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LEGAL DESCRIPTIONS

SOFTPRO

SELECT

»  Using Notepad

HINT: When working with a lengthy legal
description, use the keyboard shortcut,
Ctrl + E to open the Scrollable Field
Editor. This provides a larger field to
enter/review the information.

You can also temporarily increase the font
size in this window. Press and hold the Ctrl
key, use the scroll wheel on your mouse to
enlarge the text (scroll wheel forward).

Using the PASTE Feature in SoftPro

In your SoftPro order,

Scrubbing the Legal

When pasting the legal description from another source, latent formatting or images from the other program may
remain and cause problems with formatting in SoftPro Select.

There are two options available for scrubbing the legal of unwanted formatting:

»  Using the PASTE feature within your SoftPro order

You can use whichever you are most comfortable with as both options achieve the same results, removing the latent
formatting from text copied from another program.
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1. Copy the legal description from the external document

2. Navigate to the appropriate screen containing the Legal Description field

3. Click the Lookup code link

Double-click the PASTE entry to
open the Lookup LegalDescription
window

Escrow Legal
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5. When prompted, paste the copied text X
using press CTRL + V into the text box
Lookup
6. Click the OK button LegalDescription

Paste the copied text into the textbox below, then click OK

A parcel of land located in the state of CA, county of Alameda, with an address of 124 S.
Broadway, Oakland CA 94611 cumently owned by Sue Sellerman and lot 2, block 55 and
having a tax assessor number of 122-4989-11 and being the same property mare fully
described as tract # 8076 and described in document number 1020134 dated 03/22,/2003

/

and recorded 04/14/2003]

The scrubbed legal description is now pasted in your SoftPro order and should render without errors due to latent
formatting.

Using Notepad

Follow these steps to use the Notepad program to strip away or “scrub” the formatting before pasting a legal
description from another source.

1. From the original (source) program, highlight the legal description (or the portion) you wish to capture

2. Copy the selected text (using either CTRL + C or right click and select Copy)
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A parcel of land located in the state of CA. county of Alameda, with an address of 124 S.
Broadway. Oakland CA 94611 currently owned by Sue Sellerman and lot 2, block 55

. and having a tax assessor number of 122-4989-11 and being the same property more

R fully described as tract # 8076 and described in document number 1020134 dated
03/222003 and recorded 04/14/2003.

3. Open Notepad

.
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SELECT Scrubbing the

Legal

|n NOtepad E*Untitled—Notepad -
paste the text | Fiz e Format View Help

in document number 1828134 dated ©83/22/2003 and recorded B4/14f2993.|

O X

A parcel of land located in the state of CA, county of Alameda, with an address of 124 S. Broadway,
Oakland CA 94611 currently owned by Sue Sellerman and lot 2, block 55 and having a tax assessor
number of 122-4989-11 and being the same property more fully described as tract # 8876 and described

When the text is pasted into Notepad, all formatting is automatically stripped away (or scrubbed).

Press Ctrl + A to highlight all of the text

| *Untitled - Notepad - O X

File Edit Format View Hel
A parcel of land located in the state of CA, county of Alameda, with an address of 124 5. Broadway,
Oakland CA 94611 currently owned by Sue Sellerman and lot 2, block 55 and having a tax assessor
number of 122-4989-11 and being the same property more fully described as tract # 8876 and described
in document number 1020134 dated 83/22/20803 and recorded 84/14/2003.

Press CTRL + A to highlight all text
Press CTRL + X to cut/copy the
highlighted text

Press CTRL + X to cut and copy the highlighted text

In SoftPro Select,

Navigate to the appropriate legal description field
Press the F2 key to clear the field
Press CTRL + V to paste the scrubbed text

Preliminary Opinion/Com
Lookup code: I:

Adfter clearing the
field, press
CTRL+V to paste

B 7 U ahe E the text ¥ |Search 2 p w
| Y

Copy from Escrow Legal

Preliminary Opinion/Commitment legal

number of 122-4935-11 and being the same property more fully described as tract # 3076 and
described in document number 1020134 dated 03/22/2003 and recorded 04/14/2003.|

A parcel of land located in the state of CA, county of Alameda, with an address of 124 S. Broadway, s
Oakland CA 94611 currently owned by Sue Sellerman and lot 2, block 55 and having a tax assessor

Lookup code: | | Copy from Escrow Leqal
[ Print as attachment —
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[T Print as attachment

Your scrubbed text is now pasted in your SoftPro Select order with no latent formatting.
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