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SELECT Creating the Simplifile First Page Report

Simplifile provides two options when creating a report that includes the first page of each recorded document in the
recorded package.

»  Printing from the Simplifile Package Queue — allows you to print the first page of all recorded documents in
the package at once

»  Printing from the Simplifile Package Detail — allows you to print the first page of all or selected recorded
documents in the package

Printing from the Simplifile Package Queue
1. Locate the recorded package in the queue

2. Click the Print D icon to the right of the package you wish to print

Search for packages

Packages  # @

Chicago Title Waukesha - Escrow

time (ERT) and county queue

Status 1} Status Date 2 |T

LT-212168 Ke Recorded ue 6/23/2020 3:25 PN
T-212168 K 2 Tue 6/23/2020 3:25 PM
E 1870521
WA-16615 Walworth County, W Recorded ue 6/23/2020 2:06 PNV
WA-16615 h C Wi 2 Tue 6/23/2020 2:06 PM
E 1011938
Print Package (]

From the Print Package window,

Documents

Nt

3. Select the Page Range radio button O i pages J first

4. Enter ﬂrSt [JPackage Fee Report

. . [ Package Fee Report (Totals by document onl
5. Click the Print button o port Y &
[J Document Fee Report

1 package will be printed.
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Printing from the Simplifile Package Detail
1. Locate the recorded package in the queue

2. Click the Package name link to open to the
detail

3. If you wish to print the first page of,

Creating the Simplifile First Page Report

Packages » & @

Chicago Title Waukesha - Escrow -
e sele to view e ed reco g time (ERT 0 eue.
Tl Wisco nsin v + 4 i ] = 46 |
(™4 Package Recipient
0O LT-212168 Kenosha County, W
E 1870521
Walworth County, Wl

Y All recorded documents — click the Actions button and select Print

»  Specific recorded document — click the Print D icon next to the document you wish to print

Package Details @ o

Package Name WA-16615

Created By Nagaraju Bramasamudra

Documents

Trustees Deed
O | DEED

E-Return Receipt

O Mortgage
MORTGAGE

Package Status

Recipient Walworth County, WI Remote ID

Submitter _ Estimated Recording Time

Last Modified By

Search for packages

D4553FES-8ACI-FC64-D0OD4-68E1B02748A6
5 minutes - 5 hours

Nagaraju Bramasamudra

Prints first page of all
documents in the
package.
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Prints first page of

only this document.

From the Print Package window,

4. Select the Page Range radio button
5. Enter first

6. Click the Print button

Print Package (]

Documents
'-':" All Pages age Range: first

[J Package Fee Report

Nt

[ Package Fee Report (Totals by document only)
[J Document Fee Report

1 package will be printed.
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SELECT Creating the Simplifile First Page Report

The report contains the first page of each recorded document. Use the toolbar icons to download or print the report.

PrintDownload_print.action
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