Johnny:

Receive CD or check FTP site for the county.

If new file is in, then download it from FTP site and unzip it to a temporary folder on a networked disk OR just load all the contents of the CD to a temporary folder on a networked disk.

Run ConvertAccesstoSQL on the images. This will post the images to a LSFW Batch DB. 

Tag all the images such that each image represents one document using LSFW or TagMaster

After Tagging is complete, stop working on batch and record that the batch is ready for Image Quality verification by completing the Tagging section Image Tracking Log and dropping it into the inbox for Imaging Quality.

Quality Checker records all docs with any errors in the Image Tracking Log and sends the Log back to Johnny.

Images are posted using LSFW to the Main DB. An entry is made on the Log indicating the posting date and time.

Image Tracking Log is keyed into an e-mail and sent to Cindy and the Team Lead for the county. 

The e-mail is also printed and handed to any member of the Team for that county in case the Team Lead or Cindy is not present.

Cindy

Check starting and ending County File Number for each filing date from the web or from the report e-mailed by Johnny at imaging.

Enter TP3 for the county and create Batches

Print the blank Batch entry forms and send to Team Lead for County

Data Entry

Team lead for county places the blank Batch Entry forms in the general Inbox.

Each DE Staff picks up a Batch Entry form and takes to his/her workstation.

Data Entry is done for Document Number, Vol/Pg, Legal Description, Grantor and Grantee names, Date of Filing, Date on Document, Monetary consideration, Document Code/Type/Classification, Title Company, and Remarks.

File the completed record under Property Index if the document relates to real property

File the completed record under General Index if the document relates to personal property. Circle the G letter in the Batch Form.

During Date Entry, if the Legal Description cannot be resolved, then mark the record as a Locates Record and key in is much info as is discernable from the document. Circle the L letter in the Batch Form.

For each file in the Batch, if there are multiple tracts or multiple legal descriptions in the document, enter the information for each tract or legal description mentioned in the document. Each such entry is considered as a duplicate. Mark a notch to the left of the document number in the blank Batch Form. 

After completing the Batch, tally the total number of documents in the Batch and the number of notches and write the total on the Batch Form. Place the filled out Batch Form in the Verification Inbox.

Verifier takes the Batch Form and goes to his/her workstation

He/She does data entry for Volume/Pg, Legal, Names, and Dates. As each field is typed in it is matched with the data that was keyed in earlier by the Keyer. If there are any changes detected, Verifier is given a choice to Change or to leave as is. If Change is selected, then a Change Code is keyed in and the field is committed. If Change is selected, the Verifier notes what was wrong on the Batch Form.

After Batch is Verified, the Batch Form is placed in the Completed Inbox.

For each Batch that is Completed, the Team Lead can immediately Merge the Batch Data into the TP3 master data or schedule the Batch for Merging later during the day.

