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Follow these steps to prepare the Title Report using the Mark Up Coversheet Mark Up Coversheet Mark Up Coversheet Mark Up Coversheet ––––    Title ProductsTitle ProductsTitle ProductsTitle Products and any supporting 

documentation. 

 
 

Start Page Tab 

� In the Quick Quick Quick Quick Order Order Order Order SearchSearchSearchSearch field, enter the order number; press the EnterEnterEnterEnter key 

 

 

IMPORTANT:  Do not overlay a template when preparing a Title Report. 

 Title Report screen 

� Enter the Issued date/timeIssued date/timeIssued date/timeIssued date/time 

� Enter the Effective date/timeEffective date/timeEffective date/timeEffective date/time  

� Enter the Search period beingSearch period beingSearch period beingSearch period being    date/time date/time date/time date/time  

 

 

 

 

 

� In the interest ininterest ininterest ininterest in    the land described. . .the land described. . .the land described. . .the land described. . . field, 

enter vesting information  

 

� Add Exceptions 

1. In the RequirementRequirementRequirementRequirementssss    and Exceptionand Exceptionand Exceptionand Exceptionssss 

grid, highlight the ExceptionsExceptionsExceptionsExceptions folder 

2. Click the Add Requirement and Add Requirement and Add Requirement and Add Requirement and 

ExceptionExceptionExceptionException  icon 

3. From the Add Requirement or Add Requirement or Add Requirement or Add Requirement or 

ExceptionExceptionExceptionException window, click the CodeCodeCodeCode link 

4. Double-click the applicable entry to 

select 

5. Repeat Steps 1-4 until all exceptions 

are added 
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� For Deed Chains/Addendums,  

1. In the Restrictions, Easements, and Restrictions, Easements, and Restrictions, Easements, and Restrictions, Easements, and 

ExceptionsExceptionsExceptionsExceptions grid, highlight the ***ENTER ***ENTER ***ENTER ***ENTER 

DEED CHAIN ITEMS BELOW***DEED CHAIN ITEMS BELOW***DEED CHAIN ITEMS BELOW***DEED CHAIN ITEMS BELOW*** 

2. Click the Add Restriction,Add Restriction,Add Restriction,Add Restriction,    Easement or Easement or Easement or Easement or 

ExceptionExceptionExceptionException  icon 

3. Using your code spreadsheet, locate the 

TRTRTRTR----Deed ChainDeed ChainDeed ChainDeed Chain entry; double-click to 

select 

4. Repeat Steps 1-3 until all have been 

added 

Title Legal Description screen 

� In the Preliminary Opinion/Commitment legalPreliminary Opinion/Commitment legalPreliminary Opinion/Commitment legalPreliminary Opinion/Commitment legal field, enter the  

1. Legal descriptionLegal descriptionLegal descriptionLegal description    

If copying the legal description from another 

source, be sure to scrub the legal prior to pasting 

into your SoftPro order.  Refer to the job aid, 

Legal Descriptions Legal Descriptions Legal Descriptions Legal Descriptions ––––    Scrubbing the Legal Scrubbing the Legal Scrubbing the Legal Scrubbing the Legal 

DescriptionDescriptionDescriptionDescription, if needed.    

2. Being clauseBeing clauseBeing clauseBeing clause    

a) Press the EnEnEnEnterterterter key to enter a blank line 

after the legal description so your cursor is 

on a blank line 

b) Click the Lookup codeLookup codeLookup codeLookup code link  

c) Highlight the applicable Being ClauseBeing ClauseBeing ClauseBeing Clause 

d) Click the Retrieve Entry (Appended)Retrieve Entry (Appended)Retrieve Entry (Appended)Retrieve Entry (Appended) 

button 

e) Answer prompts; click OKOKOKOK to continue 

Document tab 

� Locate and double-click the applicable Title Title Title Title 

Report Report Report Report document  

� Click DistributeDistributeDistributeDistribute 
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� Check the PublishPublishPublishPublish check box 

� Click DistributeDistributeDistributeDistribute to upload to smartVIEW 

 

 

 

 

1. Click the OKOKOKOK button at the 

Publish To OrderPublish To OrderPublish To OrderPublish To Order prompt; this 

saves a copy to the AttachmentAttachmentAttachmentAttachmentssss 

screen in SoftPro Select 

 

 

2. When prompted,  

a) Enter the Document Document Document Document NameNameNameName  

b) Click the DocumentsDocumentsDocumentsDocuments link 

i. When prompted, select 

the smartVIEW folder; 

click OKOKOKOK  

c) Click the OKOKOKOK button to 

upload  

 


