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MAIN MENU AND
GENERAL INFORMATION

[
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MAIN MENU

At the Main Menu you can change your password and access all aspects of the Old Republic on-line title research
system.

CHANGING YOUR PASSWORD

Your user name will already be
entered. Enter your old password.

Enter your new password twice.

!

!

!

Click the CHANGE PASSWORD
button to officially change your pass-
word.

your.user.name
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Dakota and Dane county documents are not available for REQUEST/ON DEMAND SCAN.

Phone: 1-800-328-4441 
Email: pdeloney@oldrepnatl.com

DOCUMENT AVAILABILITY

CONTACT INFORMATION
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NAME SEARCHES [
The Name Search function of the Old Republic on-line
title search system allows users to search the public
records of an individual, company, or trust.
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NAME SEARCH MENU

The Name Search Menu allows you to search the public records of individuals, companies, and trusts with two
search methods: document number and name search. The remaining fields — county, type, date, and doc type —
are adjustable criteria that help you define the parameters of your search.
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NAME SEARCH FIELD DESCRIPTIONS

The County field is a criteria field. It is a drop down menu (see Figure A) that defaults to
the last county you searched. To change counties, pull down the menu and highlight the
preferred county.

County

FIGURE A

FIGURE B

Doc # The Doc # field is a search field. If you know the document number you would choose this
search option. Otherwise, this field should be left blank.

The Name field is a search field. You will use this search method most frequently.
Information should be entered as: Last Name,First Name. You must use a comma between
the the last and first name. If you are searching for information about a company do NOT
use punctuation.

Name

The Type field is a criteria field. You must select either Individual or Company. To search
for a Trust, we recommend you perform both an individual and a company search. Note:
this is TWO searches. You are not able to select both Individual and Company.

Type

From
Date

The From Date field is a criteria field. It allows you to define the time frame of your search.
The system will return any federal tax or judgment entries regardless of the From Date. The
To Date will dynamically update to the most recent through date as information is added to
the system by the Orbit team. 

The Doc Type field is a criteria field. It is a drop down menu (see Figure B) that defaults to
All Document Types. You can either search all documents or specify one type of document.
If you would like to search only one type of document, pull down the menu and highlight the
document type. For a complete list of documents included in a search, please see the end
of the chapter.

Doc Type
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PERFORMING A NAME SEARCH

Change the criteria values — county, type, from date, and doc type — to define the parame-
ters of your search.

BEFORE CRITERIA VALUES HAVE BEEN CHANGED

AFTER CRITERIA VALUES HAVE BEEN CHANGED

Enter the individual name or company you would like to search. A comma must come
between the first and last names of an individual search and no punctuation should be
used in a company search.

!

!

! Press ENTER on your keyboard or click on the S E ARCH button.
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NAME SEARCH RESULTS

The name search will generate a comprehensive list of results that match your inquiry. These results will include
names that sound similar but may be spelled differently, other like names, and initials.

SEARCH CRITERIA

SEARCH RESULTS

NAME SEARCH
TOOLBAR
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This column will list all the parties mentioned in the document.

This column indicates the type of document. For a complete list documents
and their corresponding abbreviation, please see the end of the chapter.

The document number.

This indicates if the document has since been released or satisfied.

Name

Sat./Rel.

Doc Number

Type

COLUMN

Docketed The docketed date of the document.

DEFINITION

SEE COLUMN
DEFINITIONS

COLUMN DEFINITIONS
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Button

Click MORE MATCHES to see additional results that match your search.

After selecting records, click UPDATE TITLE BASKET to save the 
information in your Title Basket. 

You may view any entry that has a document number. After selecting the
record or records you would like to view, click VIEW DOCS. 

To add all the records to your Title Basket or if you would like to view all the
available document images, click SELECT ALL. This will automatically enter
checkmarks to the left of every entry displayed on the current results page. 

If you decide you don’t want to select all the documents, click 
UNSELECT ALL. This will remove the checkmarks for every entry displayed on
the current results page.

To perform another search or change the criteria of your current search, click
ANOTHER SEARCH.

Description

NAME SEARCH TOOLBAR

NAME SEARCH TOOLBAR
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Click on the highlighted blue text to see the
details of a record.

When you are looking at an individual record,
it may indicate there are additional records
that are related. Click on the highlighted,
underlined text for information about this
related document. 

While you are viewing the individual record
you may add it to your title basket. See the
Title Basket chapter for more information.

VIEWING INDIVIDUAL RECORDS

!

!

!

To return to the Name Search Results
screen, click CONTINUE.

!
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Select the documents you would like to add to your Title Basket by either putting a check-
mark in the box to the left or by clicking the SELECT ALL button.

ADDING RECORDS TO THE TITLE BASKET

Click UPDATE TITLE BASKET. The screen will reload and indicate your Title Basket has been
updated. If your search results span multiple pages, you must select documents and update
your Title Basket on each page.

For information on viewing the items in your Title Basket, please see the Title Basket chapter.

!

!
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VIEWING IMAGED DOCUMENTS

If an entry has a document number, it may have a corresponding document image available. (Please see the
GENERAL INFORMATION chapter for image availability.) If an entry does not have a document number it will not
have a corresponding document image.

At the Name Search Results screen, place
a checkmark in the box to the left of the
entry you would like to view.

Click VIEW DOCS. This will add the records to your
Document List and bring you to the View/Retrieve
Documents menu. For additional information on
viewing documents see, the View/Retrieve
Documents chapter.

SELECTING IMAGED DOCUMENTS TO VIEW

NAME SEARCH RESULTS SCREEN

! !
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AF - Affidavit
AR - Articles Of Incorporation
*7 - Bankruptcy
*2 - Bankruptcy & Tax Liens
BM - Bankruptcy Miscellaneous
*1 - Complete Search
CN - Change Name
CJ - County Judgment
CT - County Lien
DC - Death Certificate
DE - Decree
DI - Divorce
*8 - Federal Tax & Federal Judgment
FJ - Federal Judgment
FM - Federal Judgment Misc
FT - Federal Tax Lien
FF - Federal Tax Refile
*6 - Judgments
*5 - Judgments & Bankruptcy
*3 - Judgments & Tax Liens
JU - Judgment
LP - Lis pendens                  
LE - Letters Estate
LG - Letters Guardianship
MS - Miscellaneous
OR - Order
*9 - Probate
BK - Petition In Bankruptcy
PA - Power OF Attorney
ST - State Tax Lien
SF - State Tax Refile
*4 - Tax Liens Only
TA - Trust Agreement
WI - Will
WL - Will Letters

DOCUMENTS AND ABBREVIATIONS
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PROPERTY SEARCHES

[The Property Search function of the Old Republic on-line
title search system allows users to search the history of a
property.
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The Property Search menu allows you to search the history of a property with three search methods: Legal
Description, Name, and Document Number. The criteria fields that help you define your search are the county
and search dates.

PROPERTY SEARCH MENU
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PROPERTY SEARCH FIELD DESCRIPTIONS

FIGURE A

The County field is a criteria field. It is a drop down menu (see Figure A). To change 
counties, pull down the menu and highlight the preferred county.

County:

The Lot/Block field areas are part of the legal description search option. Within this
search capability there are several criteria fields that define the search. 

Lot/Block: 

Every subdivision, except CIC’s and Condo’s, are given a book and page num-
ber. The book and page are assigned by Old Republic and do not match the
book and page given by the counties. 

CIC’s and Condo’s are assigned their own number instead of a book and page. 

The Lot and Block field is where you enter the lot and block you want to
search in the subdivision.

The Subdivision field is where you are able to search for the subdivision and
its corresponding Old Republic book and page.

CRITERIA FIELD DESCRIPTION

CIC# and Condo#

Subdivision

Book and Page

Lot and Block

Auditor’s#: The Auditor’s number field acts like the CIC and Condo fields. Auditor’s sub-
division are assigned a number instead of a book and page. 

Lot/Block

County
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Grantor/
Grantee

The Grantor/Grantee fields are search fields. Information should be entered as: Last
Name, First Name. You must use a comma between the the last and first name. Always
use complete names.

Doc #: The Doc # field is a search field. If you know the document number you would choose this
search option. 

The Metes/Bounds field areas are part of the legal description search option. Within this
search capability there are several criteria fields that define the search. Please see page
26 for more information about Arb numbers.

Metes/
Bounds:

PROPERTY SEARCH FIELD DESCRIPTIONS CONTINUED

Metes/Bounds

From Date

Grantor/Grantee 

Doc#

The Section, Township, Range are mandatory criteria fields if you are 
searching a metes and bounds property. The Quarter field is not mandatory in
all counties. Please see page 26 for more information about Arb numbers.

An ARB# is required to search by Metes/Bounds. You may search by Grantee
or Grantor to obtain an ARB# or contact the Orbit department.

CRITERIA FIELD DESCRIPTION

ARB#

Section, Township,
Range, Quarter

From Date: The From Date field is a criteria field. It allows you to define the time frame of your search.
The To date will dynamically update to the most recent through date. 
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ARB NUMBERS

In metes and bounds the arb and quarter fields vary from county to county.Metes/
Bounds:

To do a metes and bound search in Washington, Scott, or Carver County, you must have
the Section-Township-Range and ARB number. For example:

Washington,
Scott, and
Carver

To do a metes and bound search in Hennepin County, you must have the Section-
Township-Range  and ARB number. For example:

Hennepin

To do a metes and bound search in Ramsey County, you must have the Section-
Township-Range, Quarter Section and ARB number. For example:

Ramsey

To do a metes and bound search in Anoka County, you must have the Section-Township-
Range, Quarter Section, and ARB number. For example:

Anoka

5 12 23 21 SE
Arb#             Section Township Range Quarter

5 12 23 21 SE
Arb#             Section Township Range Quarter

4E 17 119 24
Arb#             Section Township Range

1130 1 114 24
Arb#             Section Township Range

COUNTY ARB REQUIREMENTS

For assistance with arb numbers, please call the Orbit department at (612) 371-1139.
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SEARCHING WITH A LEGAL DESCRIPTION

Select the county of your search.

Type in the first word or first few letters of the subdivision name and press ENTER on your key-
board or click on the SEARCH button. This will display a list of subdivisions with the same or
similar spelling. 

!

!
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The matching subdivision list includes information about the book, page, and property type 
(T=Torrens, A=Abstract, B=Both Torrens and Abstract). 

If you don’t find the subdivision of your choice in the first page of the list, click MORE MATCHES for the next page of
subdivisions.

MATCHING SUBDIVISIONS

The Old Republic on-line title search system has Torrens information for only Ramsey county. 
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Click on the subdivision. This will bring you back to the Property Search Menu with the
book, page, and subdivision completely filled out. 

!

Enter in your lot and block (if relevant) and press ENTER on your keyboard or click on
SEARCH.

!

MATCHING SUBDIVISIONS CONTINUED
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MATCHING PROPERTIES

The search generates a list of all the entries that match the lot, block, and subdivision specified in the search. 

SEARCH
RESULTS

SEARCH
CRITERIA

NAME SEARCH
TOOLBAR
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MATCHING PROPERTIES CONTINUED

This column will list all the parties mentioned in the document. The Grantor
will always be the first or top name listed and the Grantee will always be the
bottom or last name listed.

This column indicates the type of document. 

The date the document was recorded at the county.

Grantor/Grantee

Recorded

Instrument

COLUMN

Date The date of the document.

DEFINITIONS

Column Definitions

The document number.Doc Number

The block number.Block

The lot number.Lot

SEE COLUMN
DEFINITIONS
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MATCHING PROPERTIES TOOLBAR

For some of the records you may be able to view the imaged document. After
selecting the record or records you would like to view, click VIEW DOCS. 

After selecting the records you would like to keep, click UPDATE TITLE BASKET to
save the information in your TITLE BASKET.

To perform another search, or change the criteria of your search, click ANOTHER
SEARCH.

To add all the records to your TITLE BASKET, or if you would like to view all the
available document images, click SELECT ALL. This will automatically enter
checkmarks to the left of every entry displayed on the current results page.

BUTTON DESCRIPTION

If you decide you don’t want to select all the documents, click UNSELECT ALL.
This will remove the checkmarks for every entry displayed on the current
results page.

NAME SEARCH TOOLBAR
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At the Matching Properties Screen, you have several viewing options. You can view the individual record infor-
mation, add one or all the entries to your title basket, or view one or all the documents.

The individual record information includes the county, subdivision, document number, instrument type, and sec-
ondary information (i.e. if the entry is a Mortgage, the secondary information includes the mortgage amount; if
the entry is a satisfaction of a mortgage, it includes the document number of mortgage satisfied), grantor and
grantee information, book, page, block and lot, as well as dated and recorded date information.

At this individual record level you can add the item to your title basket or view the imaged document. You are
also able to continue your search or abandon the present search and start another one.

To view the details of the entry, click on the highlighted, underlined text.!

MATCHING PROPERTIES
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To search CONDO’s and CIC’s enter the first few letters of the name of the condo in the subdi-
vision field. For example, if you would like to search for property matching the legal descrip-
tion: 

Apartment No. 1, Apartment Ownership No. 41, Greensboro Condominiums 
Enter green in the subdivision field (see Figure A) and press ENTER on your keyboard or click
on the SEARCH button. 

Searching for property that is a condominium or Common Interest Community (CIC) is very similar to searching
legal descriptions that have a lot, block, and subdivision.

SEARCHING CONDO AND CIC PROPERTY

Scroll through the matching subdivision list until you find the condo or CIC. Click on the subdi-
vision. The screen will return to the PROPERTY SEARCH MENU, and the subdivision and CIC or
condo number will automatically be entered. (see Figure B)

Enter in the condo or apartment number in the Lot field. 

Press ENTER on your keyboard or click SEARCH for the list of entries and documents that match
your inquiry.

FIGURE A

FIGURE B

!

!

!

!
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SEARCHING AUDITOR’S SUBDIVISION PROPERTY

FIGURE A

To search for an auditor’s subdivision, enter aud sub (see Figure A) in the subdivision field
and press ENTER on your keyboard or click on the SEARCH button. 

!

Searching for property that is an auditor’s subdivision is very similar to searching condo and CIC descriptions as
well as legal descriptions that have a lot, block, and subdivision.

Scroll through the list of auditor’s subdivisions until you have the auditor’s subdivision in your
legal description. Click on the subdivision. The screen will return to the Property Search
Menu, and the auditor’s number will automatically be entered. (see Figure B)

!

FIGURE B

Enter in the lot information.

Press ENTER on your keyboard or click SEARCH for the list of entries and documents that
match your search.

!

!
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Then, place the cursor in the Grantor or Grantee field and enter the name. Enter last
name first, then a comma, a space, and finally the first name. Press ENTER or click on
SEARCH. We recommend you don’t include the middle initial so you get the most com-
prehensive results.

SEARCHING PROPERTY WITH A GRANTOR OR GRANTEE NAME

!

In a name search, you can search either lot/block or metes/bounds property by using a grantor or grantee
name. You can not search lot/block and metes/bounds at the same time.

Select either lot/block or metes/bounds search by checking the radial button. !
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SEARCHING PROPERTY WITH A GRANTOR OR GRANTEE NAME CONTINUED

The search will generate a list of all documents that match the name entered.
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SEARCHING PROPERTY WITH A GRANTOR OR GRANTEE NAME CONTINUED

From the results, find the entry that matches. If the person and property is not on the first screen, click MORE
MATCHES for the next page of results.

By clicking on the GO TO
SUBDIVISION, all the entries for
that subdivision, lot, and block
will automatically be displayed. 

When you find your match, click
GO TO SUBDIVISION. 

!

!
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SEARCHING PROPERTY WITH A DOCUMENT NUMBER

You are also able to search property with a document number.

Enter the document number and press enter on your keyboard or click search. !

The document entry will pull up the matching entry, click on GO TO SUBDIVISION to go to
the rest of the entries and documents associated with this legal description.

!

Select the county.!
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VIEW/RETRIEVE DOCUMENTS

[
The View Doc function of the Old Republic on-line title
search system allows users to view and print imaged
documents.
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VIEW DOCUMENTS MENU

If an entry has a document number, it may have a corresponding document image available. (Please see the GEN-
ERAL INFORMATION chapter for image availability.) If an entry does not have a document number it does not have a
corresponding document image.

The appearance of the View/Retrieve Documents Menu varies. If you arrive at the menu via the left-hand naviga-
tion, its appearance is the same as shown in Figure A.

If you approach the menu after having selected one or more documents from search results, the document 
numbers will be listed in the Document List portion of the screen, and you will have more buttons as shown in
Figure B.

FIGURE A

FIGURE B

You cannot view documents in more than one county at a time.
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VIEW DOCUMENTS MENU CONTINUED

If you know the number of the document you would like to view, you can view that document via the View/Retrieve
Documents menu. Select View Docs in the left-hand navigation bar to get to the menu screen.

Select the county from the drop-down menu box.

Enter the document number in the Inst# field.

Click ADD. This will add the item to the Document List. See Figure A.

FIGURE A

!

!

!
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VIEW DOCUMENTS MENU TOOLBAR

The View Documents Menu has two menu toolbars. The first toolbar allows you to add documents and remove
documents from the Document List. The second tool bar enables you to print documents and request scans, and
if you came to the view doc menu via a name or property search, you can return to your search. 

TOOLBAR 1

TOOLBAR 2
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VIEW DOCUMENTS MENU TOOLBAR CONTINUED

Print Docs enables you to print the documents you have highlighted in the
Documents List window.

View Docs allows you to view the documents you have highlighted in the
Documents List.

If a document is not imaged you can request that it be scanned. If a 
document is not imaged it will say in parenthesis to the right of the 
document number “not imaged”.

BUTTON DESCRIPTION

TOOLBAR 2

This button will change depending on where you accessed the View/Retrieve
Documents Menu. If you access the View/Retrieve Document Menu via the
main menu, a button will appear enabling you to return to the main menu. If
you access the View/Retrieve Document Menu from a name or property
search, the button will return to the search results screen.

Delete will delete a record from the document list. To delete a record, highlight
the document and click DELETE.

The Add button enables you to add documents to the document list.

Clear will clear all the documents from the document list. To clear all the docu-
ments, click CLEAR. If you want to change counties, you must click CLEAR first.

Select All will highlight all the items in your Document List.

BUTTON DESCRIPTION

Unselect All deselects all the items that are highlighted.

TOOLBAR 1
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ADDING DOCUMENTS TO THE VIEW DOCUMENT LIST

As described in the name and property search chapters, you are able to add documents to your Document List
during search results and when viewing property match details.

At the Search Results screen,
place a checkmark in the box to
the left of the entry you would
like to view. 

SELECTING DOCUMENTS TO VIEW
FROM SEARCH RESULTS

Click VIEW DOCS. This will bring
you to the View/Retrieve Docs
Menu.

RESULTS SCREEN

!

!
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ADDING DOCUMENTS TO THE VIEW DOCUMENT LIST CONTINUED

You can also access a specific image from the Property Match Detail. 

At the Property Match Detail, click the VIEW DOCUMENT button. 

This will bring you to the View/Retrieve Document Menu with the document already high-
lighted in the Document List. 

Please note that the Document List does not retain information. If you want to continue
your name or property search we recommend you save or print this image unless you are
certain you will be able to add it to your Document List later in your search.

!

!

!
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VIEWING IMAGED DOCUMENTS

The Document List window in the View/Retrieve Documents Menu will always tell you which documents are
imaged.

To view the actual image, highlight the document you wish to view, and select VIEW DOCS. There will
be a wait as the image loads, the length of the wait is dependent on your Internet connection and
web site traffic.

!

To view the documents continuously, without returning to the View/Retrieve Documents menu,
click SELECT ALL to highlight all the documents, and then click VIEW DOCS. 

!
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NAVIGATION
TOOLBAR

VIEWING IMAGED DOCUMENTS CONTINUED

VIEW DOCUMENTS
TOOLBARS

After the image loads, you have several options, including making the image smaller or larger, changing the image
type, printing, and saving the image to your hard drive or disk. 

DOCUMENT
IMAGE

IMAGE
TOOLBAR
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VIEWING IMAGED DOCUMENTS TOOLBAR

If you selected more than one document to view, this button will be available to
assist you in returning to the previous document. When it is not available it will
be appear as this text: <<

Enter in a page number and click GO TO to go to that page. This button is only
available when there is more than one page in the document. When it is not
available it appears like this: (1)

Go To

If an image has more than one page, this button will help you navigate
between the pages sequentially. When this button is not available it appears as
this text: <

To go to the next sequential page, select Next Page. When this button is not
available it appears as this text: >

Button Description

Zoom In allows you to make the image larger. This button is always available.

Zoom Out allows you to make the image smaller. This button is always avail-
able.

If you selected more than one document to view, this button will be available to
assist you in moving to the next document. When it is not available it will be
appear as this text: >>

The first toolbar helps you navigate and manipulate the images. These buttons are not available all of the time, only
when the relevant action is warranted.

NAVIGATION TOOLBAR
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To change the format of the image to view or save it, highlight the preferred
image type from the drop down menu (see Figure A) and click CHANGE FORMAT.

Click the PRINT button to print the document.

To save the document image to your hard drive click SAVE TO DISK.

Choose More Docs allows you to return to the View/Retrieve Documents
Menu and add additional documents to view.

Button Description

This button will change according to where you last were in the web site. If you
access the View/Retrieve Documents Menu via the Main Menu, a button will
appear enabling you to return to the main menu. If you access the
View/Retrieve Documents Menu from a name or property search, the button
will return to the search results screen.

IMAGED DOCUMENTS TOOLBAR

FIGURE A
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REQUEST SCANS

The information to the right of the document number will tell you the imaging status of that document. If it is not
imaged, you can request it by clicking REQUEST SCAN.

Request Scans are generally available for on-line retrieval within four hours of the initial request.

Highlight the document. Click REQUEST SCAN.!

In about four hours, return to the web site and, at the View Retrieve Docs Menu, add the
document number and check if the image has been scanned.

!

The screen will automatically refresh, informing you that the document you requested has been
submitted for scanning.

!

Dakota and Dane county documents are not available for Request Scan.
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PRINTING DOCUMENTS

You can print imaged documents in either lo-res (low-resolution) or hi-res (high resolution).  If you have never print-
ed from the Old Republic title search web site, please see the next page for instructions.

Click the PRINT button.

Choose between low resolution
(Lo-res) and high resolution (Hi-
res) printing. It defaults to high
resolution.

Click RETRIEVE. 

An adjustable window will pop up, which 
contains the imaged pages of the document, and
then disappear after the image has printed.

Hi-Res Printing

An adjustable window will pop up. 

Lo-Res Printing

Then a window will pop up asking you to
wait while the image is formatted. Press
OK.

After the image has been formatted and
loaded, you can print from the File Menu. 

!

!

!

!

!

!

!

POP UP WINDOW



48

If you have never printed from the Old Republic on-line title search web site and you would like to print documents
in hi-res (best quality) you will be prompted to download a utility to configure your hard-drive for hi-res printing. 

If you enable high resolution
printing you will be asked to
download a utility to configure
your computer for hi-res print-
ing. 

If prompted run (open) the
utility, rather than saving it to
disk.  Say “yes” to any secu-
rity warnings. This will only
need to be done once.

!

!

PRINTING DOCUMENTS CONTINUED
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SAVING IMAGED DOCUMENTS

The only time you are able to save a document image to your hard drive or a disk is when you are
viewing the imaged document.

Click SAVE TO DISK from the Imaged Documents Toolbar and follow the prompts. !
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TITLE BASKET

[

The Title Basket of the Old Republic on-line title
search web site is a convenient, text-based infor-
mational storage system.
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ADDING RECORDS TO THE TITLE BASKET

The only way to add information and entries/records to your Title Basket is by doing a name and/or property
search. The only way to access your title basket is via the left-hand navigation.

As described in previous chapters, you can add entries to your Title Basket at either the search results or the 
property match detail.

At the Search Results screen,
place a checkmark in the box to
the left of the entry you would
like to include in your Title
Basket.

SELECTING DOCUMENTS TO ADD TO
THE TITLE BASKET FROM SEARCH
RESULTS

Click UPDATE TITLE BASKET to add
the entries to your Title Basket.
The screen will refresh, letting
you know your Title Basket has
been updated. 

RESULTS SCREEN

!

!
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ADDING RECORDS TO THE TITLE BASKET CONTINUED

You can also add an entry to your Title Basket from the property match detail screen. 

At the property match detail screen, click the ADD TO TITLE BASKET button. 

The screen will refresh, informing you that your title has been updated with the additional
information. 

!

!
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Click PREVIEW to examine the Title Basket contents.

Click CLEAR BASKET to remove the contents from your Title Basket. The Title
Basket must be cleared manually. If you would like separate Title Baskets for
each of your searches, complete one search, save or print your Title Basket
information, then, click CLEAR BASKET to start over. 

To restore the original header, click RESTORE HEADER.

This button will change according to where you last were in the web site. By
clicking this button, it will return to your Search Results screen.

TITLE BASKET TOOLBAR DEFINITIONS

HEADER FIELD

TITLE BASKET TOOLBAR

To look at the items you added to the Title Basket, click TITLE BASKET in the left-hand navigation
bar. This will bring up the TITLE BASKET PREVIEW screen as shown below.

To modify the header, place the cursor in the header field and begin typing. To look at the
entries in your basket select PREVIEW.

!

!

PREVIEWING THE TITLE BASKET

Button Description
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TITLE BASKET CONTENTS AND SAVING TITLE BASKET INFORMATION

TITLE BASKET CONTENTS

SAVING THE INFORMATION

Highlight SELECT ALL with either a
right-click or from the EDIT menu. 

PASTE the information into a word
processing program.

With either a mouse right-click or
from the EDIT menu, choose COPY.

!

!

!

PRINTING TITLE BASKET CONTENT

At the File Menu in your web
browser, select PRINT.

!

You can also save the information
in your Title Basket as an HTML
file by selecting SAVE AS from the
File Menu.

!

To preview the information in your Title Basket, scroll down the web page.

You can save the information contained in the Title Basket by printing it or saving it to a file.


