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Check starting and
ending County File
Number for latest
filing date from the
web or from the

report e-mailed by
Johnny at imaging.

Enter TP3 for the
county and create

Batches

Print blank Batch
Forms and send to
Data Entry Team
Lead for County

Find Starting
and Ending CFN

for the latest
Filing Date

New Images
available for
keying on CD
or FTP Site

Run
ConvertAccessto

SQL on the
images

This will
post the

images to
a LSFW

Batch DB.

Tag all the images

Each image
now

represents
one

document
using LSFW
or TagMaster

Complete the
Tagging section

on Image Tracking
Log and send to

Image Quality

Open each image
and record any
error on Image
Tracking Log

Complete the
Quality section on

Image Tracking
Log and send to
Imaging Posting

Images are posted

Posted using LSFW to the
Main Image DB for the

County. The Image also
moves into the SAN. 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

A

A
Batch Creation

Report
-detailed by each

county
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Batch Entry forms
placed in the

general In Tray

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

workstation

Key In Document Number
and retrieve matching image

thru DocLoader

Key in other details from Image. If Legal
Description is not available, or if document
is for acreage, Metes and Bounds, or an
Assignment and Release type, Mark as a
Locates Record and key in as much detail

as possible

Vol/Pg, Legal
Description, Grantor and
Grantee names, Date of
Filing, Date on
Document, Monetary
consideration, Document
Code/Type/
Classification, Title
Company, and Remarks
If Locates Record, Circle
the L letter in the Batch
Form.

A

B
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� 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.�

Tally the total number
of documents in the

Batch and the number
of notches and write
the total on the Batch

Form.

More
Documents in

Batch?

Index the
Document Entry
based on rules

below

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.

Place the filled out
Batch Form in the In
Tray for Verification
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DONE. Documents
for the filing date on
Page 1 are available

for Search
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After Batch is
Verified, the Batch
Form is placed in
the Completed

Tray.

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.

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.

Verifier takes the
Batch Form and
goes to his/her

workstation

C
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Locater reads the
document, Partial
legal & Remarks
keyed by keyer
and decides which
is best place to look
for more information,
this Varies for every
county
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Locater takes a
few paged of the
Printed "keying
Locates Report"
and goes to his/
her workstation

Locates works on
following documents
1) Metes & Bounds
2) Replat Information
3) Release of Lien
4) Missing Legal
Description
5) Document for which any
info  is needed .

If Replat
Document

Locater Enters
Replat information

in Base/Edit
tables of TP3

Locater keys in
document number

and pulls the
record in TP3 &

DocLoader

Manager or Team
Lead runs
"Keying Locates
Report" for some
dates and prints
the report.

Index the
Document Entry
based on  rules
Ref Page 3
(Document Entry)

Locater finds "Legal
Description of Property "
from one of these
resources
1) TP3, any reference
to other documents, e.g.
Release of Liens
2) CAD Databases
3) Survey Maps

CompleteTP3 record by
entering
"Legal Description" for
Property
Index and/or Information
for General Index

Yes

No

D
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Done. Locates
document for
filing date is

correctly  indexed

Locater Marks on
the printed page,
for the completed
record

D

Reports
1) Missing Documents
Report (TP3)
2) Missing Document
Number Report (TP3)

Production
Manager runs

these reports on
TP3 for range of

dates  which gets
him/her status of

documents in
Locates

Production Manager creates
several reports  by
manually entering data

Other reports run are
1) Bonus Production Report
2) Statistic Report by keyer
3) Title Plant Report
4) Batch Creation Report by
County (mentioned at Page1
Batch Creation Step).


