
Proval Commercial Instructions 

Opening Parcel 
• Open Proval 

• Select  this icon:  
• This screen allows you to search for a parcel(or parcels)

 
• Select OK 

 

Ending Wildcard (%): 
Place % at the end of your search term to find all results that start with that value. 
Example: RPT1234% → returns all parcels that begin with RPT1234. 

Beginning Wildcard (%): 
Place % at the beginning (or both beginning and end) of your search term to find results that 
contain that value anywhere in the string. 
Example: %T1234% → returns all parcels that contain T1234, such as MHT1234 or RPT1234. 
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Adding Property Record 
• After opening the parcel, select Property Records, then Add a Property Record 

 
• Next this screen will pop up: 

 

Optional: enter building info (Ex. Walmart) 

Select the correct property class. 

Select which type of 
improvement. 
Reminder: commercial 
buildings are not 
available on residential 
records. 
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Sketching 
Once you have created a property record, you can begin sketching. 

• The sketch toolbar can be found on the upper right-hand side of the sketch. 
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• The main functions will be: 
o Define Segment: this is how we enter buildings on the parcel. Always start 

below grade(foundation), then at grade(1 story, 2 story, concrete, etc), then if 
applicable define the upper levels. (3rd + stories) 

 
Each section will pop up this menu. You’ll need to select characteristics for 
each level. 
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o Outbuildings: this is where you will enter stand-alone features. 
Commercial property records have three different menus for these stand 
alone features. 

 
o Scale: This is how you will “zoom”  the sketch to get everything to fit. 
o Recenter Sketch: This recenters (and optionally zooms) the sketch to center 

everything. 
• Drawing – once you have defined the segment, you will need to begin sketching.  

o Select where on the sketch you want to begin. (ALWAYS DRAW CLOCKWISE) 
o Press Enter 
o Type the distance of wall (ex. 70) 
o Using the arrow keys, select which direction to draw (ex. Right arrow key) 
o Press Enter 
o Repeat this process until the building is complete.  

 If the building is not “closing” then you will need to determine which 
dimension is incorrect. 

• Once you have completed a drawing, the label and square footage will pop up (by 
pressing Enter) 

• You can resize any dimension or label by pressing the – or + keys  
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Building Tab 
Once you have sketched an improvement, the buildings tab will show up 

 

This has four main sections to fill out: 

A. Building Type, Grade, Condition, Year Built 
a. This is basic information and will be verified in the building info menu 

B. Detail 
a. Use code 
b. Sprinklers 
c. HVAC (up to two options) 
d. Construction (separate button) 

i. Wall height / ceiling height 
ii. Wall type 

iii. Framing 
iv. Any additional depreciation 
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C. Floor & Plumbing 
a. Verify that PAR is not blank (this is auto done by Proval, just make sure it’s not 

blank) 
b. Fill out Baths (half bath combinations are common for commercial) 
c. Fill out additional plumbing on bottom right section 

 
D. Building Info 

a. Verify Comm. Building Type 
b. Verify primary occupancy 
c. Verify Grade, Condition, % Complete, Year Built/Eff. Year Built, and Remodel 

Year 
d. Enter Roofing details 
e. Enter Insulation details 
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Other Tab 
You may have sketched improvements that are not a main building, such as paving, general 
purpose buildings, etc. These can be found in the other tab. 

 

To view these improvements, select the improvement then click Detail 
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Pricing 
After all information has been entered, you can now price. 

Value  Price with Cost 

 

You then have the option to select which record you would like to price. Typically you will 
press Select All then click OK 

 

This will then take you to the cost build up screen. Values for each improvement can be 
seen here. 
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Memos 
After pricing, you can now add memos. Each parcel will need an updated RY memo (and 
the old one removed) as well as any other memos need for the parcel. 

Inspection Record 
The inspection record is needed to “sign your name” onto the appraisal. 

Property Records  Inspection Records 

This will bring up this screen. Fill out: 

 Inspection date (when you were there) 

 Inspected by (usually you) 

 Appraisal date (when you entered data) 

 Appraiser (usually you) 

Press Apply then OK 

 

DON’T FORGET TO SAVE!!!!!!!! 
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