapshots of local, regional economies.

Once on the site, point to: Most Requested Series, then to Regional I Boston. There is a FTP server for downloading large databases.  There are also instructions on how to do this.

State Government This is the site, which contains Massachusetts’s community information. While useful, much of this information is dated, particularly with respect to housing and income data.

http://www.mass.gov 

Employment data can be found on:

http://www.detma.org/lmi 

This site takes a little bit of digging but the information contained in here is terrific if you happen to like current and past (nearly 10 years ) labor force and unemployment data.

And, of course, no governmental list would be complete without


http://whitehouse.gov/

Other Real Estate Sites.
http://www.hud.gov/
http://fanniemae.com/
http://www.realtor.com/
http://www.fdic.gov/
http://www.ots.treas.gov/
Specialized Real Estate Sites.

There are countless web sites with free, partially free, available for a fee, or available via subscription with data that is useful for specific assignments and property types. These sites are found via web searches or through communication with persons specializing in these assignments and properties.

The virtual real estate appraising web site has other lists of web resources.

Demographics and Population.

Census 2000 data is available from US Bureau of Census.

http://www.census.gov/
Census Tracts and Population Snapshots

http://www.FFIEC.gov
Search Engines: 

Built in search on Internet Explorer

http://www.google.com 

http://www.yahoo.com
Newspapers. Nearly all newspapers and media outlets have web sites. Many of them have sophisticated ways to look up articles and information.

Email Newsletters. There are countless email newsletters, headline services, many of which are free.  They can be a very cheap and efficient way to stay on top of various topics of interest, work-related or not.  Many are easily subscribed to and unsubscribed from. 
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