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Introduction To The Electronic Recording System

Introduction To The Electronic Recording System

The Electronic Recording System (ERS) application directly interfaces with
software at the County Recorder’'s Office, in order to electronically send
documents to be recorded, and also receive recorded documents.

ERS has options for customization and several user access levels. ERS enables
the scanning in of one or more documents that will be sent as a package and
recorded at the County Recorder's Office. If appropriate, once a document is
scanned, pages can be deleted and rotated. ERS creates useful tracking and
other information associated with every document package. These document
packages can be easily organized and moved into various queues and are stored
there until ready to be sent electronically to the County Recorder’s Office. Then,
electronically, the County Recorder’s Office either sends back the recorded
package, or a memo if the package was unable to be recorded. Recorded
documents can then be printed.

This manual will explain all of the functionality contained within the ERS
application, and discuss how each tool might be used. As each company
functions in its own unique way, there are some functions that may not be
utilized, but you are encouraged to examine and consider all of them, to ensure
you are getting the most out of ERS.

There are a number of configuration options that can affect the functionality of
the system. These variations are discussed in the Electronic Recording System
Administrator Manual.
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General Information And Helpful Hints

General Information And Helpful Hints

This manual will progress through the functions in the Electronic Recording
System (ERS) in the order that they appear on the menus within the application.
This will not be how you will work with the product, as that will depend on your
responsibilities and the structure of each individual business, as well as the
configuration of ERS at each business. Before discussing the system
functionality in detail, there are some general features that you should be aware
of. These are discussed below.

Some formatting conventions used in this manual are:
e When you need to press the Enter key, you will see ENTER in this
manual.
e When you see text displayed on a menu or window such as the words
“File” or “Cancel”, you will see File or Cancel in this manual.
e File > Open means that you select File from the main menu and then
select Open from the next menu.
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General Information And Helpful Hints

Quick Keys

Quick Keys can quickly accomplish tasks by using short cut keys instead of using
the mouse to click on selections. Quick Keys are one or more keys you press on
the keyboard to complete a task. For example, press and hold the Alt key and
also the F key. This ALT+F key combination opens the File menu, just as
clicking on the File menu at the top left of the Electronic Recording System
(ERS) screen opens the File menu.

To determine if a Quick Keys combination is available, press the ALT key to
have ERS underline the Quick Keys letter in all options that have a Quick Keys
combination available. You can use the Quick Keys alternative to using the
mouse, for example, use the ALT+T Quick Keys to drop down the Tools menu
because the “T” in Tools is underlined. Pressing the ALT key to display the
underlined letter is a visual aide. These Quick Keys can be used at any time,
even when the option does not have a letter underlined.

= Electronic Recording System =l [|5|

ALT+T opens the Tools menu
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General Information And Helpful Hints

ERS Entry Mode

You may use the function key F4 when accessing a drop down list box, or you
may click with the mouse on the down arrow.

Tab:

Use TAB to move forward from one entry field to the next entry field.

Use SHIFT+TAB to move backward from one entry field to the previous entry
field.

Execute:

When you see a button with dots on the face, you can press ENTER to execute
that command, rather than clicking on it with the mouse, as the button already
has “the focus”. Press TAB to move the focus to the other button(s).

P o to Dueue; IEIn Huold j

LCancel |

Button with dots on the face Press ENTER to execute “OK”
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Logon

Logon

Access to the Electronic Recording System (ERS) application is controlled by a
user-rights table, administered by a limited set of user name’s that have sufficient
authority granted to them. This is a very important control, and should be
carefully managed. Depending on the access level assigned to a user, they will
have access to various pieces of the ERS application, but generally not complete
access.

ERS will require a user to logon, after the user double-clicks on the ERS icon on
their desktop.

ERS %

Electromic Recording System

Uzer Mame: |L|HName |
FPaszword: |@@@@@@ |

Enter your User Name in the first field, and then TAB to the Password field.
Enter your password and click OK.

Alternatively, if you do not want to use the mouse to click OK, you can hit the
TAB key until OK is highlighted, and hit ENTER.

NOTE: When you enter your password, it will not display on the screen, but will
be represented by a series of asterisks “*” or other special characters.

If you don’t want to continue, click on Cancel instead. This will cause the Logon
dialogue box to close and the ERS application will not be opened.

KEEP YOUR PASSWORD PRIVATE. You should not share your password or
log on to the system and let someone else then operate under that session. The
initials of the user logged on to the system will attach to transactions entered,
and you will only want to be responsible for your own activity.

If you forget your password, the administrator of the ERS application must assign
a new one.
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The ERS Desktop

The ERS Desktop

Electronic Recording System Desktop

The Electronic Recording System will display a desktop as shown below when a
user signs into the ERS application.

=10l x|

= Electronic Recording System

File Tools Abouk

1O d

Wzer: Mick Moeller o

NOTE: Depending on your access level, not all of the menu options or tool bar
icons may be available to you.

For example, a user with the “Scanning Department” access level enabled, will
have access to the New File, Open Package and Address Book tool bar icons,
and the Tools menu will have available the Show Desktop, Address Book,
Reprint Documents, Change My Password, and Error Log options.

A user with the “Scanning Department” and “Send to County” access levels
enabled, for example, will have access to the New File, Open Package, Send to
County Recorder, Address Book, and Queues tool bar icons, and the Tools
menu will have available the Show Desktop, Change Queue, Queues,
Address Book, Reprint Documents, Send to County Recorder, Recording
Fees, Change My Password, and Error Log options.
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The ERS Desktop

Tool Bar

The tool bar gives quick access to several commonly used ERS functions. Hold

the cursor over a icon on the ERS tool bar to see its description.

Tool Bar Icons And Quick Key Alternatives

The following table describes each of the tools that can be found on the ERS
toolbar; and the Quick Key alternatives — should you not want to use the mouse.

Button Tool Name Quick Keys

3 New File CTRL+N
Open Package CTRL+O
Options CTRL+P

:f.; C) Send to County Recorder | CTRL+E

@ Address Book CTRL+A

= Queues CTRL+Q
Reprint Documents CTRL+R
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File Menu

File Menu

New

There are four (4) ways to create a new ERS file:
e Use the ALT+F to activate the drop down menu, then N to open the
New File selection window
e Click on the File menu with the mouse, then click on New
e Use the shortcut icon on the tool bar (New File)
e Use the CTRL+N Quick Keys

In the File Number field of the New File dialogue box, type in an escrow file
number, and then press the TAB key.

For this File Number, ERS will create a unique Package ID in the ERS
database. Because some counties allow the submittal of more than one (1)
“‘package” for an escrow file, ERS creates this unique Package ID, in order to
differentiate between these packages, if, at another time, a different package for
the same escrow file is submitted to the County Recorder’s Office.

File: Nurnber: |nnnnnnu3 |

[ atify: |a|::|:tng |

ok I LCancel |

ERS will verify if an e-mail address exists in the Impact/SQL address book for the
escrow officer associated with the escrow file, if your system is configured for
integration with Impact/SQL. If the escrow file exists, then the escrow officer
name associated with the escrow file will be displayed in the Notify field,
otherwise the Notify field will be blank.

Click on the County drop down list arrow to select the correct County Recorder’s
Office, or press TAB to move to the County drop down list, then press F4 and
use the down or up arrow keys.

Click on the OK button to continue to the Select Parties to Notify screen, or
Cancel to exit back to the ERS desktop.
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File Menu

The Select Parties to Notify screen will be displayed.

Seleck Parties to Mokify

Send Email Tao: | | Add

Addrezs Boak Farties to Motify

Joe Baob [jBi@theman. com]) -

John Capa [lohn. Capa@signon. org)

K.athy [klee@digizolaz. com)

b ark, M cGwire [home@run.com]

riew [news(Enew, com)

nie entry [Rewi@conl com) 7 |
Hew Entry [new@entmy, com]

Mick Moeler [nmoelleri@digizalaz. com])

stef [stefidstef com)
Stefanie [zcopast@idigizolaz. com) ;I

Bemove ok LCancel

The Select Parties to Notify screen enables you to select names that should be
notified of the status of the scanned package. If the New File dialogue box had
the escrow officer name displayed in the Notify field, then you can add additional
names to notify, if applicable, from this screen. If there was not an escrow officer
name displayed in the Notify field, then add all names to notify from this screen.

If an appropriate name is listed in the Address Book list on the left, highlight the
name and then click on the >> button in the middle of the screen, to include the
name on the Parties to Notify list on the right. If applicable, repeat this
procedure for any additional name(s) to include.

To remove a name from the Parties to Notify list on the right, highlight a name,
then click on the Remove button.

To cancel without selecting a name in the Select Parties to Notify screen, press
the Cancel button to continue to the screen used for scanning a document. See
the Scan A Document section below for details.

To use the name(s) listed in the Parties to Notify area, click on the OK button.
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File Menu

If an appropriate name is not listed in the Address Book list on the left, and you
wish to add the person to the Address Book, enter the appropriate e-mail
address in the Send Email To field at the top of the screen, and click on the Add
button. A confirmation dialogue box will pop up. Press ENTER or click on Yes to
add a new entry to the Address Book, alternatively, click on No to use the e-
mail address for only this package and not add it to the Address Book list.

ers X

\?I’) Wiould you like to add this entry into the Address Book?

If Yes was selected, enter the person’s name in the Name field, and then click on
Ok.

Address Book Entry x|

Mame: | |

E mail &ddress: |Jn:-hn.Eapa@signn:nn.n:nrg |

| k. I Cancel |

The person’s Name and Email Address will be added to the Address Book and
the Parties to Notify list on the right, but the Address Book list on the left side
of the screen will not be refreshed with the new entry until later.
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File Menu

Scan A Document

Once the File Number and e-mail address (if applicable) information is entered,
the New File screen is displayed.

On the New File screen, depending on system configuration, you will either see
the Scan button, right below the Document Options area of the screen, or you
will see the Import button. If the Import button is displayed, then see the Import
A Document description in the section below for an explanation of this screen.

Package ID *\ / FiIeNumber/ County

New File

Electromic Recordi
-:'_F'ackage D |
e a0
.:_D:uuntj,I .' i Enulder [EEI]
ﬂ af Dncuments EI

Du:u:ument Elptu:uns \ i _' e e I

T _I,Ipe u:uf D-:u:ument I%ansfactmn u:uf Mnrtgage

'EDHSIdEfatIDh .-’-‘-.mn:nunt I \

Scan i\

N
by

Scan or Import Number of scanned Type of Document
button documents drop down list

In the Document Options area of the screen, click on the Type of Document
drop down list arrow, or use the down or up arrow keys to make your selection.
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File Menu

After selecting the Type of Document, confirm that the document pages are
correctly inserted into document scanner.

Click on the Scan button to open the TWAIN interface to your scanner’s setup
page. Refer to the documentation that came with your scanner, for instructions
+on its use. Select the appropriate options for your scanner if needed, and click
on the Scan (or similar) button to begin scanning the document pages.

When the scanner has completed scanning the page(s) of the document, the
New File screen will be displayed again. If more than one (1) page was
scanned, then the right side of the screen will show a thumbnail image of each of
the pages that were scanned, otherwise the right side of the screen will show a
full page view of the single page.

: Electrunlc Recurdlng 51_.rstem

New File %‘w

Electronic B ecording System
-:'_F'al:kage ID .444 RN A L _
T e _- - _nnnnnnnn :
_::EI:IurIt_lr' : Eh:ulu:ler [EEI] .
# af | Dncuments D

Elcuu:ument I:Iptu:uns :' ., D

T_I,Ipe u:uf Du:u:ument |Sat|sfa-:t||:|n l:nf Ml:lrtgage ;i

i E-:unsu:leratu:un .ﬁ.mu:uunt I

e I “ Done - | Carcel |

Scanned Docurment O piors

Bezcan Docurent Aocept Document
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File Menu

Scanned Document Options

After scanning the document page(s), you can delete, rotate, or view the page(s).

The document can also be rescanned if applicable.

When the document is satisfactorily scanned it can be saved.

Delete a Scanned Page

Click on the image of the page to be deleted, then right-click on the image to
display a menu with several options, and then select Delete Page.

| - Electrunlc Recurdlng 51_.rstem
‘File  Tools - .ﬁ.l:ucuut S

Jd @ O @

New File %‘w ______

Electronic Recording System e

"Pa:c'kaﬁé_l'pi'_ 444 Ty
File: - _'..-__'-'--Zunnnunnn
I:n:nunt_l,l i Eh:ulder [EEI]

ﬂu:ufDu:u:uments EI . i

- Zoom In

'DucumentDptlnns R e

T.'r'I:'E Df DDCUmEﬂt |Satlsfactu:|n u:uf Mnrtgage j

i E-:unsu:leratu:un .ﬁ.mu:uunt I

= -:"eira.: e ! e | el ]

Scanned Document O ptions

A confirmation dialogue box will pop up. Press ENTER or click on Yes to
proceed, or click on No to return to the screen with the thumbnail images.

To delete a scanned document consisting of only one (1) page, click on Rescan
Document to replace the existing document by scanning a new document, or
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File Menu

click on Cancel. If Cancel is selected, a confirmation dialogue box will pop up,
then press ENTER or click on Yes to return to the New File dialogue box.

Rotate a Scanned Page

Click on the thumbnail image of the page to be rotated, and then double-click on
the image.

When the right area of the screen displays only a single document page, the
Scanned Document Options area of the screen will display four (4) options.
Click on the Rotate Image button. Each time that Rotate Image is selected, the
image of the document page will rotate clockwise an additional 90 degrees.

| Elecl:runu: Recurdlng System -

File - Toals' J:'.I:u:iut SbE e :

New Fi Ie

Electronic Becording System

: A e
-:.F'an:kage ID _444 il e
e _' i i EIEIEIEIEIEIEIEI

il 3 b o L B T
: I:::uunt_lrl - Enulder [I:EI] PP

i i i e e .':I:cr::.l-:..'

D-:ucument I:Iptu:nns S _' _ .' e gtk

oA - s i = o juTERC TR L ST W EA
T_','IZIE -:nf Dl:u:ument |Sat|sfac[|un .;.f Mnrtgage j i iy 10 L el i 222
SR LIRS TR
'EDHSIdEfatIDH .-'f-.mcuunt I T Tetdbda s las Ta s
el | “ Done | - LCancel |
L T TN [ S
Sn::é-n'r.'ned Diocurent I:Ii:ltin:;r'.m Kool
[l P
Fezcan Docurent Accept Document I
= aeae - | e e e e g ] |
Zoom drop down list Rotate Image button
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File Menu

View a Single Scanned Page

Double-click on a thumbnail image of a page to change the display size from a
thumbnail view to a full page view. To change the zoom factor (to increase or
decrease the size of the image displayed), click on the Zoom pull down list arrow
in the Scanned Document Options area of the screen. If needed, the image
can be rotated by following the instructions above. When you are finished
viewing the image of the document page, click on the image to return to the
thumbnail view.

Rescan The Document Page(s)

If the document was scanned unsatisfactorily, and should be rescanned, click on
the Rescan Document button to rescan the entire document.

Electronic Recording System v4.0.1 User Manual Page 18 of 53 1/25/2007



File Menu

Save a Successful Document Scan

When the document is scanned to your satisfaction, click on the Accept
Document button to save the scanned document page(s), clear the document
preview area, and also clear and update the Scanned Document Options area
of the screen to reflect that the Document Saved, and that ERS is ready to scan
another document.

Depending on the company’s configuration, the Type of Document that is
selected may require that an amount be entered into the Consideration Amount
field. When the Accept Document button is clicked, a red icon will be displayed
to the right of the Consideration Amount field if it does not contain a valid
number. Normally, this field will be left blank, unless ERS interfaces with
software at a County Recorder’'s Office that uses the amount in this field to
calculate documentation fees.

= Electronic Recording System - |I:I|5|

File Tools Abouk

SELELE I

New File %‘v

Electromic Recording System

Package ID: 28
File: 00001020
CoLnky: All Optiohz [AF]

# aof Documents: 1

Document Optionz

Type of Document: I Mortgage j

Conzsideration Amauint; I

Scan | Done | LCancel |

Document 5aved

zer: Mick &

If applicable, click on Scan to scan more documents for this package.
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File Menu

If you are finished scanning documents for this package, click on the Done
button. ERS will save all the documents for this package in the database and
return to the New File dialogue box.

Mew File

_':..Fi.I.e"N_L.J;';'l.I:-I;_E;r.:.._.-.|'j]j'j':”j':"jn o
e

o County

If you click on the Done button, and later more documents must be included in
the package before it is sent to the county, an entirely new package must be
created (File > New). Once a new package is Done, note its Package ID, then
go back and delete the incomplete package (it has a different Package ID), since
it was replaced with the new package.

NOTE: All scanned documents are placed in the Scanned queue.
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File Menu

Import A Document

Once the File Number and e-mail address (if applicable) information is entered,
the New File screen is displayed.

On the New File screen, depending on system configuration, you will either see
the Scan button, right below the Document Options area of the screen, or you
will see the Import button. If the Scan button is displayed, then see the Scan A
Document description in the section above for an explanation of this screen.

Package ID File Number County

= Electronic Recording System - | I:Ilil

File Tools Abouk

15 O H

New File Y
Electronic Becording System

Fackage ID: 19

File: 0000020

County: All Optionz [P

# of Documents: 0 \

Dacument Optionz

T_UI:IE of Document; Sbztract of J I_JlnganE:Ht

Conzsideration Amaint; I \

[rpart | \ [ane | LCancel |
User Mick / \ v
Scan or Import J \ Number of scanned \— Type of Document
button documents drop down list

In the Document Options area of the screen, click on the Type of Document
drop down list arrow, or use the down or up arrow keys to make your selection.
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File Menu

Click on the Import button to open the Select Files to Import screen from which
you can browse the network or workstation drives and folders, and then select
the appropriate Tagged Image File (TIF) format file to import into ERS. Check
with your company on the policy for the TIF file naming conventions and file

location(s).
Look jri | ) STOREAGE | & ® ek EE-
| 463-1-2- 1=
| 463-2-2-2--M
[ Fapd-1-2-2--1
| 464-2-1-1--C
Diesktol Ju]
by Diocuments
-
¢
tdy Computer
File name: |464-1-2:2-N =l Open |
Files of type: | TIFF files (") | Carcel |
P

Highlight the appropriate TIF file, then click on Open, or simply double-click on
the file.
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File Menu

When ERS has completed importing the page(s) of the document, the New File
screen will be displayed again. If the TIF file contains more than one (1) page,
then the right side of the screen will show a thumbnail image of each of the

pages, otherwise the right side of the screen will show a full page view of the
single page.

= Electronic Recording System O] x|

File Tools Abouk

1y Qe Ef

New File Y :
Electronic Becording System

Package ID: 19

File: 00001020

County: All Optionz [AF]

# of Documents: 0

Diocument Optionz

Type of Document: I.ﬁ.l:ustract of Judgement j

Conzideration Armount; I

ot | Lone | Cancel |

Scanned Document Optionz

Irpart Again I Accept Document

Idzer: Mick
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File Menu

Imported Document Options

After importing the document page(s) from the Tagged Image File (TIF) format
file, you can delete, rotate, or view the page(s).

If an incorrect document was imported, simply click on Import Again and select
a different TIF file.

After determining that the document is satisfactorily imported, it can then be
saved.

Delete An Imported Page

Click on the image of the page to be deleted, then right-click on the image to
display a menu with several options, and then select Delete Page.

= Electronic Recording System O] =|

File Tools Abouk

SR ELY

New File o ==

Electronic Recording System

Zoam In

Package ID: 22
File: Qo001 020 Delete Page
County: All Optiohz [AF]

# aof Documents: [

Document Optionz

Twpe of Document; Iﬂbstract of Judgement j

Conzideration Amaouint; I

[rpart | [ope | Canzel |

|’Scanned Document Options

Import Again Accept Document |

dzer: Mick

A confirmation dialogue box will pop up. Press ENTER or click on Yes to
proceed, or click on No to return to the screen with the thumbnail images.

Electronic Recording System v4.0.1 User Manual Page 24 of 53 1/25/2007



File Menu

To delete a imported document consisting of only one (1) page, click on Import
Again to replace the existing document by importing a new document, or click on
Cancel. If Cancel is selected, a confirmation dialogue box will pop up, then
press ENTER or click on Yes to return to the New File dialogue box.

Rotate An Imported Page

Click on the thumbnail image of the page to be rotated, and then double-click on
the image.

When the right area of the screen displays only a single document page, the
Scanned Document Options area of the screen will display four (4) options.
Click on the Rotate Image button. Each time that Rotate Image is selected, the
image of the document page will rotate clockwise an additional 90 degrees.

= Electronic Recording System - O] x|

File Tools Abouk

15 O B

New File %‘v —

Electronic Becording System

Fackage I0: 21 . Tmimp
File 00001020 Dlgital Recor
County: All Optionz [AF]
# of Docurnents: 0
Document Optians » Direciosy Stroclure:

Tille oz L ;
Type of Document; I.-'-‘-.bstrau:t of Judgement j “me-n?:ﬁlluﬂ e

Das 01-31

Conzideration Arnount: I

Freamplz: —

Averst 4, 1798 for ManCn Tide

ot | Lone | LCancel | Drirectory: YanCn Tileliig1

Dircctory will ke cloged off at Spow

& File Straom: e

Scanned Document DDtiDﬂS Eearrewe Humzer—foumber oz Fages Humss al'lF e

AP

E-:.:n.sw HII.'I!'II:::I," 1_9,341
Murbes of Paper. 15

Wurthes of Files: £
Zoom: | 40% 7ﬂ Rotate Image | Soquoncs of File. 2 _ILI
/ \ [ E

Idzer: Mick

Zoom drop down list J \
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View a Single Imported Page

Double-click on a thumbnail image of a page to change the display size from a
thumbnail view to a full page view. To change the zoom factor (to increase or
decrease the size of the image displayed), click on the Zoom pull down list arrow
in the Scanned Document Options area of the screen. If needed, the image
can be rotated by following the instructions above. When you are finished
viewing the image of the document page, click on the image to return to the
thumbnail view.

Import The Proper Document Page(s)

If an incorrect document was imported, simply click on Import Again and select
a different TIF file.
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Save a Successful Document Import

When the document is imported to your satisfaction, click on the Accept
Document button to save the imported document page(s), clear the document
preview area, and also clear and update the Scanned Document Options area
of the screen to reflect that the Document Saved, and that ERS is ready to
import another document.

Depending on the company’s configuration, the Type of Document that is
selected may require that an amount be entered into the Consideration Amount
field. When the Accept Document button is clicked, a red icon will be displayed
to the right of the Consideration Amount field if it does not contain a valid
number. Normally, this field will be left blank, unless ERS interfaces with
software at a County Recorder’'s Office that uses the amount in this field to
calculate documentation fees.

= Electronic Recording System - |I:I|£|

File Tools Abouk

1 OHEd

New File %‘w

Electromic Recording System

Package ID: 21
File: 00001020
CoLnky: All Optiohz [AF]

# aof Documents: 1

Document Optionz

Twpe of Docurnent: | St s e g ==

Conzsideration Amauint; I

[rpairt | Done LCancel

Document 5aved

dzer: Mick 4

If applicable, click on Import to import more documents for this package.
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If you are finished importing documents for this package, click on the Done
button. ERS will save all the documents for this package in the database and
return to the New File dialogue box.

Mew File

_':..Fi.I.e"N_L.J;';'l.I:-I;_E;r.:.._.-.|'j]j'j':”j':"jn o
e

o County

If you click on the Done button, and later more documents must be included in
the package before it is sent to the county, an entirely new package must be
created (File > New). Once a new package is Done, note its Package ID, then
go back and delete the incomplete package (it has a different Package ID), since
it was replaced with the new package.

NOTE: All imported documents are placed in the Scanned queue.
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Open
To access a package that has been scanned but not yet sent to the County
Recorder’s Office, select either File > Open, click on the Open Package icon on
the toolbar, or use the CTRL+0O Quick Keys.

2 Electronic Recording System - |EI|5|

File Tools &bouk

8

Open Package

User: Mick Moeller S

Enter a number in the File Number field and press TAB then ENTER, or click
on the Find Packages button. More than one (1) package may exist for this File
Number; highlight the correct Package ID and then click on OK, or just double-

click on the Package ID number.

File Number: (00000100 | FindPackagss |

Package (D Date Scanned Scanned By CoLnty

[ueue

To Be Sent ko County

143142005 3:19:05 AM Boulder

| H
k. I Cancel |
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Click on the plus sign or double-click on the File Number, to expand the listing to
show the names of the scanned documents directly below.

The right side of the screen will display various Information for Package No
associated with the File Number.

County that was selected from
the New File dialogue box

Date that the Package

Name of the User that was sent to the County
scanned the Package Recorder’s Office

2 Electronic Recording System 3 = |EI|5|
File Tools About

IO rHHS \_ \_ |
-3 — Information for Paxkage (D 44 f
EL\I\\, Ll Releasze of Federal Tax Lien

County: oulder
Diate Scanned: £20/2005 12:47:23 PM
Scanned By thell

Date Sent to Recorders Office: 1/20/2005 12:49:37 P

Sent ta Recorder By: thell
Document Count: 1

Fage Count: 1

Current Queue: Scanned
Merma:

Delete Package

zer: el / / \ A

If the Package is in the Rejected J L Total Number of pages
queue, then any memo from the scanned for all of the
County Recorder’s Office will be here documents

Number of documents scanned
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Exit

Select either Exit from the File menu, or use the CTRL+X Quick Keys to close
the ERS application and return to the Windows desktop. You should Exit out of
ERS when you are leaving your desk for an extended period, or are going home
for the day. Always Exit out of ERS at the end of each day, before logging off of
your computer. If you leave your ERS session logged on, others will have
access to your “rights”, and this could raise security concerns.
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Tools Menu

Show Desktop

Select Show Desktop from the Tools menu to clear the screen and return to the
ERS desktop, or use the CTRL+D Quick Keys.

Change Queue

Select either Change Queue from the Tools menu or use the CTRL+C Quick
Keys to view the Change Queue screen.

All scanned document packages are placed in the Scanned queue. To move a
Package to another queue, use the Change Queue option as an alternative to
the Queues option. The Change Queue option is especially useful if a file
number has several packages that may not be located in the same queue, since
the Change Queue screen lists the queue in which each package is located.

To move a package to another queue, enter a file number in the File Number
field and then click on Find Packages.

Highlight the correct package from the resulting list displayed below the File
Number field. Click on the Move to Queue drop down list arrow to select the
correct destination queue, or press TAB to move to the Move to Queue drop
down list, then press F4 and use the down or up arrow keys. Click on the OK
button to move the package to the destination queue, or Cancel to exit back to
the ERS desktop. ERS will immediately update the list to reflect the new status
of the moved package. If appropriate, repeat this step for any listed package.

thangequese
File Number: [00000100 EADaS aper |

' Package D | DateScanned | ScannedBy |

County 'I]mue

143142005 3130.. scopas Eoulder ToBe Sent to County

Move to Queue: ﬂ | oK I Cancel I
Scanned
Recording Desk
ToBe Sent To County k
On Hold
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If the destination of the package is the Hold queue, a reason for placing the
package on hold must be entered in the text entry field of the pop up dialogue
box. Press ENTER or click on OK to continue, alternatively, click on Cancel to
exit back to the queues screen.

ers x|
Feazon why the file iz being placed on hold:

Cancel

Becausze

If Cancel is clicked or the text entry field is left blank, ERS will display an Action
cancelled alert box.

If a File Number is moved from any queue to the To Be Sent to County queue,
these documents must then be reviewed and approved by a designated person
before ERS will send them to the County Recorder’s Office. See the Send Files
To County Recorder section below for details.

NOTE: If the ERS system option Auto Send to County is enabled, and a File
Number is moved from any queue to the To Be Sent to County queue, a
confirmation dialogue box will pop up. Press ENTER or click on Yes to proceed.

rs x|
\:\?I‘) Are wou sure you wank to send this package ko the counky®

Yes Mo |
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Queues

Select either Queues from the Tools menu, the Queues icon on the tool bar, or
use the CTRL+Q Quick Keys to view the queues screen.

= Electronic Recording System =]
Eile Toolz About

zer: Mick Maeller o

If a plus sign (+) is to the left of a queue name, click on the plus sign to expand
the queue listing to show the File Numbers within that queue, for example, if the
Scanned queue has a plus sign to the left of it, click on the plus sign to reveal
any File Numbers listed in the Scanned queue.
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= Electronic Recording System =]
Eile Toolz About

ﬂ@@?@ﬁ

r[]%l e | nnnnnnaa
-3 00123456

[+ MPAGE
Recarding D ezl
Date Downg
----- ¥ ToBe Sentto County

£ O Hold

zer: Mick Maeller o

[—]

The queue listing shows the File Numbers within that queue. Click on the plus
sign to the left of a File Number, to list the scanned document(s), for example, if
00123456 has a plus sign to the left of it, click on the plus sign to reveal any
scanned document files listed for the 00123456 File Number. If any File
Numbers are listed more than once, then remember that each has its own
unique Package ID.

2 Electronic Recording Syst - |EI|5|

File Toolz About

By O o 5 B

[=- b Scanned
#1423 00000039
=25 007123456
: ﬂ Affidavit of Property ' alue
| d| Agreement For Sale
: H Azsignment
' -- Builder Special \Warranty Deed
| 4| Death Certificate
-3 MPAGE
Recarding Desk
Date Downg
----- . ToBe Sentto County

€ O Held

dzer: Mick Maoeller 2
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View File Number Information

To view information related to a File Number, click on the number to display this
information on the right side of the screen. ERS automatically assigns a
Package ID number that groups the scanned documents into a package that will
be sent to the County Recorder’s Office as a unit (package).

_ioix]
File Tools About
[
Eb Scanned Infomation for Package |0 653
SRS 00005004 _
i Pier of Attomey Covnty: Al Optionz
e G SR SR Date Scanned: 2/7/2005 11:53:19 &M
a Q0005005
-3 00005006 Scanned By: ICOpas
Eﬂ--% Recording Desk
Date Downs [Date Sentto Recorders Office:
----- ¥ ToBe Sent to County
@ On Hold Sent ta Fecorder By:
Documenl Count: 2
Page Count: G
Curmrent Quewe: Scanned
b erni:
Delete Package
zer scopasz -
Delete A Package

Click on Delete Package on the lower right corner of the screen to delete the
package. A confirmation dialogue box will pop up. Press ENTER or click on
Yes to proceed.
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View Thumbnail Image(s) Of Document

To view a document file that was scanned, click on the title of the document, for
example, click on Agreement For Sale to display the thumbnail images of each
document page scanned to the Agreement For Sale document file.

= Electronic Recording System _ O]
File Toolz About

0O e

Elb Scanned
+-423 000000949
=29 00123456
ﬂ Affidavit of Property 4 alue
Sk orecment For Sale
o | Assignment
: ﬂ Builder Special ‘W arranty Deed
| d| Death Certificate
-5 MPAGE
Recording Desk
Date Downz
----- ¥o ToBe Sent to County

£ O Hold

dzer: Mick Moeller A
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View Enlarged Thumbnail Image

To view an enlarged version of a thumbnail image, click on a thumbnail image of
a document page.

= Electronic Recording System =]
File Toolz About

B0 SR

=& Scanned

a 0000033

=424 00123456

L] Afidavit of Property 4 alue

Agreement For Sale
L Assignment

: H Builder Special \wWarranty Deed
- | 4| Death Cetificate

H-F MPAGE

Recarding Desk

Date Downg

----- 5 ToBe Sent bo County

- O Hold

dzer: Mick Maoeller o
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To return to the thumbnail view of a enlarged image, click on the enlarged image.

= Electronic Recording System

Eile Toolz About

=10] x|

B0 S HE

Elb Scanned
-3 00000039
=23 00123456
ﬂ Affidawit of Property ' alue
| 4| Agreement For Sale
|| Assignment
ﬂ Builder Special W arranty Deead
| 4| Death Certificate
-3 MPAGE
Recarding Desk
Date Downg
----- ¥ ToBe Sentto County

£ O Hold

Izer: Mick Maoeller
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Move Document To Queue

All scanned document packages are placed in the Scanned queue. To move a
File Number to another queue, right-click on the File Number, click on Move to
Queue, and then click on the destination queue. For example, a File Number
can be moved to the Recording Desk or Date Downs queue if the Recording
Desk or Date Downs department is still working on the escrow file. Also, a File
Number can be moved to the Hold queue if the escrow is placed on hold for any
reason. The File Number will remain in that queue until moved by a designated
person to the To Be Sent to County queue. Check with your company on the

policy for queue assignment.

= Electronic Recording System

File Tools Abouk

2w d

Document Count;

Elb Scanned Infarmatian for Package 1D ES2
a 00002000 ’7 Courte
g 00006, Maove ko Queus  # Scanned
-3 00020000 Recarding Diesk,
% Recording Desk Drake Dovns
Date Downz To Be Sent to Counky
¥4 ToBe Sent to County s Office:
-6 OnHold
Sent to Recarder By:
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If the destination of the package is the Hold queue, a reason for placing the
package on hold must be entered in the text entry field of the pop up dialogue
box. Press ENTER or click on OK to continue, alternatively, click on Cancel to
exit back to the queues screen.

ers x|
Feazon why the file iz being placed on hold:

Cancel

Becausze

If Cancel is clicked or the text entry field is left blank, ERS will display an Action
cancelled alert box.

If a File Number is moved from any queue to the To Be Sent to County queue,
these documents must then be reviewed and approved by a designated person
before ERS will send them to the County Recorder’s Office. See the Send Files
To County Recorder section below for details.

NOTE: If the ERS system option Auto Send to County is enabled, and a File
Number is moved from any queue to the To Be Sent to County queue, a
confirmation dialogue box will pop up. Press ENTER or click on Yes to proceed.

ers x|
?(; Are wou sure you wank to send this package ko the counky®

S

Yes Mo |

Refresh The Queues Screen

The queue screen can be refreshed manually by pressing the F5 key.

Electronic Recording System v4.0.1 User Manual Page 41 of 53 1/25/2007




Tools Menu

Address Book

To access the address book, click on the Address Book icon on the tool bar, or
use the CTRL+A Quick Keys.

= Electronic Recording System

File Toolz About

0w Oy Ef

Addresz Book
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New

Click on the New icon on the Address Book tool bar, to add a new name and an
e-mail address.

AddessBook |
O & X

Joefab - (blEitheman, com

I'v1 M ew oG wire - home@run.com

neEw entry - new@cool com

Mew Entry - new@entiy. com

Mick boeler - nmoeller@digizolaz. com
test - testiitest, com

Test Uzer - asdfdsff@azdf cam

Thar Fiell - tieli@digizalaz. com

thar test - azdfddfdfi®asdf.com
whatewver - i@dontkhow. com

Cancel |

Enter a name in the Name field and a properly formatted e-mail address in the
Email Address field, then either click on OK to add the name to the Address
Book, or Cancel to cancel the entry. If an e-mail address is entered using an
incorrect format, a red icon will be displayed to the right of the Email Address
field.

Address Book Entry Ed

M ame:; |Ehelya|:uinsk Yladivoztak |

Ermail Address: |Dmsk35mulensk,ru |

Cancel | |Please enter a valid email address in the format: address@domain.com
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Modify

Highlight an name on the list, then click on the Modify icon on the Address
Book tool bar, to change a name and/or email address.

Addresz Book |
[ ,f[ X

Firsth getLs=ath ame - emailtddressi@domain. orgzs -
Joe B | Modify| heman. com —

Mark. McGwire - home@run,. com
new entry - rew(Ecool. com
iMew Entry - newi@enty. com
Mick Moeller - nmoeller@digizolaz. com
test - teshi@test com

Test User - azdfdsffi@azdf. com

Thor Fiell - thel@digizolaz. com

thior tegt - azdfddfdfii@azdf.com

=l
Cancel |

Enter a name in the Name field and a properly formatted e-mail address in the
Email Address field, then either click on OK to save these changes to the
Address Book, or Cancel to cancel the entry.

Addiess Book Entry B3
Harne: ohn Capal |

E mail &ddress: |J ohin. Capa@signon. org |

ak LCancel |

If an e-mail address is entered using an incorrect format, a red icon will be
displayed to the right of the Email Address field.

Address Book Entiy E3
M arne: |Ehel_l,la|:uinsk Yladivostak |

Ermail Address: |Dmsk35mu:ulensk,ru |

Lancel | |Please enter a valid email address in the farmat: address@damain.com
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Delete

Highlight an name on the list, then click on the Delete icon on the Address Book
tool bar, to delete an name from the Address Book.

AddessBook |
ngg

FirstMame Chath ame - emailtddressi@domain. orgzs -
Joe Bob - in.u:u:um —

Mark. McGwire - home@run,. com

new entry - newiicool.com

Mew Entry - newisentry.com

| Mick Moeller - nmoellerEdigisolaz. com
ibest - ke L coarn

Test User - azdfdsffi@azdf. com
Thor Fiell - thel@digizolaz. com
thior tegt - azdfddfdfii@azdf.com

=l
Cancel |

A confirmation dialogue box will pop up. Press ENTER or click on Yes to
proceed.

ERS =

.‘_?/ Are pou sure wou want to delete new - newEinew, com’?

Cancel

Click on the Cancel button at the lower left corner of the Address Book to return
to the ERS desktop.
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Reprint Documents

To reprint a recorded document, click on the Reprint Documents icon on the
tool bar, or use the CTRL+R Quick Keys.

= Electronic Recording Spstem

File Toolz About

DO o R Ef

Feprint Docume
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To display a list of packages for a specific File Number, enter the number in the
File Number field, otherwise leave the field blank to retrieve a list of all
packages.

Click on the County drop down list arrow to make your selection, or press TAB
and then F4, then use the down or up arrow keys to make your selection.

Press TAB to have the documents listed below the County field.
Click on each document to be printed. A check mark will be displayed to the left

of each item selected. To unselect a checked item, click on the checked item
again.

A document selected for printing
will have a check mark next to it

Reprinkt Documents

Leave/File Humber blank for all packages

File Mjmber: | | Find F'au:kagesl
T’I

County: I Boulder [CO]

BEOULDER-00000702-540-540-1-F1. TIFF ﬂ
BOULDER-00000702-640-540-1-F1.TAT
BOULDER-00000702-540-5401-FP2TIFF
lwl BOULDER-00000702-540-540-1-P2 T T
[] BOULDER-00000703-541-541-1-P1.TIFF
=

[] BOULDER-00000703-541-541-1-P1.TXT

BOULDER-00000703-541-541-2-P1.TIFF

BOULDER-00000703-641-641-2P1.TKT

ok I LCancel

L

The document name consists of the name of the county, a dash (-), the File
Number, a dash (-), the Package ID, a dash (-), and various other numbers
used by ERS.

Click on a document to select it for printing

Click on the OK button to print the selected documents.
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Send To County Recorder

To send any ERS file which is listed in the To Be Sent to County queue, click on
the Send to County Recorder icon on the tool bar, or use the CTRL+E Quick

Keys.

NOTE: If the ERS system option Auto Send to County is enabled, then the
Send to County Recorder icon will not be displayed on the tool bar, and the To
Be Sent to County queue will never have a plus sign to the left of it as all files

put into the queue will be promptly sent.

= Electronic Recording System i [m] B4

File Tools Abouk

150 S B d

P

Recording Desk [Send to County Recarder |

- Date Downg
=M ToBe Sent to County
a Q002000

- On Hold

Idzer: Mick Moeller

Click on the County drop down list arrow to select the correct County Recorder’s

Office, or press F4 and use the down or up arrow keys.

Select a County

County:  |{=RaE ()]

ok I LCancel |

Click on OK to continue to the Send to County Recorder screen. To cancel
click on Cancel, and then at the blank Send to County Recorder screen, click

on Cancel again.
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To select an ERS file on the Send to County Recorder screen, click on the file
number in the File-Package area of the screen. Because ERS automatically
assigns an ERS internal Package No identification number in order to group the
scanned documents into one package, the ERS file is listed on the screen below,
as the file number, a dash (-), and the Package No, for example, ERS file
number 00123456 with Package No 4 assigned to the ERS file will be listed as
00123456-4.

Click on each file to be sent to the County Recorder’s Office. A check mark will
be displayed to the left of each item selected. To unselect a checked item, click
on the checked item again.

Send to County Recorder |

Select one ar mare files show below ta zend tao
the County Recaorder's Office:
File-Fackages

[] 00000033-5
vl

ok LCancel

Click on the OK button to send the selected files, or Cancel to return to the ERS
desktop.

A confirmation dialogue box will pop up. Press ENTER or click on Yes to send
the selected files, alternatively, click on No to return to the Send to County
Recorder screen.

s X

H_?/-' Are wou sure you wank to send these items to the County Recarder?

Yes Mo |
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After a few minutes, depending on the number of files being sent, the system will
send a notification to the e-mail addresses selected in the Select Parties to
Notify dialogue box. See the New description in the File Menu section above
for details about the Select Parties to Notify dialogue box.

To check on the status of any package, select File > Open, then type in the
escrow number in the File Number field, press TAB, double-click on the
Package ID, and then view the Information for Package on the right side of the
screen. See the Open description in the File Menu section above for details
about the Information for Package No area of the screen.
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Recording Fees

Select Recording Fees to create a report that lists the County Recorder’s Office
fees that have been incurred for the recording of submitted documents, based on
the date range selected (including both dates) for the selected county.

To change the date in the Begin Date field, either click on the drop down list
arrow to display the calendar tool and then click on the desired date, or
alternatively, use the up and down arrow keys to increase or decrease the
highlighted month, date, or year value. Use the right and left arrow keys to move
between the month, date, and year areas of the Begin Date field.

Recording Fees |

Begin Date: [vwednesday, 0z, 2005 x|

End D ate: |Wednesday, February 02, 2005 ;I

Corby: I Boulder [CO] j

If appropriate, change the date in the End Date field in the same manner as in
the previous step.

Depending on company configuration, the County field may be pre-filled with a
default County name and be deactivated (dimmed out). If not deactivated, to
select a County name use the function key F4 for accessing the drop down list
box, or you may click with the mouse on the down arrow.

NOTE: The only counties shown on the drop down list are those with ACH or
Draw Down selected as the Payment Type on the County Details screen. See
the Counties section in the Electronic Recording System Administrator Manual
for details.

Click on OK to print, or Cancel to abort any changes and return to the ERS
desktop.
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Change My Password

To change your password, type in a new password containing a least six (6)
characters in the Enter Password field. Retype the new password in the
Confirm Password field.

Click on the OK button to accept your new ERS password, or Cancel to abort the
password change.

Change My Pazzword |

Enter Pazzword: | |

Confirm Password: | |

LCancel |

Error Log

The Error Log opens a screen with a listing of critical errors that have occurred
in the ERS.
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About Menu

To determine the ERS application version and build number, select this menu
option. Please have this version number information available when calling the
Help Desk for assistance.

O x|
i Electronic Recarding System
\j) Copyright 2005 154 Digital Solutions Inc,
WBRMIMG: This computer program is prokected by copyright
law and inkernational treaties, Unauthorized reproduckion
aor distribution of this program or any portion of it may resulk
in severe civil and criminal penalties and will be prosecuted

ko the maximum extent possible under law,

Version 4.0,1 Build 18

\
\

Version number information

NOTE: The version and build number for each USA Digital Solutions product
may be unique, for example, the Escrow module may not be the same version as
the ERS application.
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