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Commercial Express is the most comprehensive automated commercial and agricultural valuation system in 

the industry. You can create an accurate valuation by entering a handful of information and the location of 

the building or you can enter specific pieces of information for each construction component to get a more 

detailed estimate. This guide only covers the primary features of the program.
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Getting Started

Logging In

When you access your Commercial Express site you may need to first log in to the  

system to access your valuations. If your company uses GetQuickLink you may never 

see this screen.

Enter your user name and password and Click Log In. Your password is case sensitive.

Creating a New Valuation

New valuations are created from the Dashboard. To create a valuation, click Create New Valuation. 

Create New Valuation

To Create New Valuation, you may enter the following:

Note: All fields with an asterisk are required.

Valuation Number: The identifier assigned to the valuation. When you create a new valuation, an estimate number is 

automatically filled in for you. You can replace it with your own identification number any time prior to the Estimate Expiration 

Date.

Effective Date: This is the date when the policy is put into effect. You may manually enter or click the calendar icon to select 

a date.

Expiration Date: The expiration date (insurance version) for the valuation. The expiration date is the date when the policy is 

up for renewal. You may manually enter or click the calendar icon to select a date.

Estimate Expiration Date: The date the estimate will expire and be removed from the system it has not been assigned a valuation 

number. Typically, this date is set to 90 days from the creation of the valuation but may have a different duration and may even 

be hidden. The Administrator at your company controls this field.
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Business

When you create a business you are creating what is known in the system as a location. A valuation can have one location or 

more than one. For example, if you have five apartment buildings and they are all next to each other in the same zip code, 

then you would need one location and that location may have as many buildings as it needs to. You would need more than one 

location if those five apartment buildings were in five different cities which would be five different zip codes. In this situation 

you would create five locations and each location can have one or more than one building. 

Business Name, Address, City, State/Province, Zip/Postal Code: The name and full address of the business being valued. All 

are required. You can also enter a partial address and do a Search Address. Search Address is explained in its own topic. The 

Zip/Postal Code is important in that it localizes your material, labor and equipment costs. It also localizes your climate, wind 

and seismic zones.

Country: A country will default. Choices are United States and Canada. 

Phone: The phone number of the business being valued.

Search Address: Click to search for an address for which you may only have partial information. Enter the business name and 

either the city and state or the zip code. 

A listing of search results will display. You can sort the results to help you find the business you want:

 ► If the system retrieves a list of business locations and identifies the headquarters, select only the headquarters location. 
The system includes the headquarters and all associated locations in the estimate.

 ► If the system retrieves a list of business locations and does not identify the headquarters, select the locations you want to 
use. If you select multiple locations, the system selects the first location as the headquarters. If necessary, you can change 
the headquarters location later.

 ► If the business you want is not on the list, refine your search criteria or manually add the valuation. 

Once you have entered all the information for the Business you have created a location. The last part of Create New Valuation 

is to create the Headquarters Building.

Headquarters Building

When you create the Headquarters Building you are creating either the entire building or the primary section of the building if 

you are planning on breaking up the building into sections. The primary section is always the part of the building that has the 

greatest number of stories or the highest story height.

Building Type: The building type may be either Commercial or Agricultural. Commercial Express allows you to have both 

commercial and agricultural buildings on a single valuation.
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Occupancy Code: Select an occupancy code for the building. You can enter the four-digit code if you know it, you can type of 

occupancy like “store” and it display all the occupancies with “store” in their name or you can click on  and it will display 

Select Occupancy. On Select Occupancy you can enter the name of an occupancy and Search. Result would display any valid 

occupancy. You can click on the list under Occupancy Group and Result displays all the occupancies in the group. You can also 

select an occupancy listed in Result, then click Define to see a definition of the Occupancy. The definition would give you a 

description of the occupancy and what it includes and does not include to assist you in selecting the proper occupancy. Once 

you have selected the proper occupancy Use Occupancy and the information will pull through to Headquarters Building.

Commercial has 220 occupancies in ten groups, Agricultural has 61 occupancies in seven groups.

Story Height: After you select an occupany a default story height will pre-fill. To modify the story height just click in the box 

and type in the correct height. 

Construction Type: Select the ConstructionType for the Building. There are six options to select from for Commercial and 

five for Agricultural. 

Gross Floor: The gross floor area is the total floor area of all floors in the building that you would like considered in your 

valuation. This includes stairwells and elevator shafts, but does not include areas such as basements and mezzanines. 

Example:

A one-story building with exterior wall dimensions of 100’ x 100’ has a gross floor area of 10,000 square feet. If the same 

building had three-stories, the gross floor area would be 30,000 square feet. If the first two stories were 10,000 square feet 

each and the third floor was 5,000 square feet, then the gross floor area would be 25,000 square feet.

Number of Stories: Enter the total number of stories for the building of the section of the building you are creating. For 

Agricultural the number of stories is determined when the occupancy is selected like one story or two story barn.

Year Built: You may enter the year built. Unlke the other fields it is not required and it has no impact on your valuation. The 

year built does print on reports.

When you have completed all the required information click Continue to save the valuation. The valuation will be created and 

you will land in the first of three pages available for a valuation. At this point you have created a valuation with one location 

and at the location you have one building and the building has one occupancy and one construction type. 

 ► asfasdfsadf
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Property Valuation Summary

The Property Valuation Summary page consists of panes that allow you to make various changes and additions to the valuation 

information. It also displays various add-on features of the program which are not covered in this guide. This guide will discuss 

the Add Location button, the Go to Building detail icon, and the Edit icon for a location listed at the bottom of the page.

To add another location to the valuation, click  and the page displays. Fill in the required information. It is the 

same information filled in when the initial location was created in Create New Valuation. When you are done, click Save to 

return to the Property Valuation Summary page or click Continue to Location and it will advance you to the next page where 

additional buildings could be added to the location. Adding buildings to a location will be covered later in the next chapter.
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To navigate from the Property Valuation Summary Page you have two options:

The Go to Building Detail icon  located next to Buliding Insight Estimate. By clicking on the icon it will take you to the 

page where you may make changes to the building. This icon is only available if you have a single location and a singe building 

for the valuation.

The Edit icon  at the bottom of the page is available for each location created for the valuation. By clicking on the icon it 

will take you to the page where you may add additional buildings to that particular location.

Location Summary

The Location Summary page allows you to add additional buildings to the location you selected. You may also add additions 

on this page and the additions will be for the location. This Guide will discuss Add Building, the Edit icon to edit a building 

and will briefly discuss Add Additions. 



7

To add another building to the location, click . Fill in the required information. It is the same information fields 

that needed to be filled in when the initial building was created in Create New Valuation. 

To edit an existing building click the Edit icon  located to the right of every building listed under List of Buildings. By 

clicking on the icon it will take you to the page where you may make changes to the building selected. The next chapter will 

discuss that page.

To add Additions to this location, click . For detailed information on adding additions please see the next chapter.

Building Insight™ Summary

The Building Insight Summary page displays the details for a building. For discussion purposes we will break this page into 

five parts. The Building information on top, the bottoms related to sectioning a building, the various editable panes that 

display on the left of the page, the Materials that display on the right of the page and the Section Additions that display on 

the bottom of the page.

If you edit Building Information at the top of the page you can enter Current Coverage, set a Co-Insurance Requirement and 

Separate Insurance Exclusion Costs (exclude site prep, foundation wall, interior foundations, and approximately 12% of plumbing).

A building can be broken into pieces called Sections. There are a number of reasons to section a building, different numbers 

of stories for different parts of the building, different occupancies, different constructions types, different vintages for 

different parts of the building. When you section a building your primary section is the part of the building that has the 

greatest number of stories or the highest story height. They can create as many sections as needed for a building and you 

normally section a building horizontally. 

There are two buttons related to sectioning buildings . If you want to add a section, click on Add 

Section and the system will ask you to provide the five pieces of information it asked you for when you created the original 

valuation. If you copy a section, you want to be on the section that you are going to copy then click Copy Section before 

selecting the destination.
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Along the left side of the page are a number of editable panes that allow you to make  

various adjustments and additions to the valuation. Here are the panes available:

 ► Section Summary allows a user to change the Construction Quality of the 
section and enter information for the perimeter of the building using either 
Calculate using Shape or Measured Perimeter. 

 ► Occupancy displays the current occupancy and allows you to enter additional 
occupancies. A section of a building may have up to 5 occupancies. 

 ► Construction displays the current construction type used and allows you to 
enter additional construction types. A section of a building may have as many 
construction types as needed.

 ► Substructure always default a slab at grade. If the section has a different 
substructure you may select as many as needed here.

 ► Adjustments to sections may include the ability to change the Architect fee 
percentage and the Overhead and Profit percentage. You may also be able to 
apply Depreciation to the valuation, account for the building being built on a 
Hillside and enter User Adjustments. 

 ► To apply depreciation to the building or section you have two options, 
Use Depreciation Percentage or Calculate based on Effective Age and 
Condition. Enter Depreciation Percentage if you know the depreciation 
percentage you want to apply. Select this option and enter a value. To calculate 
based on Effective Age and Condition first enter the effective age or the number 
of years of apparent age for the building or section. Then select the general, 
overall condition of the building (considers the desirability and usefulness 
of the building or section). When depreciation is applied you will now have a 
Replacement Cost (RC) and an Actual Cash Value (ACV).
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On the right side of the Building Insight Summary page are displayed the material  

defaults for the section, you are working on. This Guide will discuss Search Material 

and editing individual categories. 

Search Material allows you to enter the material you are looking for and it will list 

all the categories in which that material is available. For example, if you enter “brick” 

it will list the three categories that have brick items in them and all the brick items in 

each category. You can then select the brick item you are looking for, enter a quantity 

in the box to the right then click Add. The item will then be added to the Materials 

listed below in the category it belongs. This can save time in searching for where 

material reside in the program or if they even exist in the program.

To edit an individual category, click the Edit icon . It will open the category and 

display the current material defaults. When a category is in edit mode you may 

click the X to delete an item, click on the down arrow to change the default item to 

another option and add additional items as in the graphic below where you may Add 

Heating and Add Cooling. 

At the bottom of the Building Insight Summary page are Section Additions. In the 

previous chapter additions can be added to a location. On this page additions can be 

added to a specific building or if the building is divided into sections then additions can be added to a specific section. 

To add an addition, click . It will display an Add Additions page. On this page you may select Stand-Alone 

Addition, access Addition Bundles and create Custom Additions. Stand-Alone Additions can be accessed by typing in the 

item you are looking for and if it available it will display and you can select it. Or you can click the  icon and it will display 

a category list and you can search for items in the various categories. Once an item is selected the system will ask you to define 

the item prior to adding it to the valuation. By clicking Preview Values, you can see the value of the item before adding it to 

the valuation.
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Reports

Reports can be accessed from any page of the valuation. If you click Reports, it will preview whatever report your Commercial 

Express has set as its default. When a report is being previewed it can be printed and a copy can be downloaded. You may also 

access Report Options by clicking the down arrow to the right of the word Reports. 

Report Options allows you select from four available reports. The options available include selecting different reports, making 

changes to titles and the report footer, and turning on or off various details that can be printed on the report. Your company 

may have all or parts of Report Options locked down and not modifiable. 

Help

Help is available throughout the Commercial Express. 

In the upper right of every page, you may click Help to access general help for all topics related to the program. 

Search the Help System

The fastest way to locate any topic within the help system is to do a search. The search bar is at the top of every topic and on 

the home page. You can search all the files or narrow your search by categories.
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The results of the search appear below the search bar. 

Item Specific Help

When you are working on a valuation item specific help is available. You may access Help information by putting your cursor 

over the category and a question mark  will display. The question mark is a visual cue that help is available. It will access 

specific help about the item when you left click on it.

 

Finish

Finish and Save the Valuation

When you have completed creating or editing the valuation you are working on, click Close Valuation in the upper right. 

Close Valuation can be accessed from any page of the valuation.

Once you click Close Valuation a dialog displays with the following options, Save, Don’t Save and Continue Editing. Click 

Save to save your changes. Click Don’t Save to discard all the changes you have made in this session and return to the 

dashboard. Click Continue Editing to return to the valuation and continue editing. If you edit a valuation and don’t make any 

changes when you click Close Valuation, it will take you directly back to the Dashboard without displaying this dialogue.
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