Thank you so much for taking your time to bid on this property for us – we greatly appreciate your time and efforts.
Below is a step by step guide for uploading your bids and photos. We hope you find this helpful, however if you have any
questions at all, please do not hesitate to give us a call!

Once logged into your contractor account on our website, firstallegiance.com, please go to the ‘Job Management’ tab.

Once you are in the job management section, you will see your open jobs. Before you can upload any photos, updates or
bids you must select the property type by clicking on the ‘Add Property Type’ link.

Once you click ‘Add Property Type’ it will open up another window and give you the option to choose the property type
from the drop down menu. Please select the correct property type and click submit.

Once you add the property type all of the necessary icons will then populate. Before submitting your bid you must upload
your photos first. To upload your photos please select the purple camera icon.

Clicking on the purple camera icon will then open a new window and will allow you to upload you photos. You can choose
the photo group ‘Repair Program – Bid’ and then click on the ‘Upload Photo’ tab.

I have to use the ‘old version’ of the photo upload module because my computer does not support the flash required to
upload them under the new version, so the steps below will help you upload bids under the ‘old version’ (which is
accessible by clicking the ‘switch to old version’ link – it is circled in the above screen shot). Once you are in the old
version you can click the photo group title Repair Program – Bid and click add/edit photo group.
Once you click add/edit photo group, it will appear at the bottom under Photo Group Title. To the right of the photo
group title you will see an icon that looks like a photo with a green arrow pointing upwards, you can click on that to open
the module to choose the files from your computer and upload them to the site.

Once you click on the upload icon, a separate window will open up to allow you to choose which photos (photos must
already be saved on to your computer) that you would like to upload. Please click the ‘Add’ icon to select which files you
should upload.

Once you have your files selected, click open.

Once you click open you should see your photos inside of the photo module, from there all you have to do is click the
green arrow icon to upload.

Once the photos are uploaded, please follow the steps below to upload your bids.

To submit a repair bid:
Once you log into your account please go to the job management section. Once under job management, locate the
property and click on the ‘Bid Create and Submit’ icon. (screen shot below)

Once you click on the ‘Bid Create and Submit’ icon, it will bring you to the bid screen where you will be able to see all
repairs that were requested and also a space for you to enter any additional items you would like to bid on. To submit the
itemized bids, input your comments, quantity/square footage and pricing. Once those details are in the specified fields,
you must select the photos that correspond with that particular bid. (Screen shot below)

Once you click on the ‘Add bid photo’ link another window should pop up (screen shot below). This window gives you the
opportunity to choose which photos (from those you already uploaded) correspond with that particular line item.

On the left side you will see the photos you already uploaded, from those photos, choose those that pertain to this
particular line item and drag them to the area on the right. Once you have the photos on the right side you can click the
‘Add photo and close’ button.

Once you do that your screen should look like this (see screen shot)

You continue to repeat those steps for all line items requested. Once all bids are complete with descriptions and prices,
you can scroll down and it will ask you for the utility information for the property. Please select On/Off if you noticed
which utilities were on, otherwise you can select ‘Not Applicable’. After selecting the utility information and you bid is
ready to be sent to REO, you can click the ‘Finalize & Submit’ icon. Once you ‘Finalize & Submit’ your bids they will be
sent to us & if we need any further information we will contact you.

