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Creating the Simplifile First Page Report 
eRECORDING 

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  icon to the right of the package you wish to print 

 
 

  

From the Print Package window,    

3. Select the Page Range radio button  

4. Enter first  

5. Click the Print button 
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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,  

〉 All recorded documents – click the Actions button and select Print 

〉 Specific recorded document – click the Print  icon next to the document you wish to print 

 
 

From the Print Package window,    

4. Select the Page Range radio button 

5. Enter first 

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