RIGHT oF WAY




Page |2

Table of Contents

KROWNDS Training GUIE .........ccociiiiiiiiiie ettt ettt e ettt e e e et e e e e eatae e s satee e e sabteeeeenbaeeeestaeesanseeeeennsees 1
KROWDS OVEIVIEW........ccuteiiiiieiiiieeieeeitte st ee sttt ettt e st e s bt e s me e e s st e e sabeeeaseeesaneesabeesbeeesabeesareeeanaeesmteesareeennneennn 4
KROWVDS LINKS .....ueiiiiiieetie ettt ettt sttt ettt et e st e bt e e s ae e e sate e s bt e e sabeesateesabeeesnbeesabeeeaseeeanseesareeeneeanns 4
KROWNDS CONTEXE DIQBIAM.....ccciiiiiiiiiiiiiieeiieiiite et e e e eeiiet e e e e s e ssitbeeeeessssstabeaaeeesssasstbtaeeesssssssssssaneeessnnssns 5
USBIS .ttt a e s a e e s s a e e s bt e e s b e e s e eaba e s 5
=T o IR (e X Lo (o I T 0 11V AU 1Y =Y oSSR 5
USEI DBTAIIS: ettt et s e s be e e ne e s b e e s b et e reeesareesree s 8

1. EXEErNal USEr FEOQUEST @CCESS ..uurrriiiieeiiiiiiieieeeeeeeiitttteeeeeeeesstrraseeseeessssssaseeaesesassssasssessesasrsaseeeans 8

2 INEEINAL USEI MEOUEST GCCESS ..uiiiiiiiieeiiiiiee ettt esitieeeestreeesssteeeesbteeessbeeeeessbaeesssssaeesssenesssssenesansees 9

3. Approve and Deny USEr aCCESS MEOUESTES ....ccicureeriiirreeeiiieeeeiitreeeeisseeesssseeessssseesssssseesssssseesssseeenns 9

I 3] = g T 2 U 1SRN 10

5. ASSIGN EXCOPTION LiSTS . e aae e e beaeeeeerasasesesnensnsennrnrnrnrnnns 10

6. IMANAEE EXISTING USBIS. . uiiieeieeieieeeie i e e e e e rasasaraanraaasnanensnnsenssssssnsnsssnsnsnsnsnnnsnsnnnnnnns 11

/P Yo [o I o [=Yot d o] a1 Tol Y F=d = L (U f T 12

(00 1310 T- 1o 1= PSP UPPPN 12
1 Vo o o =N VY 0o T o o Y- 1Y USSP 12

2. Edit @XiStiNG COMPANY .. ..uiiiiiiee ettt e et e e e e e e e ettt e e e e e e e eeatateeeeeeeesssstaaeeaeeeeasnssssaseeaesssnnsssnnees 15
Y=Y [ ol o i o T ol 6o 1 0] o =101V 16
DAShBOArAS.........eoiiiii ettt st st b e bt b e b e nbe e sreesanesane e 17
1. Admin Dashboard WIS .......ccccuiiiiiiiiie ettt ettt e e e e e aree e e e arae e e snteeeeennees 17

2. Al DAShDOAIAS ..ottt s s s s s s ree s 17
3. My Work Dashboard WiIdZEt .........uuuiiiiiee ittt e e e e e et rre e e e e e e e et a e e e s e e e e arnnaees 18

[ € [T o £ ST PP UPTUPPPPPRIRE 19
Lo INIEALE SYP PrOJECT it 19

B 1 T A= L= AT O I o o = o S 20
R o [ o oY [T ST 21
4.  Project AUthOrization DOCUMENTS........uuiiiiii it et e e ee e e e e e e e e sbrbre e e e e e sesnsreeseaaeesensnnns 21
5. ASSIEN USEIS 0 PrOJECT ..o n bt babananane 21
6. VIEW PArCEI LISt .eeueeiieiieeie ettt ettt ettt e b e e b e b e beenneennees 22
Y Ve [0 I - T ol [ o I ad o [T USSR 22

S T o [ o] a1 = =T o Y USSR 23
9.  View Comparable Sale BOOKS.........cc.uiiiieei et s ettt e e eectrre e e e e s e e e eebra e e e e e e s esnanraeeeaaeeeannnnnns 24



PArCEIS ...ttt r e e s r e e s ba e e s r et e snr e e s reeeanenesaree s 25
O 1Yo o I o= T oY IS o B o o T =Tt (USRSt 25
2. BT PArCeI ettt ettt st e s bt e e sabe e sbe e e baeesabeesbeeebeean 25
3. ASSIGN USEIS 1O PAICEI ....ueiiei ettt e e et e e e ste e e e e atae e e s abte e e esabaeeeentaeeeennees 27
A, VW PAPCEL.eciiieiieeee ettt st ettt et e e bt e b b e b e reennees 27

CompParable SAle BOOKS.............oiiiiiiiceee e e e e e e e e e r e e e e e e e aatareeaeeaan 28
1. Comparable Sale WOTIKFIOW ........coiii ettt e e e e e e srre e e e e e e e e anrreeeeaeeeeanes 28
B Y o] o] - 17 =] PO P PO PP PP PP PPPPPPPPPPPPPPPPPRt 28

2.1 Create a single Comparable Sales Book for each assigned project .......ccccceeveieeevcieeeecciee e, 28
2.2 Add Comparable Sales t0 the BOOK........ccciiiciiiiiiie et e e e e e e e 28
2.3 Enter Comparable Sale Data ... s e 28
2.4 Validate @ Comparable SAle ... e e e e 29
2.5 Certify @ Comparable Sales BOOK ........cccciiieiiciiieeciieee et ccieee sttt e st e e estae e e sara e e s ssneaeeeenns 29
2.6 Submit a Comparable SAles BOOK .........ciiiiiiiiiiiiieccte ettt e e e s 29
2.7 Print an Individual Comparable Sale ... 29
2.8 Print the entire Comparable Sales BOOK ........cooccuuiiiiieei ittt 29
3. APPIAISAl REVIEWET ...oeiiiiiiiicciiee ettt ettt e ettt e e st e e e ebte e e e sbeee e santaeeesastaeeesbteeesansaeeesanseeeesnes 31
3.1 View Comparable Sale Books and Comparable Sales........ccccceveuieeiiiiieeicciiee e 31
3.2 Approve ComParable SAlES .......c.uueii i e e e e araee s 31
33 ReJECt COMPArable SAIES.......uuiiii i e e e e e e st e e e e e et eeeeeean 31
3.4 Deny CompParable SAIES .......uuiiiii i e e e e e aarraaeaaaean 31
3.5 Print an Individual Comparable Sale ... 31
3.6 Print the entire Comparable Sales BOOK.........cccoovveiiiiiiiii it 32
N O 4 =T U LYY PP P U PR USSR 32
4.1 Print an Individual Comparable Sale ... 32
4.2 Print the entire Comparable Sales BOOK .........cccuviiiiiiiiiccteee e 32

1Y oo T 11T | LS ST TSP 33
1. APPraisal WOTKFIOW.......cei ittt e e e et e e s e e e e s aba e e e e snaaeeeentaeeeenraeen 33
7 1Y o ] - 1 =] PRt 33

2.1 Create a single Appraisal per Appraiser for each Parcel........cccovvveveiiiecciiieeec e 33
2.2 ol g o] o] &= 11X 1 D | - [P SR 33
2.3 Certify @N APPraiSal...uee et e e et e e e st e e e e santae e e enaraeeennes 34

2.4 O AN o o =YY | PSR 34



K T AV o T o = TR L 2NV LA USRI
3.1 VIEW APPFAISAI .eviiiieeeiiiiiiiiiiiee ettt e e et e e e e e e s ebtree e e e e e esebataeeeeeeeesanstaaaeeeeeeaassraeeeeeeeennns
3.2 Complete the Appraisal Review and Review Recapitulation.........cccccevviveeiniiiieeinciies e,
3.3 Recommend the Appraisal for APProval..........eeeiiee et
3.4 YT Te l oF- 1ol (o I Yo T 1 =] RS
3.5 Print Appraisal anNd REVIEW .......cciii i e e s et e e e e e e e re e e e e e e e naananeeees

O TV |17 o] o1 o 1Y/ T o PP SRRt
4.1 View Appraisal and REVIEW Data .....cccccuviiiiiiiiiiiiiieceiieeessiiee st e st e e e e e sbae e s s sanee e e enreas
4.2 Recommend the Appraisal for APProval.......cccceeiciiee i e
4.3 Update APProved AMOUNT.......uiiiii ittt s eerre e e e e s s e earbee e e e e e e s snbnreeeeeeeesnnreaneeas
4.4 SN DACK TO REVIEWEN ...ttt s s s e s
4.5 YT aTo B ool S ol Y o] o] = 1 =1 P URPRt
4.6 Print Appraisal @and REVIEW .......cccuuiiiiiiiiieiciiee ettt e ee e e aree e e sbae e e e nbae e e snees

LT 0143 T U LYY PSSO PP PP TR PRRPRRRT
5.1 Print AppPraisal anNd REVIEW ....cciii ittt e e e e e st ae e e e e e e e naaareeeaeeean

KROWDS Overview

The Kentucky Right of Way Data System (KROWNDS) supports the Division of Right of Way and Utilities
during the parcel appraisal process. The Division of Right of Way and Utilities is a component of the

Office of Project Development within the Department of Highways. The division holds responsibility for
the acquisitions of all rights of way, including Appraisals, appraisal reviews, negotiations, and property

management. KROWDS standardizes a data collection and value calculation workflow that ensures
property appraisals are administered in a fair and consistent manner.

KROWDS Links

Internal Users with KYTC accounts use:

https://apps.intranet.kytc.ky.gov/krowds

External users without KYTC accounts use:



https://apps.intranet.kytc.ky.gov/krowds

https://apps.transportation.ky.qov/krowds

KROWDS Context Diagram

Assignments

Comparable Comparable Sale
Sales Bocks
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Appraisals

All Objects—»

Type Tables

Users

Acquisition

Acquisition
Objects

KROWDS supports both internal KYTC users and external Non-KYTC users. Internal users authenticate
with the same Active Directory Accounts used to sign into their everyday workstations. External users
must create an account with COT’s Kentucky Online Gateway. All users must be approved and assigned

a role before accessing KROWDS.

Steps to add a new user:

1. For external users the KROWDS link will lead to the Kentucky Online Gateway. External users must
create an account to use with KROWDS. Internal users do not need to use the Kentucky Online

Gateway and can go directly to step 2.


https://apps.transportation.ky.gov/krowds
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External users without KYTC accounts use:

https://apps.transportation.ky.gov/krowds

MYKY Sign in with Faq | Help | @ Engish v
MyKentucky.gov

existing

account

WARNING

@ Citizen (or) Business Partner Sign In

This website is the property of the

Commonwealth of Kentucky. This is to notify

you that you are only authorized to use this site,

or any information accessed through this site

2 Email Address for its intended purpose. Unauthorized access or
disclosure of personal and confidential

Enter Email Address information may be punishable by fines under

state and federal law. Unauthorized access to

& Password Forgot/Reset Password? this website or access in excess of your

authorization may also be criminally punishable.

The Commonwealth of Kentucky follows

applicable federal and state guidelines to protect

SIGN IN the information from misuse or unauthorized
access

Resend Account Verification Email

Sign in with your Kentucky Online Gateway Account.

Enter Password

Don't already have a Kentucky Online Gateway Citizen
Account?

Create An Account

Create a
new
account

2. New user visits the KROWDS request access page and inputs account information

Internal Users with KYTC accounts use:

https://apps.intranet.kytc.ky.gov/krowds



https://apps.transportation.ky.gov/krowds
https://apps.intranet.kytc.ky.gov/krowds
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*  KROWDS

Kentucky Right Of Way Data System

KROWDS

Request Authorization Instructions

First time Internal and External Users: Please click on the link below and fill out the form
so that your request for access to KROWDS can be processed

Request Information Page

RIGHT oF WAY |- Right O ay Data

Home Profile Forms ~

User Profile Information

Home Profile Forms = Welcome CITLAB\willtest! Manage Account Sign Out

First Name: Last Name: User Name: Email:
WIlITEST KTEST CITLAB\willtest wil.l.kanard@gmail.com
Home District: Personnel Type: State:
Select Home District M Select Personnel Type M Select State M
Phone Number: Ext:
Employer:

Welconf

3. New user must be approved by Director or Central Office Role with Manage Users exception
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“  KROWDS

i h 14 Kentucky Right Of Way Data System

Home Profile Forms ~ Reports ~ Welcome CITLAB\bobdriskelll Manage Account Sign Ou
System Notification: Test Notification

N\

User Requests

Announcements Admin

Manage Roles Manage Notifications
Manage Exceptions  Manage Quick Links

Manage Companies Create Project
Manage Type Tables
Copy Comp Sale

4, New user must be added to a role

“  KROWDS

[ aTa./vd Kentucky Right Of Way Data System

Home Profile Forms ~ Reports ~ Welcome CITLAB\bobdriskelll Manage Account Sign Ou

System Notification: Test Notification

Manage Roles

anage Notifications
s Manage Quick Links

Manage Companies Create Praject
Manage Type Tables
Copy Comp Sale

5. New user may then be assigned to a project and/or parcel

User Details:

1. External User request access
o Users not on KYTC’s network must create Kentucky Online Gateway accounts

o Visit https://apps.transportation.ky.gov/krowds to request
access



https://apps.transportation.ky.gov/krowds
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2. Internal User request access
o Users on KYTC's network use their existing KYTC accounts to request access
(KYTC employees in the field may need to request VPN access to connect to the
internal network when off site)

o Visit https://apps.intranet.kytc.ky.gov/krowds to request access
3. Approve and Deny user access requests

'  KROWDS

[ aTa./vd Kentucky Right Of Way Data System

Home Profile Forms ¥ Reports ~ Welcome CITLAB\bobdriskell! Manage Account Sign Ou
System Notification: Test Notification

7 N\

User Requests

Manage Roles Manage Notifications
Manage Exceptions Manage Quick Links

Manage Companies Create Praject
Manage Type Tables
Copy Comp Sale

o All users must be approved

o Available from the User Request link on the Dashboard to Director or Central
Office Role with Manage Users exception

o The number of users waiting to be approved will be displayed

o Visit https://apps.transportation.ky.gov/krowds



https://apps.intranet.kytc.ky.gov/krowds
https://apps.transportation.ky.gov/krowds
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4. Assign Roles

KROWDS

i h 14 Kentucky Right Of Way Data System

Home Profile Forms ¥ Reports ~ Welcome CITLAB\bobdriskell! Manage Account Sign Ou

System Notification: Test Notification

Manage Roles anage Notifications

P®ons  Manage Quick Links

Ve
Manage Companies Create Project
Manage Type Tables
Copy Comp Sale

o All users must have a role
Available from the Manage Roles link on the Dashboard to Director or Central
Office Role with Manage Users exception

visit https://apps.transportation.ky.gov/krowds
Select View All to see existing roles
Select a specific role to see existing users, assign a new user, or remove a user
Possible user roles:
= Director — works will all projects
=  Central Office — works with all projects
= District — works with projects inside their district and projects to which
they have been assigned
= External — works with projects to which they have been assigned

(0]

o O O O

5. Assign Exception Lists

*_ | KROWDS

[ acTa./vd Kentucky Right Of Way Data System

Home Profile Forms ¥ Reports ~ Welcome CITLAB\bobdriskell! Manage Account Sign Ou

System Notification: Test Notification

Manage Notifications
anage Quick Links
Create Praject

Copy Comp Sale

Manage Type Tables



https://apps.transportation.ky.gov/krowds
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o Exception lists are optional elevated permissions that can be added to user
accounts who will serve as admins or super users

o Available from Manage Exception link on the Dashboard to Director or Central
Office Role with Manage Users exception

visit https://apps.transportation.ky.gov/krowds
Select View All to see existing exceptions
o Select a specific exception to see existing users, assign a new user, or remove a
user
o Possible Exception Lists:
= Dashboard Admin — Control Dashboard Announcements and Quick Links
= Manage Users — Approve and Assign Users to Roles, Manage Exceptions
= Manage Project — Create Projects and assign users to projects
= Manage Type Tables — Add new options to dropdown menus
=  Comp Sale Override — Designate an already approved Comp Sale for
more updates by appraiser
= Copy Comp Sale — Copy an existing Comp Sale between projects
= Acquisition Branch Manager — Review and Approve Administrative
Settlements
= District ROW Supervisor — Review and approve acquisition packets,
Assign Range of Value Preparers, Generate Notices of Proposed
Acquisition
= Central Office Acquisition Review - Review and approve acquisition
packets
=  Program Coordinator — Input eMARS Vendor number and Invoice
number on approved acquisition packets

6. Manage existing users

GHT o WAY [L.C Right Of Way Data

Home Profile Forms ~ Reports ~ Welcome CITLAB\bobdriskelll Manage Account Sign Ou

System Notification: Test Notification

nage Notifications
Vil mPtons  Manage Quick Links
Manage Companies Create Praject
Manage Type Tables
Copy Comp Sale

$

o Available from Manage Roles link on the Dashboard to Director or Central Office
Role with Manage Users exception



https://apps.transportation.ky.gov/krowds
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visit https://apps.transportation.ky.gov/krowds
Select View All to see existing users and edit user profiles

Add companies to users

Remove companies from users

Deactivate users

Update user profile data

0O O O O O O

7. Add Electronic Signature
o Available to all Users
o Select Profile in the menu at the top of the page
o Use the Upload Electronic Signature button to add a signature to your
profile
o Bring your own signature file or generate one with a free tool like:

= https://www.docsketch.com/online-signature/

= https://onlinesignature.com/draw-a-signature-online
= https://signature-maker.net/signature-creator

= https://createmysignature.com/

o The uploaded signature will display on Acquisition forms and packets after
approval

Companies

Companies are linked to users as employers on each user profile page. Non State users should be linked
to a Pre-Qualified company record before they can create or edit KROWDS data.

1. Add new Company

IGHT oF WAY |& 2= Right O ay Data

Home Profile Forms ~ Reports ~ Welcome CITLAB\bobdriskelll Manage Account Sign Ou

System Notification: Test Notification

Manage Roles Manage Notifications

ema0c caeen e Manage Quick Links
Manage Companies Create Project
Copy Comp Sale



https://apps.transportation.ky.gov/krowds
https://www.docsketch.com/online-signature/
https://onlinesignature.com/draw-a-signature-online
https://signature-maker.net/signature-creator
https://createmysignature.com/
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Home Profile Forms ¥ Reports ~

Company Search

= Add Company

Company: Pre-Qualified:
Yes v
Type: State:
All v All v
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Home Profile Foarms * Reports ~ Welcome KYTCWi

Company Details

“Vendor #: *Tax ID:

“Company Mame:

eMARS Alias: *KROWDS Alias:
“Company Type: *State:
Select Type v
Fhone Mumber: Pre-Qualified:
® Yes © No
Remarks:

o Available to Central Office and Director Role from Manage Companies link on
the Central Office Dashboard

o Use Vendor# to search eMars for valid companies and then input KROWDS
specific information
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2. Edit existing Company

Home Profile Forms ¥ Reports ¥ Welcome KYTC\WW

Company Details
“Nendor # *Tax ID:
VC0000120144 000041799

“Company Name:

CITY OF CAVE CITY

eMARS Alias: *KROWDS Alias:
Cave City
*Company Type: *State:
Company v Kentucky
Phane Number: Pre-Cualified:
5021547845 ® Ves© Na
Remarks:

o Available to Central Office and Director Role from Manage Companies link on
the Central Office Dashboard

o After a company is created edit the Alias, Type, Phone, Remarks, and Pre-
Quialified Status
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3. Search for Company
Home Profile Forms ¥ Reports ¥

Company Search

= Add Company

Company: Pre-Qualified:
Yes v
Type: State:
All v All M

o Available to Central Office and Director Role from Manage Companies link on
the Central Office Dashboard

o Search on Name or Alias

o Filter by Pre-Qualified Status ,Type, or State
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Dashboards

The Dashboards is based on User Role and Assignments.

1. Admin Dashboard Widgets

o Approve/Deny new user access requests — If Director Role or have Manage User
exception
Create Projects — If Director Role or have Manage Project Exception
Manage User Profiles, Roles, and Exceptions — If Director Role or have Manage
User exception
Manage Companies — If Director and Central Office Role
Manage Announcements - If Director Role or have Dashboard Admin exception
Manage Notifications - If Director Role or have Dashboard Admin exception
Manage Type Tables- If Director Role or have Manage Type Tables exception
Manage Quick Links - If Director Role or have Dashboard Admin exception

o O

o O O O O

“  KROWDS

¢ Kentucky Right OF Way Data System

Home Profile Forms > Reports ™

et

Test Quick Link
O O

Admi Manage Roles Manage Notifications
min Manage Exceptions Manage Quick Links

. Manage Companies Create Project
Optlon Manage Type Tables Manage Acquisition Checklist

Copy Comp Sale

Display As

Drriart Mansnar ~

2. All Dashboards

o Search Projects and Parcels
o View Announcements, Notifications, and Quick Links
o Print Blank Forms
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Search all
project and
parcels. Enter
a parcel or
Item #

eports ¥

Test Quick Link
0

— My Work

Display As

Project Manager v

+ Acquisition Packets (0)

District County

Search
projects

by District
or County

3. My Work Dashboard Widget
The My Work dashboard widget is controlled by your user role and assignments. Select what
assignment type or role you would like to work with from the drop down and view your assigned

work in the grid.

— My Work

Display As

| Project Manager V|

Project Manager
Acquisition Agent

+ Projects (1) Appraisal Reviewer

Appraiser

Possible view options:

o Project Manager — View Projects and Acquisition Packets. Filter by Project Status and Packet
Status

Final Approver — View Appraisals. Filter by Appraisal Status

Appraiser - View Appraisals and Comparable Sales. Filter by Appraisal Status

o O

o Appraisal Reviewer - View Appraisals and Comparable Sales. Filter by Appraisal and Sale
Status
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o Acquisition Agent — View Acquisition Packets. Filter by Packet Status
o District ROW Supervisor - View Projects and Acquisition Packets. Filter by Project Status and
Packet Status

o Central Office Acquisition Review - View Acquisition Packets. Filter by Packet Status
o Program Coordinator - View Acquisition Packets. Filter by Packet Status

Projects

Projects are the central building block of KROWDS. Projects must be created before parcels, comparable
sales, and appraisals. Each project may have multiple Comparable Sale Books and multiple Parcels. In
KROWDS Project Managers, Alternate Project Managers, and Final Approvers are assigned to specific
Projects.

1. Initiate SYP Project

o Available from Create Project link on the Dashboard to Director Role or Central
Office Role user with Manage Project exception

IGHT oF WAY |& 2= Right O ay Data

Home Profile Forms ¥ Reports ~ Welcome CITLAB\bobdriskelll Manage Account Sign Ou

System Notification: Test Notification

Manage Roles Manage Notifications

Manage Exceptions _JeCiTICR
Manage Companied Create Project
Manage Type Tables

Copy Comp Sale

I —

o Select Type and District, then input Item Number
o Select a Program Code / Funding Strip and select Save




Page |20

KROWDS

Kentucky Right Of Way Data System

Home Profile Forms ~ Reports ¥ Welcome

Project Initiation

Type: District: Item #:

SYP v Select District v

Q search For Project

2. Initiate RWU Project

o Available from Create Project link on the Dashboard to Director Role or user
with Manage Project exception

¢ KROWDS

i h 14 Kentucky Right Of Way Data System

Home Profile Forms » Reports ~ Welcome CITLAB\bobdriskelll Manage Account Sign Ou

System Notification: Test Notification

Manage Roles Manage Notifications
Manage Exceptions = =

Manage Compan{€s Create Project
Manage Type Table

Copy Comp Sale

S —

o Select Type, then input Authorization Number
o Select a Program Code / Funding Strip and select Save

KROWDS

Kentucky Right Of Way Data System

Home Profile Forms = Reports ~ Welcome

Project Initiation

Type: Authorization #:

Non-SYP M

Q. search For Project
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3. Edit Project
o Available to Director Role or Central Office Role user with Manage Project
exception
o Edit eMARS#, Funding Strip, Status, Official Order Number and Comments
o Link available to the Project Manager’s Toolbox

o On the Dashboard, search for a project or select an assigned project from the
My Work grid

RIGHT oF Way [ Right Of Way Data

Home Profile Forms ¥ Reports ¥ Welcome

Edit Project

+ Project Information
+ Project Assignments
+ Parcel

+ Comp Sale Books

4. Project Authorization Documents

o Director Role or Central Office Role user with Manage Project exception can
upload documents

o Any user with access to the project can view uploaded documents

RIGHT or WaY (L C Right Of Way Data

Home Profile Forms ¥ Reports ¥ Welcome

Edit Project
Expand to

upload
documents

Project Information
+ Project Assignments
+ Parcel

+ Comp Sale Books

5. Assign Users to Project
o Available to Director Role or Central Office role with Manage User Exception
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o Assign Multiple Project Managers, Alt Project Managers, and Final Approvers

“  KROWDS

[P | Kentucky Right Of Way Data System

Home Profile Forms ~ Reports ~

Edit Project

+ Project Information

Add new
Assignments

= Project Assignments

= Add Project Manager =+ Add Alt. Project Manager = Add Final Approver

Search:
Name 1. Assignment Assignment Date
Madhuri Turlapati Project Manager 2/2/2018
Will Kinnaird Project Manager Altemnate 2/2/2018 W Remove

Showing 1 to 2 of 2 entries

Remove
existing
Assignments

+ Parcel

=+ Comp Sale Books

6. View Parcel List
o View all parcels for a single project
o View and Print Appraisals

RIGHT oF WAY |2 Right G ay Data

Home Profile Forms ¥ Reports ¥ Welcome

Edit Project

+ Project Information

Expand to
view all
Parcels

+ Project Assignments
+ Parcel

+ Comp Sale Books

7. Add Parcels to Project
o Available to Project Managers and Alt Project Managers
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o Select the Add Parcel button in the Parcel section of the project page

KROWDS

A" Kentucky Right 0f Way Data System

Home Profile Forms v Reports

Edit Project

+ Project Information

+ Project Assignments

= Parcel

Add a
new
Parcel

+ Add Parcel

D) Print Multiple Appraisals

Show 10 ¥ entries Search:

20.0000 2 Edit 03 Print Appraisal D) Print Review I

033 Logan Suface  SNLPESTAX 001
Acres
444 Wayne Surface BPSU 004 1677.0000 / Edit
5q. Feet
04573 Jefferson Minerz| s # Edit [ Print Appraisal D) Print Review I
PN

8. Edit Existing Parcels
o Available to Project Managers and Alt Project Managers

KROWDS

A" Kentucky Right 0f Way Data System

Home Profile Forms v Reports

Edit Project

+ Project Information

+ Project Assignments

= Parcel

[ Print Multiple Appraisals
+ Add Parcel

Edit
existing
Parcels

show 10 ¥ entries Search:

[ Print Appraisal D Print Review I

033 Logan Suface  SN.LPBSTAX 001 20.0000
Acres

444 Wayne Surface BPSU o004 1677.0000 , Edit
Sq. Feet

04573 Jefferson - Mineral B # Edit D print Appraisal [l D) Print Review I

L
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9. View Comparable Sale Books
o Available to Directors and users who have been assigned to the project

KROWDS

T ™/ Kentucky Right Of Way Data System

Welcome

Home Profile Forms ¥ Reports ¥

Edit Project

+ Project Information

+ Project Assignments

Expand to
view or print
all Comp

Books

+ Parcel

Comp Sale Books
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Parcels

Parcels are individual tracts of land associated with a Highways Project. Each project may have multiple
parcels. The Division of Right of Way may acquire parcels wholly or partially. The Division of Right of
Way may also acquire permanent and/or temporary easements to a parcel. In KROWDS, Appraisers and
Appraisal Reviewers are assigned to specific parcels. Each parcel may have multiple appraisals, although

only one appraisal will be selected for Final Approval.

1. Add Parcel to Project
o Available to assigned Project Managers or Project Manager Alternates
o Navigate to a Project, then select the “Add Parcel” button inside the Parcel
section on the Project page
o Parcels can also be added directly from an existing Parcel page. Use the Add
Another Parcel button at the top of the Parcel page to create another parcel for

the same project
o Enter required data in the Parcel Summary Information and Project

Management sections, then select the “Save” button

B

KROWDS

L2737 Kentucky Right Of Way Data System

Home Profile Forms * Reports ~

Edit Project

+ Project Information

+ Project Assignments

= Parcel

[ print Multiple Appraisals

Add a
new
Parcel

# Add Parcel

Show 10 v entries Search:

Plan
Parcel Sheet  Total
# 1. County'! Type'' Suffix 2 Area

033 Logan suface  SNLPESTAX 001 20,0000 D Print Appraisal I

Acres

a4 Wayne Suface  BRSU 004 16770000  [PRN
Sq. Feet

04573 Jefferson Mineral 5 # Edit [ print Appraisal D) Print Review I

ey

2. Edit Parcel
o Available to assigned Project Managers or Project Manager Alternates

o From the dashboard, select a parcel from My Work or use the search widget to

find a parcel
o Edit the Parcel Summary Information and Project Management sections
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o Add and Edit the Area Acquired section (also editable by assigned Appraisal
Reviewer)

o Edit the Area Severed section (also editable by assigned Appraisal Reviewer)

o Add and Edit the Owner Details section

KROWDS

A" Kentucky Right 0f Way Data System

Home Profile Forms v Reports

Edit Project

+ Project Information
+ Project Assignments

= Parcel

,
Edit
existing

Parcels

Show 10 v entries Search:

=

033 Logan Suface  SMNLPBSTAX 00 20.0000 £ edit [ Print Appraisal 3 print Review I
Acres

444 Wayne Surface BPSU o004 1677.0000 , Edit
Sq. Feet
04573 Jefferson  Mineral 5 # Edit [ Print Appraisal D Print Review I
L
»
U J
HGHT oF WAY [L.C gt Of Way Data

Home Profile Forms = Reports =

Parcel Information

+ Add Ancther Parcel

# Parcel Summary Information (Required)
+ Area Acquired

+ Area Severed

# Project Management (Required)

+ Owner Details

+ Assignments
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3. Assign Users to Parcel

IGHT oF WAY [

Home Profile Forms = Reports =

Parcel Information

+ Parcel Summary Information (Required)
+ Area Acquired
+ Area Severed
+ Project Management (Required)
4+ Owner Details
C + Assignments )

o Available to assigned Project Managers or Project Manager Alternates

o Assign multiple Appraisers to each Parcel

o Assign an Appraisal Reviewer to each Parcel

o Assign an Acquisition Agent to each Parcel

o On the Parcel page in the Assignments section use the Add and Remove buttons
to manage assignments

o Save the Parcel after updating Assignments to finalize changes

4. View Parcel
o Available to any user assigned to the Parcel or the Project that contains the
Parcel
o All parcel data can be viewed but not edited
o Select a Parcel from the Project page, from the Dashboard grids, or from the
Dashboard search
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Comparable Sale Books

Each Appraiser assigned to a parcel may create a single Comparable Sale Book per project. The Book
may contain multiple individual Comparable Sales. Comparable Sales are recent sales similar to the
property being appraised used to determine a market value for the property. The assigned Appraisal
Reviewer must approve each Comparable Sale before use during the Appraisal process. KROWDS
contains a Comparable Sale Book page that allows users to manage individual sales and generate pdf

reports.

1. Comparable Sale Workflow

1.

WooNOU R WN

Appraiser and Appraisal Reviewer assigned to a Parcel

Appraiser creates a Comparable Sale Book

Appraiser adds Comparable Sales to the Book

Appraiser populates Comparable Sale data

Appraiser validates each sale

Appraiser certifies the Comparable Sale Book

Appraiser Submits all validated sales for review

Appraisal Reviewer Approves/Rejects/Denies each Comparable Sale

Approved Comparable Sales can be used during the Appraisal Process. All Appraisers on the
same project share approved Sales during the Appraisal process.

2. Appraiser

2.1 Create a single Comparable Sales Book for each assigned project
o Select “Add Comp Book” from the Appraiser Dashboard or the Project page

2.2 Add Comparable Sales to the Book
o Select “Add Comp Sale” from the Comparable Sales Book page, enter a Draft
name and select Rural or Non-Rural

2.3 Enter Comparable Sale Data
o Select “Edit” on a specific Sale from the Book page. Then select a section from
the left hand menu. There is no requirement that appraisers complete the
sections in any specific order. Input data will be AutoSaved. Required fields are
marked with an asterisk (*). Required fields will be checked for data when the
Comp Sale is selected for Validation by the Appraiser. Sales not yet validated
will be in Draft status.
= Sale Summary
=  Physical Characteristics
=  Sales Analysis
=  Proximity and Grade
=  Buildings



O
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= Income
= (Classifications
= |mprovements
=  Attachments
Each section will display a status icon:

=  Grey 0 = Section not started

= Blue o = Section started but missing required data

=  Green 0 = Section complete with all required data populated

2.4 Validate a Comparable Sale

O

After data is populated, select “Validate” on a specific Sale from the Book page.
Any sections still missing required data will be listed so the Appraiser can
update. Validated Sales not submitted to the Reviewer will be in Pending
Status.

2.5 Certify a Comparable Sales Book

O

Select “Certify” from the Comparable Sales Book page to officially certify the
book

2.6 Submit a Comparable Sales Book

O

Select “Submit” from the Comparable Sales Book page to send any pending
sales to the Appraisal Reviewer for review. Sales sent to the Reviewer will be in
Submitted status.

The Book can be submitted multiple times to accommodate sending sales back
and forth between Appraiser and Appraisal Reviewer

2.7 Print an Individual Comparable Sale

O

O

From the Comparable Sales Book page, select the Preview button in the grid
next to a specific Comparable Sale

The Comparable Sale Report opens as pdf document in a new tab (pop up
blocker must be turned off)

The pdf document can be saved, printed, and emailed

2.8 Print the entire Comparable Sales Book

O

From the Comparable Sales Book page, select the Preview Book button at the
bottom of the page

The Comparable Sales Book Report opens as pdf document in a new tab (pop up
blocker must be turned off)

The pdf document can be saved, printed, and emailed

Sales in Draft Status are not included in the Book report
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to the
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Kentucky Right Of Way Data System

®  KROWDS
B

KROWDS L ,
Profile Forms ~ Reports ~ Welcome CIT\

Selectable
Navigation
Menu

Sale Summary - [/

Input Sale
data

@ sale Summary

(] Phy. Characteristics

@ sales Analysis
*Comp Sale #: *Sale Date:

(] Proximity and Grade

1 9/5/2018 12:00:00 AM
(] Buildings
@ Income *Location: *Land Area: *UOM:
@ Classifications 1 1

LS

@ Site Improvements

@ Attachments

Generate
[ Preview comp Sale
report as pdf *Grantee: *Date Inspected:

€ Back To Comp Book you 9/5/2018 12:00:00 AM

View the
Comp Book

Appraisal Reviewer

3.1 View Comparable Sale Books and Comparable Sales
o Appraisal Reviewer has read-only access to submitted comparable sales
o Select the Review Comp Book button from the My Work section of the Appraisal
Reviewer Dashboard. If there are multiple books on the project, select a specific
appraiser’s book. Then select an individual sale to review.

3.2 Approve Comparable Sales
o Select “Approve” from the Comp Book page and save to approve a sale for use
during the Appraisal process

3.3 Reject Comparable Sales
o Select “Reject” from the Comp Book page and save to reject a sale and send
back to the appraiser for edits

3.4 Deny Comparable Sales
o Select “Deny” from the Comp Book page to reject a sale but allow no more
editing by any user

3.5 Print an Individual Comparable Sale
o From the Comparable Sales Book page, select the Form button next to a specific
Comparable Sale
o The Comparable Sale Report opens as pdf document in a new tab (pop up
blocker must be turned off)
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o The pdf document can be saved, printed, and emailed

O

Sales in Draft Status will display a Draft heading on the pdf document

3.6 Print the entire Comparable Sales Book

From the Comparable Sales Book page, select the Preview Book button at the
bottom of the page

The Comparable Sales Book Report opens as pdf document in a new tab (pop up
blocker must be turned off)

The pdf document can be saved, printed, and emailed

Sales in Draft Status are not included in the Book report

Comparable Sales Book - Appraisal

Reviewer Generate CS

O

@)

@)

@)

¥ KROWDS
M Kentucky Right Of Way Data System

Sales
waiting for
Review

Sales
already
reviewed

Book report
as pdf

=+ Submitted Sales
=+ Complete Sales
+ Comments

+ Attachment:

[ Preview Book

Book

4. Other Users

Attachments

Other users can access the project and comparable sales book page if their role or
assignments allow.

4.1 Print an Individual Comparable Sale

O

O

Select or Search for a project on the dashboard. From the project page, select a
Comparable Sales Book to view. From the Comparable Sales Book page, select
the Preview button next to a specific Comparable Sale

The Comparable Sale Report opens as pdf document in a new tab (pop up
blocker must be turned off)

The pdf document can be saved, printed, and emailed

4.2 Print the entire Comparable Sales Book

O

Select or Search for a project on the dashboard. From the project page, select a
Comparable Sales Book to view. From the Comparable Sales Book page, select
the Preview Book button at the bottom of the page

The Comparable Sales Book Report opens as pdf document in a new tab (pop up
blocker must be turned off)

The pdf document can be saved, printed, and emailed



Appraisals

o Sales in Draft Status are not included in the Book report

1. Appraisal Workflow

o vk wNR

Appraiser and Appraisal Reviewer assigned to a Parcel
Final Approver assigned to a Project

Appraiser creates an Appraisal

Appraiser populates Appraisal Data

Appraiser certifies the Appraisal
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Appraisal Reviewer Recommends the Appraisal for Approval or Sends back to Appraiser

for updates

Final Approver inputs the Final Approved Amount and marks the Appraisal complete

2. Appraiser

2.1 Create a single Appraisal per Appraiser for each Parcel

o Select “Add Appraisal” from the Appraiser Dashboard or the Project page —

Parcel List

2.2 Enter Appraisal Data

o Select “Edit Appraisal” from the Appraiser Dashboard or the Project page -
Parcel List. Then select a section from the left hand menu. Input data will be
AutoSaved. There is no requirement that Appraisers populate data in strict
sheet order although later sheets like Approaches, Correlation and Allocations,
and Recapitulation use general data input on sheets 1 through 3. Required
fields are marked with an asterisk (*). Required fields will be checked for data

when the Appraisal is selected for Certification by the Appraiser
= Owner Details - Sheet 1
= Contingent and Limiting Conditions — Sheet 1
=  Five-Year Sales Record — Sheet 2
= Location and Neighborhood — Sheet 2
= Land Description — Sheet 2
= Sjte Improvements — Sheet 2
=  Physical Characteristics — Sheet 2
=  Building Listing — Sheet 2
=  Proximity and Grade — Sheet 3
= Attachments — Sheets 3 and 4
=  Approach
a. Before
i. Cost—Sheets5and6
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ii. Income —Sheet 7
iii. Sales - Sheet 8
b. After
i. Cost—Sheets 11 and 12
ii. Income —Sheet 13
iii. Sales—Sheet 14
= Correlation and Allocation Before Value — Sheet 9
= After Value Data — Sheet 10
= Correlation and Allocation After Value — Sheet 15
=  Recapitulation — Sheet 16
o Each section will display a status icon:

= Grey 0 = Section not started

= Blue o = Section started but missing required data

o _

= Green = Section complete with all required data populated

2.3 Certify an Appraisal
o Select the Certification section from the Appraisal menu. Then use the “Certify”
button to officially certify the Appraisal. Any sections missing required data will
be listed and must be updated by the Appraiser before Certification can be
completed. Locks all Appraisal data. Certified Appraisals sent to the Reviewer
will be status In Review.

2.4 Print Appraisal
o Select Print button from inside the Appraisal or from the Parcel list on the
Project page. From the Project Page — Parcel list it is possible to print multiple
appraisals for the same project at once. Until the appraisal is certified, a Draft
heading will display on the report.
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Appraisal /

Appraisal Home

0 Owner Details (51)

0 Five-Year Sales Record (52)

€ Land Description (52)
o Site Improvements (52)
0 Physical Characteristics (52)
@ Building Listing (52)
0 Proximity And Grade (S3)
© Attachments (33-4)

© Approach

© After Value Data (510)

0 Recapitulation (516)
@ Recapitulation Review
© Appraisal Review

O Final Approval

Certification

0 Location And Neighborhaod (52)

Print Appraisa!

Status: Draft Appraiser Name: Will Kinnaird

Appraisal Home Date Assigned: 4/24/2018 Date Completed:

0 Contingent And Limiting Conditions (S1)

Selectable Navigation
Menu with section
status icons

0 Correlation And Allocation Before (59)

o Correlation And Allocation After (S15)

Certify and
Validate
required fields

3. Appraisal Reviewer\/

3.1 View Appraisal
o Appraisal Reviewer has read-only access to certified Appraisals. Select “Review
Appraisal” from the Appraisal Reviewer Dashboard. If there are multiple
appraisals per parcel, also select a specific appraisal. Certified Appraisals sent to
the Reviewer will be status In Review.

3.2 Complete the Appraisal Review and Review Recapitulation
o Select “Review Appraisal” from the Appraisal Reviewer Dashboard. Then select a
section from the left hand menu. Required fields are marked with an asterisk
(*). Required fields will be checked for data when the Appraisal is
Recommended for Approval by the Appraisal Reviewer.
= Recapitulation Review
= Appraisal Review

3.3 Recommend the Appraisal for Approval.
o Select “Recommend for Approval” from the Appraisal Review page
to approve an appraisal and send to the Final Approver. Locks all
Review data. Appraisals recommended for Final Approval will be
status In Final Review.
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3.4 Send back to Appraiser
o Select “Send back to Appraiser” from the Appraisal Review page to
reject an appraisal and send back to the appraiser for edits.
Appraisals sent back to the Appraiser will be status Rejected.

3.5 Print Appraisal and Review
o Select Print button from inside the Appraisal or from the Parcel list
on the Project page. From the Project Page — Parcel list it is possible
to print multiple appraisals for the same project at once.
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Appraisal
Appraisal Review

Print Appraisal

Appraisal Home

@ Owner Details (51)

Selectable Navigation
Menu to view Appraiser
entered data

[} Print Review

@ Contingent And Limiting Conditions (51)

@ Five-ear Sales Record (52)
® Location And Neighborhood (52) walmart

@ Land Description (52)
O site Improvements (52) “Acquisition Type:

@ Physical Characteristics (52) Entire Acquisiticn '
@ tuilding Listing (52)

+ Review Checklist
@ Proximity And Grade (53)

@ Attachments (53-4)

@ pproach + Uneconomic Remnants

@ corelation And Allocation Before (39)

@ After Value Datz (510) “District Remarks:

@ corelation And Allocation After (515) testf

(V] Recapitulation Review

@ Appraisal Review

0 Final Approval

Certification

Sections to
enter Review
data

4. Final Approver

4.1 View Appraisal and Review Data
o Final Approver has read-only access to certified Appraisals that have been
“Recommended for Approval”. Select “Review Appraisal” from the Central
Office Dashboard. Then select a section from the left hand menu.

4.2 Recommend the Appraisal for Approval
o Select the Final Approval section
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= Select “Recommend for Approval” and enter an approval
amount. Locks all Appraisal and Review data. After
Recommended for Approval, appraisals will be status Approved

4.3 Update Approved Amount
o Select the Final Approval section
= Enter a new approved amount and select the Save button. The
approved date will be updated.

4.4 Send back to Reviewer
o Select the Final Approval section
=  Select “Send back to Reviewer”. Unlocks Review data for edits
by the Appraisal Reviewer. Appraisals sent to the Reviewer will
be status In Review.
= Appraisals may be sent back even after the appraisal is
approved if more edits are needed.

4.5 Send back to Appraiser
o Select the Final Approval section

= Select “Send back to Appraiser”. Unlocks Appraisal data for
edits by the Appraiser. Appraisal must be certified and
reviewed again. Appraisals sent back to the Appraiser will be
status Rejected.

=  Appraisals may be sent back even after the appraisal is
approved if more edits are needed.

4.6 Print Appraisal and Review
o Select Print button from inside the Appraisal or from the Parcel list on the
Project page. From the Project Page — Parcel list it is possible to print multiple
appraisals for the same project at once
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Home Profile Forms v Reports «

Appraisal

Final Appro

Print Appraisal

Appraisal Home

@ Owner Details (51)

“Remarks:

@ Contingent And Limiting Conditions (51)

@ Five-Year Sales Record (52)

® Location And Neighborhood (52)

® Land Description (52) Approval Amount: N/A Approval Date: N/A

Q Site Improvements (52)

@ Physical Characteristics (52) + Approve

@ Building Listing (52)

@ Proximity And Grade (53) . .
Selectable Navigation

Menu to view Appraiser
entered data

@ attachments (53-4)
@ Approach
® correlation And Allocation Before (59)

@ after Value Data (510)

@ correlation And Allocation After (515)
@ Recapitulation (516)

(V] Recapitulation Review
© Final Approval

5. Other Users

5.1 Print Appraisal and Review
o Available to other users also assigned to the Project or whose Role allows
viewing the Project page - Parcel List
o Select Print button from inside the Appraisal or from the Parcel list on the
Project page. From the Project Page — Parcel list it is possible to print multiple
appraisals for the same project at once

Final Approval
Section
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